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EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAIL
CHILD NUTRITION PROGRAMS

CFFICE CF wT2T vialkiA
Series 85, Policy 4320 SECTITARY 5 STATE
PUBLIC COMMENT PERIOD ENDS: August 18, 1993 Adopted Sept e, 1«3
BACKGROUND: N -
Policy 4320.85, Peliclies of Operation Manual, interprets regulations

regarding School Breakfast, School Lunch, Donated Foods, Special Milk ané
Free/Reduced Price Meal applications. Further. it provides policy regarding
financial management as set forth in OEffice of Management and Budget Circular

a-102. It alsc details federal reguirements of the Coordinated Review Effort
(CRE). .
PURPOSE: -

The proposed revisions are intended to update the policy to reflect
changes in United States Department of Agriculture regulations for the various
Child Nutrition Programs £or the public schools o©of West Virginia. it
operationalizes Federal Code 7 CFR Part 210, 215, 220 and 245 that requires
state administering agencies to assist local educational agencies in program
management and accountability.

This policy. Series 85, Policy 4320, provides local school districts the
required revisions needed in order to comply with accountability regulations
and ‘other regqulatory changes,

CONTENTS:

DMPACT:

The policy requires no additional financial outlay.

Specific language required in the appeal process has been added.

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

A schedule of Teporting deadlines is included.

The Assessment., Improvenment and Monitering System
repiaced by the Coordinated Review Effort (CRE).
Minor editing changes have been made to make the policy more readable.

(AIMS) has been

rRather, it provides

assistance in management practices and federazl accountability reguirements.
No comment was received.
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Policy 4220: Rules and Requlaticns for Child nNutrition Operations

The West Virginia Beoard of =Education provides assistance to
county beards of education in operation of federally funded child
nutrition programs in schools. The Board's approval of policy 4320
will transmit Ffederal requlatory revisions to school administrators,
food service .supervisors and others concerned with guality and
accountability of child nutrition preograms in schools.
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TITLE 126
PROCEDURAL RULE
WEST VIRGINTA BOARD CF EDUCATION
CHAPTER 18-2

SERIES 85
POLICY 4320
Title: . Operational Manual of ¢hild Nutrition
Section 1. General _.
1.1 Scope - This procedural rule establishes operational procedures

that enhances child nutrition and provides for an efficient

operation of the program. The procedures cover the chiild

nutrition program and the school- breakfast and schoel lunch

programs. B}

1.2 authority and Related Code Citation(s) - W. Va, Const. Art. XII,
§ 2, and W. Va. W¥ Code 18-2~5

1.3 Filing Date -
1.1 EBffective Date -

1.5 Repeal of Former Rules - None - This is a revision of former
rules f£iled in 1983, revised in 1992.

Section 2. Incorporation by Reference

2.1 Copy of rules and requlations are attached. Copies may be
obtained in the office of the Secretary of State and the West
Virginia Department of Educaticn, Bureau cf Finance and Services.

2.2 summary of rules and regulations below: .
SUMMARY OF RULES AND REGULATIONS

State _Board Policy Number 4320 authorizes the Child Nutrition
Program/Policy Operation Manual to comply with the federal requirements and
other State Board policies as these relate to the overall administration of
Child Nutrition Prodgrams. The manual is revised and updated periedicaily.

The Child MNutrition Program/Pelicy Operation Manual 1is
distributed to school administrators and other personnel involved with the
operations of Child Wutrition Programs. The Manual provides vital technical
assistance and guidance and contains all state and federal policy statements
and program regulations.

Informatiorn in the <Child Nutrition Program Policy HManual
includes the Department philosophy and goals €for nutrition and nutriticon
education for West Virginia children. In addition, the Manual includes state
and federal meal requirements for school breakfast and lunch, special milk
requlations and instructions for claiming federal reimbursement for eligible
meals and milk. There are instructions for completing regquired records and
reports and for handling govermment donated foods.




WV Board of Education
Procedural Rule, 18-2
Series 4320, Sec. 2
Page Ltwo

Specifications related to financial management include allowable
and non-allewable costs, federal procurement regulations, nonproflt status,
federal audit requirements including the Assesementy---Improvement——-and
Monitoning-System~-{tAIMS) Coordinated Review Effort {(CRE).

This Manual provides federal eligibility guideiines for free or
reduced price meal benefits, and federal regquirements for verification of meal
applications. Information regarding Civil Rights requiremesnts are inciluded.
Policies are detailed which apply to emergency feeding, competitive food
sales, catered meals for senior citizens, food service for handicapped
children and requlatory provisions for parent and student involvement.

Recommendations for personnel training are described and
brograms available from the Department of Education are outlined.
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COORDINATED REVIEW EFFORT (CRE)
COMPLIANCE

CRITICAL

To_be in compliance with CRE's critical review areas. Scheool Food
Authorities (SFA's) must do the following:

n Have each child's eligibility Ffor free or reduced price meals
correctly approved.

] Have a svstem 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.

3 Record, consolidate and repert lunch counts on  the claim for

reimbursament correctly.

GENERAL

To _be in compliance with CRE's general review areas, SFA‘'s must do the
Eollowing: ’

= Foilow .the procedures identified in the free and reduced price
policy statement.

u Verify the correct number of freae/reduced price meal applications
by December 15; make applicable status changes:; submit SFA summary
report to the state agency by JSanuary 10.

Serve lunches that provide the required amcunts of Food.

= Make sure that no child is denied benefits or discriminated
adainst because of race, color, naticnal origin, age, sesx or
handicap.

[ Make sure on-site reviews of sach school's meal counting system
are conducted by Pebruary 1.

= Check each school's meal counts before submitting the claim for
reimbursement to the State Agency.

]

~Submit reports and keep records as required.

0483q ) H- 13




ASSEESMENT y—IMPROVEMENT—ANB-MONTITORING ~SESTEM—-LATHE >
SEGOND~BEVIEW

Sehool-Food-Authopitieg—{SFAsi—Eound-to-—oxcacd-saeond-raview
threshold-fem-Pamformanan—-Shandards—2y-3-ond-4~-must-heva~seeond
roviaws——Ihe-Lirgb-and—-geaond-reviaws—-ara-te~bo~sondustad-within
she-—-same—sehasi-yeary—if-pessibla——Howavars—gacond-roviews—shatl
be-eomplatod-no~lator-than-Decamber-31l-af-tha-year-£foliowing-the
year-of-tae-Eirst-roviaws

The-Wes&-—Virginia~Departiment—of-Bdusakion-{WYDBE)}—augt--assoss—and
roeover—£funds—on-newiy-disaovepad-er-continning-performanae
standard-doficioneias-whether-shey-oxaenod—a-second-raview
theasheld-oPr-not+—-Gorreabive—setion-plans—nusk-be-amonded—or
extendod-if-any-perfomanee—standard-second-reviow-threshold~is
exacoded-on-seaond-rFaviewsr

The-WW¥DE-will-conduet-£foaliow-up-roviews~to—ansure—compliance-wish
soaoRd-review-theeshetd-deficienaies
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SCHOOL FOOD AUTHORITY (SFA) FISCAL ACTION APPEAL

School Food Authorities (SFAs) may appeal the denial of all or a part

of a Claim for Reimbursement or withholding pavment resulting from a

State agency-conducted review under the auspices of the Coordinated
Review Efforr (CRE}.

0483q H- 12




ATIME-EXIT-CONEERENGE

Epllowing—an-AIMS-roviaws-W¥DE-Pepuesantabives-wiltl-eonduet—an
exit-oonferonce-with-offiaiais~of-tha-SFA-to+

m diseuss-—-defioioneies-obseryeds

m deserpibo-the-oxktent-of-the-dofisianeiosy—and

a ouilinp—coerpative-—aation~noeded-{Ehis-must—inaluday—ig
neee58AEFy—dRandiAg-the—aleinms~foe—reimbursomant-£ae—-the
period-meviowad-

whoefi-a-seeond-review-throsheld-is-oxeceededy—a-disengaion—-af-a
fammai-coenective-getion-pian-takes-placer——afkor—caah-AIME
raviewy—Ltho-W¥DE-must—submib-wribion~-nokifiaation~to-5he-3Fa
superinkendent-informing-this-person-of-the—£indings-and-af
agmpegtive-asetion-necdeds—if—an¥r-—The-WYDE-is-La-provide~SFAs-a
aloar-understgrding-of-ali-ponformance—-s¢éandards—and-5he-SFA-mush
deeument-ali-aovrective—astion,

Formal-apEreetivyo—agebion-otans-nust—ingludes

m esorPreekbive-aation-needed-{amendmant-of-aiaima—£for
seimbursenenb-£for~sho-seview~poniadi+

m Sime-f£ramo-for-completiont—and

m sigratyro-of-SRA-raprasensabiver

Tha-wW¥DE-aussE+

m ascisi~bhe-SFA-in-sho~-developmoent—ef~sha-aovmesbive—aakion
piani-and
® sapprove-and-sign-the-plan-within-40-days—o9f-she—noncomplisnea~r

Wheh-it-ig-noeessany-for-the-WVDE~Lg-asge58—and-recaver—nanay-£feom

overalaims—-on-maals-milk-soevedr-adiuctmenks—are-usualiy-mada—-by
the-W¥DE-finanee—-offiae~r
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NON-COMPLIANCE REQUIREMENTS

CORRECTIVE ACTION

Corrective action is taken for anv non-compiiance noted in Coordinated
Review Bffort's (CRE's) critical or general areas.

FISCAL ACTION

Fiscal action is taken Ffor anv non-compliance which exceeds the
threshold. _However, fiscal action amounting to less than $600.00 may
be waived.

FOLLOW-UP REVIEWS

Follow—up reviews are conducted when the threshold has baeen exceeded
for CRE performance standards 1 and/or 2.

0483q , B , H - 11




SEGOND-REVIEW-THRESHOLD

Gorragtive-dotion-Blans-witi-be~eompietad-by—all-Seheol-Foed
Aushorisiag—whiah-ase~-found—-on-£ipst-raviews—to~oxaead-sheir
sasond-gariow~theescheld~

Tha-second-roviaw-throeshold-is—exseedad-whan+

1-

2=

3-

For=-B:8+-24{~tf-one~-sohool-raviowed~ia—an-5EA-ataimed
meimnbursement-fop-more-Eroe—op-meore—saduaed-priead
mealgo-gespeebivalyr~than-stha-nunbep-sf-ahildren
asgEectly-approved-£oe-sueh-meals-£for-the-zeview-period
Limes—-the-days—sf~opesebign~cinge—sthe-atbendance—-£faekor
uged-by-the~-SFA~

Bop—Ba8r=34~if-ogRe-school-peviewed—-in—an-5FA-does—not-have
an-adeguata~s¥stem-for-counting—-and-or-ataining
free-reduced-paid-meats~-for-eveimbursement+—~op-Ehe-3F4
does-net-yge-valid-peeecdures-£for-consolidating—alaing

Bog-RrS+—i44-10-pareent-9n-nora—-pi-tha-tatat-neals-sbsesvead
ifn-a-sahoal-foed-authosiby-ata-aiasing-onc—on-nesa
cOmpORORESY
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04839

STATE AGENCY ADDENDUM

GENERAL AREAS - School

Peint of Servica Meal Counts

Monitoring
Internal Control
Cash Management
Memal Quaiity

School Environment
Food Service Management Company

GENERAI AREAS -~ School Food Authority

System for consolidating the claim for reimbursement

Financial Management

R~ 10




Pawformanao—Skandards

3 The-systom-for—-aounting—
and-olaiming-meat-
teotals-for-paidy—£frae-and
sradugod-neale—sltaimad-£for-
waimburgemant-at-bokh-the
Sehooi-Fogd~Authopiby-{SRA}
and-gehoei-—tg-acaeuraiay

Revigw-REgeass

Roviowers-wWili-obsesve-and-analyse—the
sehoalls-aounting-and-roaording—syssems-

Raviaeware—osheak-awonitoring-roepozia-by
the-SEA~

Haviawowg-ahack-to-gaa-if-tha-s¥skom
tpoinb-9f-sorvica—and-paymoni-opkions>
pRoOvonts—ovesb-tdaniificasion~

Theo-sehoolls—s¥shou-for-aailachingy
aountingy-~voceipsing—-end-dopogiking
of-monay—is-—goviowadr

Thae-saheoils-alaim-for-paimbussement
tg-reviewed-for-coecuraayr

The-SFals-system—-Sor-aonsolidating
the-alsim-for-zoimbursemant-is-roviowed
£on-geouraey-

Lo Maals—-alaimed-for-reimbursenans

within-the-SPA~contain-£foed

sompeRents-fand-guansisiosi—as

regquired-by¥-segulations~

Sn-sito-obseEvation-of-meal-propasation-
meal-gervigey—a-review-—of-pass-~-mORUS~anC
poodusbion-cosordey—avaitability-of
Qhild-Nukrition—<GN+-Labois~£far
provadkaged—~prepared-oF-£veien—£00d
tkems-saemyvadr
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COORDINATED REVIEW EFFORT
(CRE}

The Coordinated Review Bffort (CRR) critical areas include performance
standards 1 and 2. The two performance standards are designed to
address the accountabiiity and nutritional inteqrity facing the ¢hild
Nutrition Programs as identified by existing management and monitoring
togls available to United States Department of Aqriculture (USDA).

CRITICAL AREAS

Performance Standard 1

CEligibility Certificaticn
Benefit Tssuance

=
L}
m  Updating Eligibilitvy
n
=

Counting and Claiming .
Lunch counts combined and recorded correctly

[ Components available te ail students
2 All observed lvnches claimed Ffor reimburgsement contained  the
reguired mmber of food items.

The CRE reviews inciude other areas of Program operations that are
important for Program accountability.

GENERAL ARFEAS

Free and Reduced Price Processs
Meal Patterns

Civil Rights o _
Monitoring Responsibilitdes

Reperting and Recordkeeping

0483q E 7 -9




ATHE-BEVIEW

%he—§aue-9ee€esmaﬂee-ssandaed5-afe—éeeigﬂad-ha—aééeaas—%he—iaéeg
prabloms-of-gacountabiiity-and-nuteitional-intogrity-£aoing-the
ehild-auepition—progoang—as—idensified-by-axigking-managomank—and

montkoming—soois—-aveilable-so0-USDAr

Razformanse-Ssandarde

L Within-the-3FAs—-cach-studensls

application-£for-£froe—and-raduaead

priee-mealz-is~eopreatly-approvad
ge-donied-in-acoordance-with-the
appltieatign-pEovisiongs

m tetal-househseld-incemes

m aemes—of-ait-housohoid
Bembees:

m Seeial-seeurity-numbarp—of
the—aduli-housaheld-memben
who-signs—the-applieantion
or-ar-indication~Lhat
there-is-nonet+—and

® signature-of-gn-adutt-member
af-the-hougenoid~

Applications—from-£amilios-vaceiviag
fged-stamps~9p-aid-for~dependents
shitdpen—noeed-aniy-provide+

m childlis-namas

m AFDG-o¥-ES-—aumbeni-and

a parents—-signabupe-r

Reviow-Procass

Roviewers—sheak-Shat-anch-applioation
ig-qurrent-and-ecrRoat~LtWIBE-43-10=289

Master-Lisés—~are-gomparad-with-sunrant
spd-cgERact-apelieadigng—en-£filer——WVEE
43-10-38-5-L6——-30-2}-roviawadr

2

ZThe—-aumbeap—gf-frea-goduaod
price-meals-alaimned-£for-roim—
buggemant~b¥—cach~sahooi-is
agaal-so-£he-aumber-sf-maals~
whieh-aBo—-seoved-Lo—ehildren
whe-ape-coceeetly-appeoved-£or
£ppe—and-reduced-price~-meais~

Fhe-aumbop-of-comrpot—~£rea-and-reduead
apprieations-£for-tho-raviaow-month-is
mulsipited-dy-sho-ADA-faasor-whiah~is
mulbipiied-by-tha-aunbor—-of-operating
da¥s—and-ecompared-againss-the—nsunbar
of-rnaais—alaingdyr—~If-ntimper-alaimed
axeecds—number-alaimabiar-£fiscal-aation
ig-Lakenr




CRE
COORDINATED REVIEW EFFORT

The United States Department of Agriculture (USDA) has replaced AIMS
(assesgment, improvement and monitoring system with CRE (coordinated
review effort) for meonitoring the accountability of the Naticnal School
Lunch Program. Public lLaw 101-147, enacted November 10, 1989, reguired
changes in the review of the Wational School Lunmch Program. Pederal

requlations mandated a unified sccountabiiity system, called the
Coordinated Review Effort, or CRE, effactiye in the 1992-93 school vear.

€re 1s _a two part review process_which includes critical and general
areas. A standard review form is used to ensure that the gritical
areas are reviewed in the same wmanner for all schools. School Food
Authorities (SFAsS) are reviewed once every 4-vear cycle.

0483q 1-8




ATME-MONITOHING

TR=-1978y-tho-USbA-Ingpackon-Cencprat-oxpressed-sa-£the-USDA
Agsistant-Seecretary-for-Food-and-Consumer-5aoviassr~e—aonaarn-£hats
defiaieneies-fundamental-to-the-operakion-of-tha-FNS-grograms—had
boen-found-fo-eontinually-ocour-in-progrem-ontities—auditad-by-the
Qffiee~of-Audibt-~USPAr——Sovarai-defieianaiogs—that-had-baan
zepeatedly-aneoguniered-in-child-auteition-prograns-wanras

= overstated-mesi-countsy

m meals-aiaimed-for-free~vedueod-prico-roimbursomeons-noeb
3upported-by-approval-apprieationss—~and-on

® Zeals-not-meebiag-USDA-meal-patborn-sequiromants-

These-uneovreeted-defieteneies-hod-gonerased-large—dellas-los5es
to-she-USDA-aeceording-to-5he-Inspectov-General---Sonsequentiy—an
apPpropriation-was—-carnarked-"fov—aekivikies-ineluding-audibar~to
idensify-and-Lake—any-needed-corrcative-aation-eonearning
administrative-problems—ia-the-sehool-feeding-programs——~—-sueh-as
noR-ecemplianee—with-neal-stapdapds—om-aligibilisy—ariteria-and-£ha
submission-of-zeimbursement-claims—whiash-oxeced-aatusi-noal-aostgl,

The-UShA-proposed-an-Ac3065mORtr—InpEeverens~and-Honitaning-Systen
+AIMS S -to~boa—implemented-within-the-sbato-agonaieg—Lo-asaiss~Lhom
+a~idensifying-operational-and-managenont-problems-in-khe
sdministratien—of-child-nutrition-programs—snd-to-take-sonrreetive
aesion-when—-needod-

The-obieetives—-of-ATIME-aras

®  S9-apalyze-current-seheol-iunch-or¥egram-managemant-by
stake-egeneiess

m Lto-fogter-improvements-in-program-managament-by—skabaess

m %so-monitor-offeativeiy-the-use-~of-USDA~fundsi—and

a So-p¥otent-she-nu&ribignel-integrity-of-maals—gorveds

AIMS-rveguires-cach-stato-to-menitor-itis—ahild-nuirition-prognans
er—a-£feur-year-aeyeler-—States—are-vequired-so~identify-probloms—in
she-menegement~of-child-auteiktion-progroamg-oy-SFAs-and—se-inibiate
8ePEY8Siva-astioa-in-9Edas-4o-couply~with-four-porformanse
ghandardsw

AIME-Boguliations-havo-boen-amandod-and-woro-£inal-on—Marah-28y
1585+

04834 H -8




REPORTING DEADLINES

WVDE  43-10-30 (Monthly Claim for Reimbursement) — Monthly claims for
reimbursement are due the 10th of the month succeeding the monthly
pericd being claimed. Pavment of claims recsived after the cut-off
date will not be paid until the following month. Claims submitted
after the Ffedarally mdrndated 60-day cut-off cannot be processed unless
authorized by the United States Department of Agriculture.

WVDE_43-10-31 (Monthly Financial Report} - Financial data is to be
celiected and documented monthly on  the WVDE 43-i0-21 {Monthly
Financial Report). however, submission of this informaticn to the West
Virginia Department of Fducation is required quarterly on the following
dates. : )

October 15th
January 15th
april 15th
July 15th

WVDE 43-10-32 (Annual Repor:t} - The West Vircinia Department of
Education will collect vear-end information through the use of an
Annual Report Questicnnaire. The guesticnnaire will be mailed to each
county board of education durine the month of June. Data collected on
the questicnnaire and information reported on the Monthly Pinancial
Report will be used re generate an Annual Repor:t. The Annual Report
will be constructed at the state level and sent to each county school
becard for verification by the county's foed service director and
treasurer/schocl business official.

The correct and comblete Annual Report shall be on f£ile at the West
Virginia Devartment of Education prior to September 30th of the
following £iscal vear., Claims for reimbursement will not be processed
pending proper completion and acceptance of the oricr vear's Annual
Report. _ . - ) o

0482q § G -2




RELEASE OF INFORMATION

Information obtained from familias on the free/reduced lunch forms is
o _be used for determining student's eligibility for meal benefits.

This information may also be used to determine eligibility for Ffree
textbooks. workbocks and school supplies, and te  provide student

information to access Medicaid information. The ralease of this

information may only be authorized by the quardian in Sectien VII of
the application.

04Slg F - 18




VERIFICATICN PROCEDURES

To provide a uniform method for obtaining information for verification.
forms will be sent to the househoid. 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, Procf of Income [F - 30.137.

Procedures for developing a consistency check for verification
[F - 30.14] will provide a uniform methed for verifying information on
free/reduced meal applications.

Notations should be made on all applications reviewed indicating date
and f£indings.

Following the consistency check, 1f there is a difference between
documentation and application, the househcld must be informed of the
findings [F - 30.1%]. This must be accompanied by a new €free/reduced
price meal application. WwWhen the revised application has been approved
or denied the hcusehcld 48 shall_ be notified within 10 working

davs. I .

wWhen the verification procedure has been completed, a School Summary
Report [F — 30.16] shall be sent to the Schooli Food Authority (S#A) and
a copy £iled at the school.

The SFA shall compile all School Summary Sheets [F - 30.16] and send a
copy of Sponseor's  Summary Report [F - 30.17]1 to West Virginia
Department of Education (WVDE).
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REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing offlicial is responsible for ensuring that applicaticns
have been classified correctly by categery 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 shail be informed about program requirements and policy.
Since the SFA official who signed the policy statement agresment with
the sState agency ultimately is respensible 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 te the name and/or title of the designee, who would then be

permitted to sign the applications without thaving to use the
principal's signature stamp.

The reviewing official may request verification of information
submitted on any application under the following circumstances:

m a written, signed complaint;
m illegible, 1incomplete or questionable informaticn on  the
aprlication:; and/or

= the United States Department of Agriculture (USDA) reguired
verification sampling.

Indicaticn cof approval or denial shall be sent to parents or guardians
within ten working days after receipt of the completed application.

Reviewing cecfficials cannet sign the parent's/guardian’s name to an
application completed by the parents or guardians but must return the
application for the proper signature.

A £fair hearing procedure shall be established for parent's appeals
concerning  eligibility determination and for school official's
challenges. The Parent and/or guardian has ten (10) days to appeal the
decision of school officials. During an appeal or hearing, the student
shall continue to recsive free or reduced price meals. Standard
hearing procedures are cutlined in the Pclicy Statement [A - 30.2].

Other dJquestions pertaining teo CEree/raduced price mreal policies are
answered 1in the (Eligibility Guidance for School Meal Programs
(7 - 30.370) .
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FOREWORD

This policy manual is provided to scheool administraters. schocl focd
service -supervisors and others concerned with the advancement of child
mitrition programs in our West Virginia Schoels. By observing these
state and federal policies, schools throughout the state will be better
able to:

1. “Provide nutrition programs needed by the students;

2. - Up—grade and expand available services;

3. -Provide attractive, nutritionallf balanced meals to all

students; and

‘4. Help students develop sound food habits,

The following policies reflect the concerns of parents, interested

citizens and the West vVirginla Board ¢f Educaticn.

st

Henry Marockie
State Superintendent of Schools
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EXECUTIVE SUMMARY

Bducators and the public generally agree that nutritionally adequate
¢hild wWutrition Programs are essential to the total education system.
Programs are effective when they are well planned, organized and
acceuntable at all levels ~ national, state and leocal.

The WNational School Lunch Program — a forerunner te all the Child
Nutrition Programs — was enacted

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

The program was not designed as a welfare or income-transfer program,
but solely as a health education program. Although subsequent
legislation has provided incentlves to enccurage participation of
children from low income families (based upon the greater inclildence of
nutritional problems among these children)., Congress has continued to
recognize that nutritional need is not limited to specific income
groups.

In 1977, Congress rececgnized 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, acccuntability of all public programs is a vital issue. The
focus of greater fiscal accountability and automated data processing
should complement the basic purpose of the National School Lunch
Program - "to safeguard ‘the health oﬁ_the Nation s children." Progress

Gepends_ 0 upon continuous evaluation. direction and improvement to ensure
that each child s nutritional needs are met. Heaningful student,

parent and community involvement are’ essential as we continue te

1mprove program quality and participation. .
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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 naticnal! effort to combat depression in the early
1930's, _the Natlonal Youth Association and the Works Progress
Administration were established, both of which provided federal funds
for employment in school lunch programs. In 1935, Congress authorizea
a direct purchase and distribution pregram for surplus farm products to
needy fdmilies, charitable institutions and nen-profit school lunch
programs. When food demands of World War II eliminated farm surpluses,
an lnterim cash assistance program was initiated which proved to be a
forerunner to permanent legislaticon. In 1946, after wWorld War II draft
statistics indicated that one-third of all men rejected for military
service -were physically unfit due to nutritional deficiencies, the
National Schcol Lunch Act was e=nacted to provide funds to schools for
each lunch served students.

Acting wupon the testimony of the Surgeon General, who stated
emphatically that meney was being wasted in trying to educate children
with half-starved bodies, Congress defined the purpose of the Natiocnal
School Lunch act:

"It _is hereby declared tc be the intent of Congress, as a measure
of national security, to safeguard the health and well-being of
the nation’'s children and to encourage the domestic consumption of
nutritious agricultural commodities and other food, by assisting
the states, through grants—in-aid and other means, in providing an
adequate  supply of fcod and other facilities for the
establishment, malntenance, operation and expansion of nonprofit
scheol lunch programs...”

In 1954, the Special Milk Pregram was enacted to increase children’s
consumption of £luid milk. ©During the 1960's as a result of national
awareness of hunger 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,
Bducation_ and Welfare), the School Breakfast Program, Child Care Food
Program and the Summer Food Service Program were established on a pilot
basis. 1In 1966, the Child Nutrition Act was passed, which complemented
the program provided under the Scheool Lunch Act. In 1970, new
amendments to the Natlonal Schoel Lunch Act and the Child Nutrition Act
brought about substantial changes and program expansion.

During the 1970's a series of amendments provided: permanent
authorization of the School Breakfast and Child Care Food Programs;
changes 1n the meal pattern; “"offer versus serve" provisions For older
children; establishment of & national advisory «council; and a
three-year authorization of the nutrition educatioen and training
program,
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The Child <care Food Program was recently expanded to include the
eligibility of certain adults. The implementation of the provisions of
the Older americans Act (OAA) Amendments of 1987 and the Rural
Development Act of 1989 allows for the participation of adult day care
centers in the Child and Adult Care Food Program.

In developing plans feor the 1990's, the United States Department of
Agriculture has identified several priorities: (a) assess, improve and
strengthen point of service and accountablility systems; (b) operate
more efficiently: (c¢) integrate food service. and nutrition education:
(d) invelve students, parents, teachers and school administrators:
(e) reduce paperworX; (f) increase outreach in the breakfast program:

and (g) simplify eligibility deccumentatiocn. Although adeguate
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 cogperatlon at all admlnistratlve levels and upon trained
personnel.

In May of 1989 the Schocl Breakfast Program was expanded to include the
requirement of an additional food item and allowed schools to implement
an "offer vs serve" opticn for breakfast. This change resulted from
national — evaluations conducted by the Department of Agriculture
coemparing nutrient content of home and school breakfasts. B2Based on a
review of these evaluations, the home breakfast provided more iron and
vitamin A but less mllk related nutrients than the School Breakfast
Program.

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

PHILOSCPHY (West Virginia Department of Education)

The prirary responsibility of the food service program is to the
participant and the participant’'s nutritional! mneeds - the child in

scheol _(public and private)... the child in institutional
surroundings... the child in a special classrcom... the child in day
care (center and home)... the adult in day care. Each has equally

important fcod neaads.

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

All meal service in the dining area shall conform to the nutritional
standards prescribed and shall be priced and served as a unit. Any
other focd or beverage served at any time during the day should provide
protein vitaemins and minerals in a satisfactory balance with calories
in order to contribute to the nutritional quality of the meals served.
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Non-nutritious foods - namely, candy, soft drinks, chewing gum and
flavored ice bars - shall not be sold during the school day (i.e., that
period of time between the arrival of the first child at school and the
end of the last scheduled instructional period).

WEST VIRGINLA DEPARTMENT OF EDUCATION GOALS

Established goals for education call for. . .

. students to have equal educatlional opportunity;

L] students to graduate with the knowledge and skills needed to
succeed in a competitive, changing society;

° the best personnel to be recruited, retained and provided with
competitive salary and benefits;

L4 school personnel to improve theilr knowledge and skills to ensure
that each student succeeds;

® schools to become centers for life-long learning and community
service with partnerships that support teaching and learning;

L4 schoel facllities to be safe and to meet the educational needs of
students in an efficient and econcmical manner,; and

. improved economic development through a well-educated and

technically literate work force.

The statutory Goals Eor the Year 2000 are more specific than State

Board Goals in terms of outcomes desired. These goals would. . .

* have all children entering the first grade ready for school:

® provide all students with  access te  equal educational
oppertunities;

L have students performance on national measures equal or exceed the

national average, and have student performance in the lowest
quartile improve by fifty percent;

] have 90% of ninth graders graduate from high school:

L have high school graduates €fully prepared for college, other
post-secondary education or gainful employment:; further, have the
number of high school graduates entering post-secondary education
increase by 50%; and

L have all working-age adults functionally literate.

MISSTION

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

MAJOR FUNCTIONS

Major functions are categerized in the areas of administration,
technical assistance and training, monitoring and accountability, and
cutreach. Specifically, the child nutrition office works to achieve
the folldwing:

1. TEnsure the service of nutritious meals which appeal to
children,
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2. . Increase efficiency and accountabllity 1in £food service
operations.

3. assist students in achieving optimum performance and quality
of life.

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

5. Collakborate with other governmental and community agencies in
establishing goals and nutriticon services fer children.

6. Optimize the effectiveness of chlld nutrition personnel.

7. ~ Promcte and expand child nutrition programs.

UNLTED STATES DEPARTMENT OF AGRICULTURE (USDA) CHILD NUTRITION PROGRAMS

Seven separate Child Nutrition Pregrams are administered by the United
States Department of Agriculture, Division of Food and WNutrition

Service: —

1. _ MNatiocnal Schoel Lunch Program

2. School Breakfast Program

3. Chiid and adult Care Food Program
4, Summer Focd Service for Children
5. Special Milk Program

6. Nutrition Educatlion and Training
7. ~ Donated Foods Program

These programs are authorized by the National School Lunch aAct of 1946
and the Child Mutrition Act of 1966. Rll are administered by the West
virginia Department of Educatlen, except the Decnated Foods Program
which 1s under the West Virginia Department of Health and Human
Resources., A brief description of each program follows:

National Schoel Lunch Program - The National Scheol Lunch Program
assists in providing nutritious lIlunches to students in public and
non-profit private schoecls o©f high school grade and under and in
non-profit residential child care institutions.

School Breakfast Program - The School Breakfast Program was
established by the Child Nutrition Act of 1966 as a pllot project and
aimed only at schools with large numbers of needy children or students
whe traveled long distances to school. Teday, the program is available
to all public and private schoeols 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 children enrolled in: day care centers, Head
Start centers, outside-school-hours care centers and family 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 Children - 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 chlildren are eligible feor Efree or reduced
price schcool meals. In addition te these institutions, residential
camps may also sponscr the program and recelve reimbursement for meals
served to economically needy children.

Special Milk Program - The Speclal Milk Program makes it possible
for split sessicn kindergarten and/or other pre-primary children who do
not have access to other meal service and all children attending a
school without a fopd service program teo 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 Education and Training Program (NET) — The Nutrition
Education and Training Program provides funds to the states for the
dissemination of nutrition information to participants and Ffor
inservice training of food service perscnnel anéd teachers. The progran
is for aill participants in public and private schools and in
residential and non-reslidential care institutions.

Food Pistribution 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
legislation and donated to program cutlets through cooperating state
agencies.. The Department of Agriculture alsco has special purchasing
autherity to acquire food for certain feeding programs.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
FEDERAL LEVEL

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

L. Program Administration

a providing timely information to the Administration and to
Congress;

wm drafting, up-dating and publishing in the Federal Regis:ier
regqulations to implement the National School Lunch Act and the
Child Nutrition Act, as amended by Congress;

m soliciting public ccmment prior to issuing federal requlations
in thelr final form;

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

m negotiating an annual written contract with each state educa-
tional agency for administration of the School Lunch, Scheool
Breakfast, Special Milk, Child Care Focd Program, Summer Food
Service Program:

m developing and dissemineting policy statements, instructions,
time frames, guidelines and memoranda related to program
management;

m developing national policy concerning the provision of free and
reduced price meals or free milk, including income poverty
guidelines and prototype applications and administrative
guidance;

m 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

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

2. Finafcial Management

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

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

s develcplng, where necessary, corrective action plans in
cocperation with the state agency, including follow-up and
financial assessment where necessary;

m providing budgetary information to the Administration and to
congress;

w revising proposed budgets in terms of authorized and budgeted
expendltures;
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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:

a periodically up-dating reimbursement rates for various
prodgrams; and

m reviewing and approving state automated data processing systems.

Training

m preparing and distributing program aids:

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

m developing criteria to measure the nutritional quality of foods
and beverages to be served in schocls:

m cooperating with community groups, professional associations

and allled agencies to evaluate program effectiveness; and
negotiating contracts with appropriate agencles to conduct
surveys, evaluaticns, and special research projects,

Food Distribution

negotilating an annual agreement with each state for the
acceptance, allocaticn and delivery of government-donated foods:
developing specificaticns and issuing bids for the purchases of
foods to be distributed to c¢hild nutrition programs;

allecating and shipping government-~donated foods to each state:
monitoring the state's government-denated foods distribution
plan; and

approving Commodity Processing contracts and/or implementing
the Natlonal Inventory System.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

The West Virginia Department of Education 1is responsible for the
following four areas:

1.
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Program Administration

preparing annual State Plans for Child Nutrition Program
Operations and & State Plan for the Nutriticon Education and
Training Program;

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

developing prototype Policy Statements [A - 30.2] for provision
of free and reduced price meals, free milk, free textboocks,
workbooks and instructicnal suppliles;

approving Pollcy 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 for the
succeeding fiscal year (State-July 1 through June 30;
Federal-October 1 through September 30);

scheduling, conducting, summarizing and evaluating public
nearings on the varicus c¢hild nutrition programs;

continuously reviewing and evaluating USDA regulations and
instructions as published in the Federal Register (proposed,
interitm and final regulations) or as issued by the USDA
Regional Office (guides, handbooks, instructions, memoranda and
reports);

notifying sponscring agencies of USDA regulations, instructions
and policy guidelines on a timely basis:

cooperating with parents, students, community groups,
professional assoclations, state and local agencies in outreach
activitles tc extend program benefits and to create a positive
image;

establishing, organizing and convening State Advisory Councils
and Advisory Committees to maintain lilaisen with participating
agencies; and

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

Financial Management

timely draw-down of federal funds to pay outstanding claims Ffor
reimbursement; .
timely and accurate processing and paying of monthly eclaims for
reimbursement;

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

annuaily reconciling 'reimbursement payments with program costs;
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monthly reconciliation of state and federal subsidiary accounts;
auditing of sponsoring agencies and selected sites on a annual
schedule in accordance with USDA Audit Guides; and

assessing sponsoring agencles for overclaims identified as part
of the audit reports, AIMS review or management evaluation.

3. Monitoring And Evaluation

04764

developing and monitoring the procedures to be used by schools
in verifying information reported in a sampling of applications

for free/reduced price meals;

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

menltoring of sponsoring agencies and selected particlipating
sites in accordance with regulations (AIMS, Title VI of the
Civil Rights Act of 1964, Title IX of the Education Amendments
of 1972, section 504 of the Rehabilitation Act of 1973 and the
State Standards for Educational Excellence): and

continuocusly evaluating program effectiveness.

Training And Technlcal Assistance

scheduling and completing on-slte visits teo provide technical
assistance and/or follow-up visits; providing ‘technical
assistance as a result of AIMS reviews;

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

assisting sponsoring agencles with local schoeol food service
training programs where necessary;

develeoping and implementing on-going training pregrams for
supervisory and administrative personnel (sponsor level);
reviewing and approving propesed plans and lavouts 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 sponsor is
responsible for the following four areas:

1.

0476q

Program Administration

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

distributing copies of BApplication for Free or Reduced Price
Meals and Free Textbcocoks, Workbooks and Instructional Materials
[F - 30.27;

implementing required hearing procedures [Policy Statement,
A - 30.21;:

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

monitoring schocl procedures in handling of applicaticons for
free and reduced price meals, collection procedures for meal
payment, point of service count and avcldance of overt
identification of needy children;

developing standard policies regarding employment practices,
grievance procedures, supervision and training of food service
personnel;

organizing, when needed for compliance with §82550.1%9, school
and county advisory councils;

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

notifying school administrators and school food service
persconnel concerning rules, regulatliens and policles governing
school food service programs;

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

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

Financial Management

verifying and «consolidating schools’ monthly reports of
particlpation and claims for reimbursement; promptly submitting
the sponscr's consclidated Claim for Reimbursement [G - 30.%7;
verifiving sponsor's monthly reimbursement payments and
allocating payments te the lndividual schools or programs;
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administrative Requirements, School Food Authority

consolidating schools' financial reports each month; preparing
an annual sponsor's report of accrued income and per meal
costs; submitting report to state agency; documenting repcrted

“income and expenditures and retaining documentation for three

years plus current operating year;

annually reviewing operating balances at the school level;
annually reccnciling reimbursement payments to direct costs
incurred at the school or speonsor level; assigning and
adijusting schocl reimbursement rates {in relation to allowable
per meal cCosts);

developing, implementing and maintaining an inventory control
system for food service equipment (retention for 12 years);
establishing and implementing purchasing procedures in
compliance with state and federal regulations;

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

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

obtalin attendance facter for each school.

3. Monitoring and Evaluation

maintaining a reqular schedule of on-site visits to participat-
ing schools; monitoring of all food service sites prior to
February 1 of each school vear and scheduling follow-up visits
to schools to ensure program compllance; accompanying state
and/or federal representatives on local school visits; and
continuously evaluating the effectiveness of the child
nutriticn program in reaching its goal to serve all children.

4. Training And Technlical Assistance

04a76q

reviewing and approving building and rencvation lay-outs, plans
and purchasing contracts; reviewing and approving major Efood
service equipment purchases;

planning and/eor approving school food service menus prior to
time of service; developing and implementing local pelicies
concerning the serving of nutritious foods at schools;

complylng with state and local standards concerning sales of
foods and beverages during the school day:

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

providing rescurce person(s) for school administrators,
teachers, professional groups and allied agencies;

assisting teachers and school administrators in developing an
on-going nutrition education program;

developing and/or disseminating training aids, instructional
materials, handbocks, manuals and other program aids; and
initiating an on-going, relevant professional growth program
for food service supervisory personnel.

A- 11




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
SCHOOL LEVEL

The local school administrator is responsible for the following five

areas

1.

0476q

Program Cperation

Eiling an &application for School Lunch, School Breakfast and
Special Milk Programs [A - 30.3] with the county boards of
education;

distributing, at the beginning of each school year Applications
for Free and Reduced Price Meals and Free Texthooks, Workbooks
and EBducational Materials [F - 30.2] to each student enrolled
in the scheool; .

reviewing and approving, in accordance with state and county
administrative guidance materials, each applicaticon for Ffree
and reduced price meals;

verifying information reported on a sampling of applications
for free and reduced price meals and verifying any incemplete,
illegible or questicnable infermation entered on the
applications;

appreving all eligible, complete applications and denying all
applications which 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 completed application has been returned
te 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 infcrmation entered on the
applicaticon is challenged, or appears to be inaccurate;
providing copies of student applications for free and reduced
price meal benefits when an eligible student transfers to
another school;

checking menus prieor to and during service to ensure that all
nutritional requirements are met;

providing assistance to school food service personnel in
planning menus which provide for choices within the required
meal components to all students: and

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

Records and Reports

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 dally reporting form:

maintaining all receords pertaining to child nautrition programs
{including applications for free and reduced price meals,
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participation records, invoices, bills, financial reports,
aquipment inventories and production records} for three years
plus the current schoel Year;

submitting complete and accurate reports of daily
participation; and

submlitting a monthly report of food service revenue and
expenditures to the county office.

Financial Management

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

m establishing a system for payment and reperting of all food
service invoices in compliance with ccunty and state
requirements for financial management;

m obtaining prior appreval for all major purchases £frem the

~ sponsoring agency:

n establishing standard procedures for maintaining inventories of
purchased and government-donated foods, supplies and equipment;
and

a documenting reported expenditures.

Training

encouraging school focd service and clerical personnel to
participate in the county's in-service training program:;
remaining informed concerning federal, state and county
regulations and policies concerning the various child nutritien
programs; and

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

Public Relations

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

organizing student advisory «counclils to assist in menu
planning, publicity and observance of special days in the
lunchroem:; 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

NATIOWAL SCHOOL LUNCH ACT

CHILD NUTRITION ACT OF 1966
SPONSOR'S AGREEMENT FOR THE SCHOOL LUNCH,
SCHOOL BREAKFAST AND SPECIAL MILK PROGRAM

1. NAME OF SPONSORING AGENCY:

2. ADDRESS OF SPbNSORING AGENCY: ‘ 3. EFFECTIVE DATE:

hkkkkhkkhkhdhhkhhhkhkhkkhhkdrhbdkhdbdkdhhd bk hkhhdk bk hkhkhhhhkhhkhkhhrkhrhdbrhr kit

In order to effectuate the purposes of the National School Lunch Act, as amended
{42 U.S5.C. 1751) and the Child Nutrition act, as amended (42 U.S.C. 1771). the
West Virginia _Department of Education, hereinafter referred to as the
"Department", and the Sponsoring Agency (Item ! above), hereinafter referred to
as the "Sponscr”, agree as follows:

The DEPARTMENT agrees to make funds available to the Sponsor for the programs
operated by it, as designated below, in accordance with the varicus State and
Federal Regulations applicable to such pregrams: WNational Scheol Lunch and
Breakfast Program Regulations (7 CFR Parts 210, 220, 301% and 245):; and/or
special Milk Program Regqulations (7 CFR Part 215) and Nutrition Bducation and
Training Regulations (7 CFR Part 227), and any applicable amendments thereto, as
well as any State Laws, Regulations, or sStandards.

The SPONSOR agrees to accept federal funds for expenditure in accordance with
the applicable Regqulations and any amendments thereto, and to comply with all
the provisions of such regulations and amendments thereto. In the event of a
proposed amendment of any applicable regulation, 1f the Sponsor gives to the
Department, prior to the effective date of the amendment, written notice of its
determination to discentinue operation of any preogram conducted thereunder, this
Agreement shall be terminated as to such program as of the effective date of the

amendment.

The SPONSOR agrees that it will be responsible for the operation of the
following Child Nutrition Preograms: (Place an "X" in the applicable space to
designate the program(s).

National School Lunch Program
School Breakfast Program
Special Milk Program

(In "No Program" schoecls or

split session Kindergartens only)
Commodity Schools

A - 30.1
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This agreement shall be effective commencing on the date specified (Ttem 3
above} and ending one year thereafter, unless terminated earlier as provided
herein. The Department may renew this Agreement each year thereafter, by notice
in writing given te the Sponsor as soon as practicable after Funds have been
appropriated for carrying out any of the purposes of the National Scheoel Lunch
Act and of the child XNutrition Act during each such vyear. 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 Sponsor to the extent of funds available
fer school 1lunches, school breakfasts or special milk served to ellgible
children in connection with the Child Nutrition Programs indicated above.
Reimbursement shall be made only in connection with meals served to children
which meet the nutritional standards set forth in this agreement. Reimburse-
ment rates as established by the United States Department of RAgriculture shall
be used to reimburse the Sponsor on behalf of the schocl or instituticn. For
all sponsors, general cash-for-food assistance funds shall be used to assist the
schools or institutions in obtaining Ffood (the assigned reimbursement rate
muiltiplied by the total number ofF school lunches 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 year, a Policy Statement for the Provisicn of FPree and Reduced Price
Meals or Free Milk which covers all food services provided under the Naticnal
8chool Lunch Act and the Cchilé Nutrition Act for all schools or institutions
participating in the c¢hild nutrition programs. An approved copy of the Policy
Statement will be provided to all participating schools or instiutions by the
Spensor. Any school or institution participating in the programs indicated
above may, through the Sponscr, be reimbursed for school lunches and school
breakfasts served free or at a reduced price to children meeting the Sponscr’'s
approved eligibility standards, provided that a current, correctly approved
Application for Free or Reduced Price Meals is 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. wNeither the child ner
any member of 1lts family may be required to work Eor a meal. Each participating
school or institution shall comply in all respects to the Sponsor's approved
Policy Statement. When the scheool or institution participates in the chilg
Nutrition Programs listed above, meals may not be denied any child for
disciplinary purposes and, if consumed in another school location, must be the
same meal coffered to other children. 1If no meal service is available at a given
school or institution, the Sponsor may apply for the Special Milk Program Eor
that particular school or institution. An approved Pollicy Statement must be on
Eile. For schools or sites with split-session kindergarten programs, the
sponsor may apply for the Special Milk Program for those particular kindergarten
children oniy.

The SPONSCR and the participating schools or institutions under its jurisdiction
shall comply with all provisions of cChapter 7, code of Federal Requlations,

Parts 210, 215, 220 and 245.

The DEPARTMENT and the SPONSOR hereby agree to comply with Title VI of the Civil
Rights Act of 1964 (42 U.S.C. 2000d et. saq.), Title IX of the Education
Amendments of 1972 (20 U.S.C. 168l et. seq.), Section 504 of the Rehabilitation
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act of 1973 (29 u.s.C. 794), the Age Discrimination RAct of 1975 (42 U.s.C. 6101
et. seq.), all provisions required by the implementing Regqulations of the
Department of Agriculture, Department of Justice Enforcement Guidelines (28 CFR
50.3 and 42) and FNS (USDA) directives and quidelines. Compliance will be
consistent with the objective that no person in the United States shall, on the
ground of race, color, national origin, age, sex or handicap be excluded From
participation in, be denied the benefits of, or be otherwise subject to
discrimination under any program or activity feor which the Sponsor receives
federal financial assistance under this contract. The Sponsor hereby gives
assurance rhat it will immediately take measures necessary to effectuate this
agreement. By accepting this assurance, the Sponsor agrees to complle data,
maintain recerds and submit reports, as required, to permit effective
enfercement of the nondiscrimination laws 2and permit authorized USDA/WYDE
personnel during normal working hours to review such records, books and accounts
as needed to ascertaln compliance with the nondiscrimination laws. 1If there are
any violations of this assurance, the United States Department of Agriculture or
the Department shall have the right to seek Judicial enforcement of this
assurance. Federal €financial assistance 1s extended under this agreement in
reliance on the representations made herein. This assurance is binding on the
program applicant and its successors, transferees and assignees as long as they
receive assistance or retain possession 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 <f the Sponsor.

The SPONSOR hereby agrees that it will comply with Section 304 of the
Rehabilitation act that 1is designed to assure that these who receive federal

financial assistance will not discriminate against handicapped persons. 1t
provides in relevant parts as follows: "No otherwise gqualified handicapped
individual in the United States. . . shall, solely by reason of his handicap, be

excluded Erom participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving federal financial
assistance."” — .

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

All information used by the sponsor to inform the public about the program shall
contain the following nondiscriminaticon statement: "Program benefits and
services are available to all children witheout regard to race, color, sex.
handicap, age or national origin. If you bhelieve you have been discriminated
against because of race, celeor, national origin, age, sex or handicap, write to
the Secretary of Agriculture, Washington D.C. 20250."

The collection and reporting cof data on the racial or ethnic identity of
children who apply for free and reduced price meals is required by Department of
Justice regulations.

A - 30.1a
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THE SCHOOL FOCD AUTHORITY AGREES THAT, for each schoel listed in the Policy
Statement, it will conduct the program{s) indicated in the Sponsor's Agreement
in accordance with the Department's regulations and will conform te the
following requirements in the conduct of each program {unless the requirement is
restricted to a particular program):

Meal Counts, Monitoring and Claims

The offlicial signing the menthly Claim for Reimbursement shall be responsible
for reviewing and analyzing meal counts to ensure accuracy as specified in
Section 210.8 governing claims for relmbursement.

The school food authority acknowledges that failure 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 Ffunds, theft, or fraudulent
activity., the penalitles specified in Section 210.25 shall apply.

The school food authority shall provide that free, reduced prlce, and paicd
reimbursable meals served to eliqible children are counted at the point of
service, or through another counting system 1f approved by the State agency.

Each school Eood autherity with more than one schoel shall perform no less than
one on-site review of each school under its jurisdiction prior to February 1 of
each scheool year (see 214.8 {a) (1). The person who will menitor and complete

the monitoring visits repert is

whose position (title) is .

Prior to the submlssion of a menthly Claim for Reimbursement, each school Eocd
authority shall compare each school's dally 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 Ffor such lunches. Such data shall, at a minimum,
include the number of children currently approved Eor 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 month
{see 210.8 (a) {(2).

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

whose position {title) is
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The SPONSOR agrees: to develop a system for collection of data; to mailnktain
this information on file for 3 vears; and to establish procedures to ensure that
the informaticn is made available only t& authorized state and federal personnel
during reviews or as part of OCMB approved surveys. Estimated data on the
racial/ethnic make-up of the applicant organization's preogram service area
{NSLP, SBP, SMP) and enrollment shall be maintained by the Sponsor.

The SPONSOR agrazes to make available upon request, information abeout program
requirements and procedures for filing compliant in the appropriate translation
to non-English speaking persens.

The SPONSOR, 1if it employs 15 or more persons, agrees to designate a ceoordinator
to carry out Section 504 activities.

The SPONSOR hereby . certifies that .any scheoel(s) - or institution(s) under 1its
jurisdicticn and participating in any cof the Child Nutritien Programs indicated
above 1s nonprofit, exempt Efrom Federal Income Tax under the Internal Revenus
Code, asz amended, and devoted to the care, tralning and education of children.
Any Sponsor, school or institution which operates its food service under a
contractural arrangement with a concessionnaire or a food management company
shall submit a copy of that contractual agreement to the Department annually for

approval prilor t¢ negqotiation.

The SPONSOR and its schools or institutions participating in any or all of the
Child Nutrition Programs indicated above 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 pericd of three years after the end of the fiscal year tc 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 Sponsor shall
limit its operating balance to 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 or to purchase new or
raeplace old equipment as approved by the Sponsor and the Department.

The SPONSOR and each of the participating schools or instituticons shall make
available to the Department or t¢ the United States Department of Agriculture or
to the State Tax Commission for examination and/or audit at any reascnable time
and place, all records pertaining to the operation of programs under this
agreement. The SPONSOR agress to make it possible for the Department to Eulfill
its agreement with the United States Department of Agriculture concerning its
responsibllities for program supervision, menagement control, audit, monitoring
compliance and on-site visitation.

The SPONSOR, for its participating schools or institutiens, agrees to submit to
the Department on forms provided by the Department claims for reimbursement in
accordance with instructions provided by the Department. Claims for reim-
bursement not filed within 60 days following the last day of the month covered
by the claim will not 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 service program in its
office or in any schools or institutions participating in the programs available
under the Wational School Lunch Act or the ¢hild Nutrition 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 Ffor storing.
preparing and serving food purchased for service under the Mational Schoel Lunch
Act or the Child Nutrition BAct and £for food 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 shali be
maintained by the participating schools and institutions, including an adeguate
and safe supply of water and sanitary disposal of all water and refuse. Such
Eacilities shall be provided that the children may eat their meal in an accepted
social manner. Adequate and empathetic supervision shall be provided in the
lunchroom. Food or beverages other than the scheeol lunch or school breakfast,
extra milk or other appreoved foods shall not be served in the dining area at the
time the meal is served. Meals may not be denied to any child for disciplinary
purpose, and must be the same meal served to other students.

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

Extra milk served under the 3Special Milk Program in schools with ne food
services and/or schools with split session kindergarten programs shall be Fluid
milk which meets state and leocal standards. Reimbursement under the Special
Milk Program shall be glaimed only for fluid milk which meets state and local
standards and 1is served 1in schools or institutions with no reimbursed food
service. Reimbursement may be claimed only for fluid milk purchased and served
te children.

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

The School Lunches claimed feor reimbursement must meet the requirements
prescribed by the Department and the United States Department of Agriculture and
must be served during a pericd or periocds designated as the lunch period. The
School Breakfasts claimed for reimbursement must meet the requirements
prescribed by the Department and the United States Department of Agriculture and
must be served during a period which is near the beginning of the school day.
The sSponsor and its participating schools and institutions shall endeavor to
foliow menu suggestions given by the Department and/or Sponseor and shall
inltiate varied types of menus, even though it may on occassion mean serving
foods with which some students are unfamiliar. Substitutions may be made in
food if the individual participating children are unable, because of medical or
other special needs to consume such Ffoods. Such substitutieons shall be
supported by a statement Erom a recognized medical autheority which includes
recomnended alternate foods.

The SPONSOR agrees that all schools and/or insttutions under its Jurisdication
will serve meals to handicapped children even when the child's handicap
restricts his/her diet. These special distary needs must be verified by a
statement from a medical doctor and must include prescribed alternate foods. 1If
an emergency should arise preventing a school or institution from temporarily
obtaining delivery of milk. the Department may approve the service of meals with
an available alternate milk or without milk during the emergency pericd.
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This agreement_may be terminated upon ten days written notice on the part of
either party hereto and the Department may terminate the agreement immediately
upon receipt of evidence that the terms and conditions of this agrzement or of
the regulations have not been complied with by the Sponsor. Any termination of
this agreement shall be in accord with applicable laws and regulations.

A SPONSOR which operates 1its food service program on contract with a Eood
service management company shall remain 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 availability of funds or in order to comply with the provisions of the
National Schooi Lunch Act or the ¢Child wNutrition Act. Notice ©f such
adjustments shall be given as far in advance as.is practicable,

SIGNATURES

STATE DEPARTMENT OF
EDUCATION

{State Agency)

BY:

(County) or (Sponsoring Agency) STATE SUPERINTENDENT QF
SCHOOLS

APPROVED:

{County Superintendent) or (Director) State Director of child Nutritien
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 Scheol Lunch Act and Child Nutrition Act

The

{County Board of Education or Nenpublic School or Child and Adult Care Sponsor)

has entered into agreement with West Virginia Department of Education to
participate in the National School Lunch Program and/or the School Breakfast
Program, the ¢Child and adult Care Food Program or the Special Milk Program,
and/or to receive commodities donated by the United States Department of
dgriculture 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 jurisdictien. .

The County Board of Education or the Nonpublic School or the Child and adult
Care Institution or Sponsor assures the West Virginia Department of Education
that the schocl 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 instituticons and/or
centers or homes under its jurisdiction which are participating in the Naticnal
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 schools and/or instltutions in its jurisdiction which are
participating only in the Special Milk Program or schools which serve milk only
to split session Kindergarten children.

In fulfilling its responsibilities the County Board of Education or the
Nonpublic School or Child and aAdult care Institution or Center or Home agrees:

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

B. To serve milk free to children from families whose income is at or

below that listed in Attachment A, Columns 1-3 (in schools/centers/
institutions/homes with no food service and in schools with split
gsession Kindergarten),

C. To provide these bhenefits to any participant whose family's total
household income before deductions falls within the criteria given in
Attachment A at the time the application is submited.

. 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 tokems or tickets or by any gther
means. Further assurance is given that participants eligible for free
or reduced price meals or free milk shall: (1) not be required to
work for their meals or milk,(2) not be required to use a separate
lunch or service area, (3) neot be required to go through a separate
serving line, {4) not be required to enter the lunchrocm/dining area
through a separate entrance, (5) not be required to eat meals or drink
milk at a different time and (6) have the same choices of meals and of
miik as the paying participant.

E. That in the operaticn 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 regulaticns a
prescribed number of applications and to maintain records as follows:
(1) a summary of the verification efforts; (2) the total number of
applications on file by October 3l; and {(3) the percentage or number
of applicaticns verified, Ccompliance with these requirements will 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 exceed 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 fair 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 their dispositions shall be retained for three years.

Prior to initiating the hearing procedure, the parent/guardian/adult
household member or local official may regquest a conference to provide
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 te a
fair hearing.

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

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

2. Aan opportunity to be assisted or represented by an attorney or
other person.
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3. BAn opportunity to examine, prior to and during the hearing, the
documents and records pressnted to support the decision under
appeal.

4. Reascnable promptness and convenience 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
arquments 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 witness.

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

8. That the decisicn of the hearing official be based upon the cral
and documentary evidence presented at the hearing and entered
into the hearing record.

9. That the parties concerned and any designated representative
therecf be notified in writing of the decision.

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

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

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

J. To make available, at the beginning of each school 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 institutions participating in the Schocl Lunch, Schocl
Breakfast, Child and Adult Care Food Program, Commodity Programs or
Special Milk Program a copy of Form WVDE 43-10-20, Application for
Free and Reduced Price Meals, or Form WVDE 43-10-20 Milk, Application
for Free Milk.

A-30.23
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Interested parents. guardians or adult  Thousehold members are
responsible for Eilling out the BApplication and returning the
completed Applicaticn to the county office, scheool or site. Such
applicaticons 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
pertain. ' R ;

Applications for Free and Reduced Price Meals or Applications for Pree
Milk may be filed at any time during the year. BAny parent, guardian
or adult househcld member who enrolls a participant for the first time
shall be supplied with @ copy of Form WVDE 43-10-20 regardless <f the
time of vear the participant is registered.

APPLICATION APPROVAL PRCCESS

1. Prior to the review and approval of applications for the 1991-92
school year, free and reduced price meals and free milk shall be
served to participants from households with approved applications
on file from last year. This includes: {a) those participants
who attendad the school/center last year; (b) new students in a
schocl with older siblings who were approvedéd free or reduced
price last vyear:; {c¢) previously approved participants whe
transfer from one school/center to another under the jurisdiction
of the same school foed authority or sponsoring organization.

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

HOUSEHOLDS ENROLLIMG CHILDREN

{a) For Food Stamp/AFDC Assistance units:
(1) Name of child;
(2) The child's food stamp or AFDC case number; and
(3) sSignature of an adul: household member.

(b) Other Households enrolling children:

{1) Name of child;

(2) Names of all household members;

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

{4) the amount of income received by each household member
identified by socurce {(wages, welfare, alimony/child
support); and

{5) signature of an adult household member.

HOUSEHCOLDS ENROLLING DAY CARE ADULTS
{c) For Pood Stamp/SSI/Medicaid participants:
(1) wName of participant(s);
(2) The participant's food stamp, SSI or Medicaid number;
and
{3) Signature of an adult household member,
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(d) Other Housenolds enrolling day care adults:

{1) Name of participant;

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

(3) Socilal security number of participant, participant's
dependent(s) and speouse 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
application.

Eligibility Determination:

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

{b} Households that do not claim food stamp/AFDPC/SSI or Medicaild
eligibility must provide  Thousehold size and income
information to enable comparison 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, as
applicable.

Household Notification:.

{a) All  Thouseholds must be promptly notified of their
eligibility status.

(b) Households denied |benefits must be given written
notification of the reason for denial and of appeal rights
and procedures. The household shall be advised that they
may reapply at any time during the school vyear 1f their
circunstances change. fThe reasons for denial shall be noted
and kept on flle together with the date the denial notice is
sent and the name of the denying official.

If ‘a participant transfers Erom one school, center., home or
institution to another under the Jjurisdiction of this County
Board of Education or Sponsor, his/her eligibility for free or
reduced price meals or, Iif so offered. €free milk will be
transferred tc and honored by the receiving schoel. center, home
or institution, provided that the receiving school, center or
institution participates in the School Lunch and/or Scheol
Breakfast Programs. the Child and Aadult care Feod Program or in
the Commodity Only Program or the Special Milk Program, The
school/center/institution from which the participant transferred
shall retain a copy of the participant's applicatien.

A - 30.2b
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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 is recognized that in certain cases foster children are also
eligible for these benefits. 1If a househcld has foster children
iiving with them and wishes to apply for such meals or milk for
rhese children, the househcld will be instructed to contact the
school, center, institutfion or home.

7. The designated hearing official for this County Board of
Education or this WNonpublic School or this Imstitution or this
Center or this Home 1is:

Name* _Tixle

Address

*(Note: This person must be someone not involved in the original eligibility
determinations. It 1is suggested that the designated hearing cfficial
hold a position at a higher administrative level than that of the
determining cfficial.)

L. To submit a public/press release containing both the free and reduced
price eligibility guidelines and all other information outlined in the
parent/guardian/adult household member letter to the local news media,
local wunemployment offices and major employers contemplating or
experiencing large layoffs.

. To establish a procedurs to collect money from 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
free and full price milk served. The procedure described in
Attachment B will be used. No other participant in the school,
center, home or institution will consciously 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 Education for approval

. any alterations or amendments to the policy, including eligibility
criteria, applications, public announcerents, or collections of
payments, prior to implementation. Such changes will be effective
only upon approval. All changes in eligibility criteria must be
publicly anncunced in the same manner used at the beginning of the
school vear.
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ATTACHHMENTS: The feollowing attachmentz are adopted with and considered a
part of this Policy Statement:
" Attachment A Income Eligibility Criteria for Free and
Reduced Price Meals and Pree Milk
Attachment B Point of Service Count and
Collection Procedure for Meal Payment
Attachment C Public Release
Attachment D Offer Verses Serve Policy Report
Attachment E Income Eligibility application and Parent/
Household Letters
Attachment F Notice to Households 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 BOARD OF EDUCATION OR THE BOARD OF

DIRECTORS ON

APPROVED BY:
County Superintendent of Schools or "- Director, Divisien of ¢Child
Administrator., Nenpublic School or Nutrition Programs
Child Care Institution, or west virginia Department of
Director, child and Adult Care Education

Food Program

Date Date

Copies of this Policy Statement, including Attachments A, B, C, and D will be

issved to each participating school or institution by .
Date

A-30.2¢
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ATTACHMENT A .

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1992-93

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

BELIGIBLE FOR FREE ELIGLBLE FOR REDUCED
MEALS OR FREE MILK PRICE MEALS

YEARLY MONTHLY WEEKLY YEARLY MONTHLY WEEKLY

& 8,853 $ 738 5171 $12,599 $1.050 $243
11,947 996 230 17,002 1,417 327
15,041 1,254 290 21,405 1,784 412
18,135 1.512 349 25,808 2,151 497
21,229 1,770 409 30,211 2,518 581
24,323 2,027 468 34,614 2,885 666
27,417 2,285 528 39,017 3,252 751
30,511 2,543 587 43,420 3,619 835

FOR EACH ADDITIONAL FAMILY MEMBER, ADD

2,094 258 60 4,403 367 85

WVDE 43-10-11 (County) Revised 4/92 8 0267q




ATTACHMENT B

POINT OF SERVICE COUNT AND
COLLECTION PROCEDURES FOR MEAL PAYMENTS

‘ PLEASE NOTE:

1. In collecting payments for meals and in distributing tickets, tokens or
bills, officials must ensure that there 1is no overt identification of
recipients of free or reduced meals: {a) at the time the meal payment is
made, (b) at the time the ticket or invoice 1is issued, 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 fully paid participant and non participant meals which
actually were served. Keeping these counts is a federal requlatery
requirement. The use of "slash marks” as a hand tally device does not meet
federal regulatory requirements.

Furthermore, the meal counts must be taken at the point of service where a
determination can accurately be made that a reimbursable meal has been
served to an eligible participant. PFor 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 school 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 he 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 schocl breakfast programs, and/or child and adult care food program
the following procedures will be used during the current scheool year:

METHOD 1 —

Before the beginning of class, participants dgo 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 classreocoms. At mealtime, the tickets are collected
from the participants as each participant receives his/her reimbursable meal.
The tickets are distributed and taken by the participants to the dining area
where these are collected after the meal is served. The coded daily tickets are
counted by category to arrive at an accurate daily point of service count. The
following schools/centers/institutions use Method 1:

A-30.2d
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ATTACHMENT B
{Cont.)

METHOD 2 -

Participants pay Ffor 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. B&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 individval familiar with the participants. At the end of
the meal service period names on the roster are counted by category (free,
reduced, paid) and an accurate count is recorded on the daily record of pregram
operation.The following schools/centers/ institutions use Method 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
I.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 paild participants and non participants) provides information
Eor the claim for reimbursement. Participants mey pay in advance, weekly or
monthly or be billed weekly or monthly. The following
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 recelve a
reimbursable meal, they report this number to a responsible perscn 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 is constructed Efrom the coded list. Households pay for the meals in
advance or are billed for meals consumed during a specific billing periecd. The
Eollowing 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 Beoard of Education (or the Institution,
Center, Home or ~Nonpublic School) today announced 1its 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, instituticns or homes which
participate in the WNational School Lunch or Breakfast Programs the Child and
Adult Care Food Program or in the gSpecilal Milk Program only.

The County Board of Education (or the Nonpublic School, Institution, Center or
Home) has adopted the following Ffamily size income criteria for use 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 MEAILS
School Year 1992-93

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

FAMILY ~ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
SIZE "MEALS OR FREE MILK PRICE MEALS

ONE -— $ 8,853 -—~————- -—$12,599
TWO ——— 11,947 ---- -- 17,002
THREE —_— 15,04]_ —_— 21 ;405
FOUR —— 18,135 ---- 25,808
FIVE —— - 21,229 -- — 30,211
SIX - 24,323 -—- ~ 34,614
SEVEN - 27,417 --——- 39,017
EIGHT ——— 30,511 -—-—-- 43,420

FOR EACH ADDITIONWAL
FAMILY MEMBER, ADD 3,094 4,403

Participants from households whose income is at or below the levels shown are
eligible for free and reduced price meals {(or for free milk),

Application forms are being sent to some homes with a letter to parents,
guardians or adult household members. All parents, gquardians 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
offices. 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 eligibility. Information
given on the application may be verified at any time during the school year by
school or program ofEicials.

A - 30.2e
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ATTACHMENT C
{Cont.)

So that the schoel or program offlicials can determine eligibility for free or
reduced price benefits., the household applying for a child must provide all of
the Following infeormation listed on the application: WNames of all housahold
members; soclal security number of elther the primary wage earner or the
householid member who signs the application or a statement that the household
member does not possess one; amount and source of income received by each
household member; and the signature of an adult household member certifying that
the information provided is correct. To determine eligibility for free or
reduced price benefits Efor adult participants, the household or adult
participant must provide the following information on the application: 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 statement that
the person does not 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. Households including the participant
applying, currently receiving food stamps. AFDC, S5I or Medicaid benefits for
participants may submit thelr Food Stamp. AFDC Program Case Wumber, SS5I or
Medicald number instead of income information. Households are required to
report lncreases in househcld income of over $50 per month or $600 per vear and
decreases in household size.

Fcod stamp, AFDC, SSI and Medicaid households only have te provide the
participant's name and current and correct food stamp, AFDC case number, S8I and
Medicaid mumber and an adult household member's signature. In certain cases,
foster children are also eliglble for these benefits, If a family has foster
children living with them and wishes to apply for free or reduced price meals
and milk feor them the school principal or program director should be contacted.

Under the provision of the fres and reduced price meal and free milk policy the
school principal or program director will review applications and determine
eligibiliry. IE a parent., guardian, or adult household member is dissatisfied
with the decision, he/she may wish to discuss the decision with the principal or
director on an informal basis. If 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 . Telephone

Address

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

If during the schocol year a family member becomes unemployed or if family size
changes, the family should contact the schoeol, 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, naticnal origin, age, sex or handicap. 1If any
member of a household believes he/she has been discriminated against, he/she
should write to the Secretary of Agriculture, wWashington D.C. 20250.

Each school, child and adult care center, institution or home and the office of

the county beard 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 ocutlets, unemployment offices and major employers
contemplating or experiencing layoffs.

on - {Date).

These groups must be advised of program availability, new programs or changes in
existing programs.

A-30.2f
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ATTACEMENT D

OFFER VERSUS SERVE POLICY REPORT

The adheres to c¢hild nutritien .
{Mane of Sponsoring Agency)

program regulations concerning the provisions for "Offer versus Serve" as

indicated below.

7CFR, Part 210.10 {e) Offer versus Serve. Each school shall offer its students all five
required food items as set forth in . . . [the school lunch pattern]. Senior high students 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 a 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 food

‘{tems, but have the option td také three of the five food items.

2. Junior high and middle school students are offered five
complete food items daily and have the option to take:
a. three of the five food items.

- b. four of the five food items.

3. Elemen:tary school students are offered five complete food items

daily and have the option to take:
a. three of the £ive food items.
b. four of the five food items.

7CFR, 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 students 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 offer versus serve optlon at breakfast:

The following schools do not allow offer versus serve at breakfast:
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f'hu lesilr, Hest Yirgimia 25300 ATTACHMENT
Application for Frea or Neduced Meals, ard Free
mx?boﬂks. Horkbooks, and Educational Supplies

— = = T=m
PART | - ENROLLED CHILDFEN H TREORATION = 10 BE_COMPLEIED BY ALL APPLICANIS
CHILD'S H S ——~TTHIOL, CENTER or CAMP CRADE  HOMERCOM

PARTS [1, [11 AND IV: COMPLETE THE PART THAT APPLIES 10 YOUR FAMILY |
AR LRI AR LRV AR Y — IR A R L LA C AR 1A I AR R - 1SS IR RAI T A EE NS EIRNICT I A SRR S % B Ty fa T e nr—

TR SOEROAETTE TR

PART 11 - FOOD STA‘PS/A.F[!: HOUSEHOLDS NOW RECEIVING BENEFITS - if you receive food siamps/AFDC, complete this
part and sign the application,
Yes, | receive Food Stamps for the children listed in Part I, My case nurber is!
Yes, | receive AFDC for the children listed in Part 1.
;.:;!T IIT - FOSTER.EHI'L‘B‘— TF-you‘;;ve a foster Eﬁrld, crrroiefe fhrs part and sign ihe application.
Child's Mame _ Child’s Monthly income

PARI’ Y - ALL‘OTHER HOUSEHOLDS.  IF you“a;.nol receive Food Stamps or AFDC, complete 1his part and sign the
application, '

I. List ali househcid members living [n your household. Include parents, children, grandparents and all

peopla related or unrelated who live in your housencld. ;
2. List monthly income by category, List incoms (BEFORE TAXES) each person raeceived last month and ifs
source. Exampie: Wages, Socia! Security, Pension, Retirement, Welfare, Chiid Suppert, or Alimpny,

HAMES OF ALL OTHER AGE MONTHLY MONTHLY WELFARE, ALL

HOUSEHOLD MEMRERS EARM INGS PENS IONS, PAYMENIS  OTHER

{Ofdest 1o Youngest) FROM WCRK RETIREMEAT, CHILD  NCOME
{Before SUPPORT, SCCTAL RECEIVED
Deductions) SECURITY, AL [MONY

TOTAL NUMBER OF PERSONS IN HOUSEHOLD MOMTHLY INCOME (Bafore Deducticns) §

L m L R R A e R AT N AR E R R e A R A R AT AR T R S A A R A A R R g AR TN R M e M T W e R - Ty
PART V - RACE/ETHNIC IDENTITY: You are not required 1o answer this question:

WHITE non Hispanic BLACK non Hispanic HISPANIC

ASTAN or PACIFIC [SLANDER AMERICAN [NDIAN or ALASKAN NATIVE

NO CHILD WilLl BE DISCRI!IHATED FvGA!NST BECAUSE CF R.‘-CE SEX. CO’LCQ, MATIONAL ORIGIN, AGE OR HANDICAP,

mm“'“ﬂz!rmmlmml“vm

=mmzTETvaAT s FrEmnax

‘ PART ¥I - SIGHATURE - An aduit household member must sign 'th:s application before it can be approved.

PENALFIES FOR MISREPRESENTATION - | certify that the information provided is correct and that at! incame was
reported. | understand that this iaformation is being givan for the receipt of federzl funds 2nd that deliberate
misrepresentation of ihe rnfomflon may subject me 1o prosecutjon under applicable state and federal law.

IF you did not give 2 FOOD STAMP or AFDC case number, Federal Law {PL 97 35) requires you to 1{s! secial security
nurber of either ihe primary wage earner or the househo bd merber who signs_the application before your child may
receive free or reduced price meals. Yoy do not have 1o give social security numbers; but if vou refuse, uniess
you indicate you have ncne, your child cannot receive freae or reduced price maais. The sociai security numbers
may be used lo identify vou for verifying the infermation you report on this application. Verification mey
include audits, investigations, contacting ihe Stale employment security office, food stamp or welfars office,
and employers, and checking the written information provided by 1he househeld 1o confirm the information
received, If incorrect information is discovered, a3 luss of benefits or legal action mey occur.

SIGHATURE OF ADULT: Flease Print -
X __ 1 RaME: ..
Sociai Secyrity Number of Signer or Primary Wage Earner: ADDRESS:
_ o WY
DATE: — PHONE: ({Homa) {Work)
Tour _aoplicalion cannot be approved withous 3 Social Security Mumbar _.:

PART Y11 - OTHER BENEF!TS -~ You do not have to complete ithis part fo get free apd reduced prlce meals,

__Yes, schooi officials rray ive my name and address to the Medicaid office so 1hat they can send me

tnformﬂon abou'r tti icaid card for my child,
Cra & The Intormation provsded on lhis application to determine my children's

eil_q_b:l!u For free fax?baoks. workbooks, and ather schoo! supoiies.
THE NFORMATION ON TH'S FORM MAY BE USED CMLY TO ASSIST IN THE DETERMINATION OF ELIGIBIL!n’ FOR THE PROGRAMS T

IHgA;E fHD[;C;J.'?DE B':'THEFN!DFESRSTMR TTI'LH\EF H[\H{';{LALBEC F;ELIﬁFAh%ITF;G INFORMATION THAT Wil THAT | AW APPLYING FOR FREE
UCE c UNCE H ON PROGRAMS, | l !.S F F ICAID PROGR
YERIFY MY NAME AND ADDRESS, SCHODL OFFICIALS MAY VERIFY ALL THE !HFO‘R‘HA%Q‘CC Y HlSRm 3 M‘IE':)GC#E[)UP RIGHI';

10 CO\‘dF!DEHFIAUI’Y FOR FHESE PURPOSES OMLY,
| cortify that | am the parent/quardian of the child(ren) for whom application fs being made.

SIGHATURE (Parant/Guardian) X DATE
fAtitesssissriiesiicestiesaiiictiiciieioioas itececs tatisiicerieiictooiiiaiiiiisiiiezeiioes sriiceiiiviiiiciiis
FOR INSTITUTION USE OMLY: Approved for free lextbooks, Workbooks, School Supplies

Approved: Free Meais femporary Free Reduced Masls femporary Reduced

Application Danied: . Reason for Denial

Signatures/Stamp of Approving QOFficials Date
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DEAR PARENT OR GUARDIAN:

This letter is sent 1o you each year by your child’s schooi, canter or camp. [1 axplains how your family <an
appiy for free or reduced meals, free workbooks, free texibooks and school supplies.

PRICE OF REDUCED MEALS: Reduced Breakfast = 30 cants Raduced Lunch = 40 cants

took ai the chari.,  Find vyour household size. HOUSEHGLD 's:  All persons, including parents, children,
gramdparants and all pecpie related or unrelated who live in your hame. Find your tctai housshold incame. TOTAL
HOUSERLD (NCOME is: The income each household nomber receives bafors laxes. This includes wages, social
security, pension, retirement, weifare, child suppert, or alimony,

IHCOME GUIDEL{NES FOR REDUCED PRICE MEALS
July i, 1992 - June 303, 1995

HOUSEHOLD [OTAL HOUSEROLD INCOME BEFORE DEDUCTIONS:
Si7E: YEARLY WOMTHLY

OHE. . . . v . v v a $12,599. . ... .. L 30,050

™, . ... ... P N P o

THREE. . . . . . . .. 21,405, . . . .. . 1,784

FOUR . . . v v v v 0w 25,808, e e 2,181

FIVE . . v v o v v W o 0,200 .0, . 2,518

SI%e o v e s . O Seldl L. L . v . 2,889

SEWEN. . . . . . L .. Bel7. ... 3,252

EIGHT. . . . . . . .. 43,420, . . ., . .. . 3,69

For Each Additional

Household Member, ADD 4,403, . . .. woeoe o 8T

¥ your tetal incoms is jhe SAME or LESS, fill out the application and relurn i1 1o the school, center or camp.
You will be notified if the application is approved or deniad,

WHAT iS5 A COMPLETE APPLICATICN?

|. for a family receiving food stamps/AFDC, a canplate application includes: <child's name, case purber and
adult signature,

. for a family kesping a foster chiid, a camplets application includes: chiid's name, income and adult
signature,

%, For all other houssholds, a complete appilicaticn includes: child's name, household members, menthly incame,
social security numbar of 1he primary wage sarner o aduil signing the application or 1he word “HOMWE™ if you
do not have one, and aduit signature.

PRIVACY

The information that you send will be used io determine or prove your chiid's eligibitity for free or reduced
meals. This information may also be used for fres texibooks, workbooks and other school supplies. Your name and
addrass mey ba shared with ihe Department of Health and Human Resources to send you Madicaid information. |F you
want free books, and other school supplies or Medicaid jnformatlion, check the bianks in Part 7 on the form.

PROCE OF IWCOME

The information you provide may be checked by the school, camp, or center‘s staff ai any 1ime during 1he schooi
year. You may be asked o send information to prove your child is aeligible to receive free and reduced meals.

REPORTING CHANGES
fou must report to your chilid's schooi, center or camp:

1. Ay change in your incoma of $50 per month or 3600 per year;
2. Aay changes in your housanoid sire; and
3. wWhen you na {onger receive food stamps or AFDC for your child.

FAIR HEARING

{f you do not agres with Ihe docision on your child's application or the process used 1o prove incam
eiigibiiity, you may Yalk wiih school, center or camp officials. You have the right to a fair hearing which may
be arrangod wiih the county superintendent, or center or camp diracter.

REAPPL {CATION

You may apply for banefits any time during the schoal year, If you should have 3 decraazss in housshold Income,
an increasa in household size, or bacome unamploved, fil) out an application at thai time.

- HOND L SCRIMINATION

Children who recaive free or reduced price meals are freated the same as children wha pay for meals. Mo child
Will be discriminaled againsi. because of race, sex, coior, national origin, ags, of handicap in 1he operation of

tha chitd feedi programs.  If you belisve you have been discriminated against, write o the Secretary of
Ariculture, Haﬁg?ngton. B.C. 20250, Y - ¥ Lol Y

e . -




______ﬁ

Al TALAMENT r

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPRQVAL, CHANGE OR TERMINATION OF BENEFITS

{Name of Parent. Guardian or Adult Household Member)

{Address)

FROM:

{Name of School or Instituticn or Center)

Your Applicaticn for Pree Meals or Reduced Price Meals for (name(s;)

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

EFFECTIVE ON

¥Your 1992-93 application for free or reduced price meals has
been denied.

Your application has been approved for free meals, and (in
public schools) Eree 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., workbeooks., and
instructicnal supplies, pending a reguest for verification.

Your application has been temporarily approved for frae
meals, pending a request for verification.

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

applicant(s) is/are no leonger eligible feor Efree meals but
eligible for reducsd price meals.

Applicant(s) 1is/are eligible for free meals rather than
reduced price meals.

applicant{s) 1is/are no louger eligible Ffor either Efree or
reduced price meals.

REASON FOR DENIAL OR CHAMGE IN BENEFITS

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

. You may apply or reapply for free or reduced meal henefits at any time during the
school year. Applications are available at the scheol, institution or center.
A-30.2h
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Turing the year, 1if there is a change either in your household's total income or 3
your household size, you should notlfy your scheol, 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 meals. All
households with participants who are receiving free or reduced price meals must
notify the appropriate official of any changes 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
purpese of establishing your participant's eligibility for Eree or reduced price
benefits or Eor free textbooks, workbooks and instructicnal supplies. The request
for Food Stamp, AFDC Case Number, SSI or Medicaid number does not mean that your
benefits will De changed, The number will be used only for aligibility
determinations.

If your aApplication 1s denied or iE it 1is approved €for reduced price benefits
rather than Efree and if you disagree with the decision, you may discuss this with
your school principal or institution or center director, 1f, 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, vyour
school director, or the sponsor of the child care center, home or institution.

Program benefits and service are avallable to all participants, without regard ’
race., color., sex, handicap, age or national origin. 1If you believe you have beem

discriminated against because of race, celor, national origin, age, sex or

handicap, write to the Secretary of Agriculture, Washington., D.C. 202350.

WVDE 43-10-20 Revised 5/92 2 , 0268q




ATTACEMENT G

PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal requlations require that information contained on three/ocne
percent of all approved applicaticns for Ffree/reducad school lunches be
verified. These regulations cutline the information to be verified and
acceptable documentation (proef) which may be provided for verification
purposes. _

Through a random/focused selecticn process, an applicaticn approved for
(Eree/ reduced) meals Ffor {name)
on » 199__  (date) has been selected for verification.
Attached is informatlion outlining what must be provided by you so the
application can be verified. Please read this informaticn carefully and
submit the proper document(s) to me within ten cdays. Failure to provide this
information within the allotted ten day period will result in the less
of (free/reduced) meals for (name) .

If you require further information or need assistance, please call me
at . .

Sincerely,

Principal

Scheotl

Street and/or Post Office Box

Zip Ccde

A - 30.21




8CCIAL SECTURITY NUMBERS

IZ you de not show that you recsive foed sTamps or AFDC fgr veour
2ild, you mustT show papers that prove ycur income and you muss .
list the sccial securicy number of esach adult hcusencld Tenmper.
Write the word "none! 1f an adulilt housencld member does not have

a social security numeoer.*

0

Namas of adult househes mamba Social securitw number
. — e S S
2. e I
3. S A S S S S R
. — S
5. S A N S S S S A
8. — S S

* Frivacy Act Statament: The Naticnal Schcol Lunch ACt recuires
that, unless you shcew That you recaive foced st BS or AFDC feor
vour cialld, You Iust provide the scocial security number of sach .
adult hsusenold memcer or indicata that he hcusahcld member doas
net Rave 2 soclal security number. Provision of a sacial

security number 1f not zandatery, DUt Lf a sccial security number

is not provided for eacht adult housencld zember or an indicatizn
made that an adult 2ousehcld nember does not have a social

security number, tenefits will be tarminated. The social

Sacurilty number Zay be used to identify househcld nemrers in
verifying the correctiiess ¢f information statad sn the

applicaticn and continued aligibility for the program. These
verification effarts may be tRrsugh procram reviews, audiss, and
investigaticons and zay include <Ssntacting emplovers s detarminme
incsme, contaciing a food szamp or welfars 2ffizs =s detarmine
current cerzification for recaipt <f Sgod stamps or AFDC
Berefits, czntacting tha Stata employment security office =s
detarmine tila amcunt of Denefits recaived and checking the
decumentaticn rraducad »y housanold members =o prove the amcunt
¢f inccme recaived. These efforts may result in a loss or
Teduction of teneflits, administrative claims or legal actions iZ
incarrect infsrmation is reportad. This information mus® he
Erovided =g tle attantion' of each adult housafcld member
disclesing Rhis/her social security number.
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ATTACHMENT H

PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATION

Date

Dear _ :

we have reviewed the document{s) submitted as proof of income. The
proof checked below dces NOT agree with the informaticn on your application
for free or reducad priced meals.
FOOD STAMP ELIGIBILITY

wWrong family

Not current for last month

Qther

PAYCHECX STUB., PAY ENVELOPE. LETTER FROM EMPLOYER, SELF EMPLOYED PROOF OF
INCOME

Neot current for last month

Income reported higher than on application

Income reported lower than on application

Qther

BENEFIT NCTICE/LETTER OR CUPY OF CHECK FROM

Not current for last mcath
Income reported higher than on application
Income reported lower than con application

Other

{OVER)

A~ 30.2]




WRITTEN STATEMENT EXPLAINING NO HOUSRHCLD INCCOME
Statement shows hat thers is incomar

Statament does not fully explain household conditions

other

As a result of this differsnce, unless vyou can provide adequate proof of

eligibility within zsn (10) davs {by ) or =ubmit a new
apblication {(enclosed), benefits to your child will:

Change [rom raduced price neals to frese

This change will ogcur only 1f vyeu. contact the school by the daze
listed abcve to explain the diffsrence.

Change from Sree meals to reduce=d priced meals at § Eor lunch
and % for breakfast.
Be storpped.

This change will remain in effect until you provide the informaticon requirad.
If you have any other proof :to submit, please send 1t to the school and this
decision will De reccnsidered. PFailure to reply within ten (10} days will
result in the change noted above. .

You may reapply at any time during the school year If vour eligibility
circumstances changes.

If you no longer receive Food Stamps/AFDC Banaefits you may submit a new
Free/Reduced application with confirming income information.

If you do not agrees with this decision you may request a hearing by contacting
(hearing officer) at

{(county cffice).

If you request a hearing, your <hild will c¢ontinue to recsive free or reduced
price meals until the decision of the hearing official is made.

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

Sincerely,

School Principal

Q51lq 2




GUHIROL iy

WEST VIEGINIA DEPARTMENT OF EDUCATION
CHILD NUTRITION DIVISION
Charleston, West Virginia 25305

. APPLICATION AND AGREEMENT FOR THE SCHOOL LUNCH, SCHOCL BREAKFAST AND SPECIAL MILK PROGRAMS

NAME OF SCHOOL OR INSTITUTION

ADDRESS . S

COUNTY - . TYPE OF PROGCRAM: NEW RENEWAL

CURRENT ENROLLMENT __ AVERAGE DAILY ATTENDANCE __ PRCGRAM BEGINS

PROGRAM ENDS = . MNUMBER FOOD SERVICE WORKERS: FULL TIME __~ PART TIME _

DOES THE SCHOOL OFPERATE ITS MEAL SERVICE ON A FEE, CONCESSION OR CONTRACT ARRANGEMENT?

YES NO _ TIf "Yes", attach a copy of the current contract.

THE SCHOOL OR INSTITUTION LISTED ABOVE 15 APPLYING FOR APPROVAL TO ODERATE THE CHILD

NUTRITION PROGRAMS AS LISTED BELOW: .
SECTION A. SCHOOL LUNCH PROGRAM {check if appropriate)

Estimated number of lunches to be served daily: To Children 1 Teo Adults

Estimated number of lunches to be served daily te children: Free 7 Reduced Price

Lunch Prices: Children: Regular Price _ _ ; Reduced Price __ : Adult Price -
® _ |
SECTION B. SCHOOL BRERKFAST PROGRAM __ (check if appreopriate)
Estimated number of breakfasts to be served daily: To Children To Adults
Estimated number of breakfasts to be served daily to children: Free __ : Reduced Price
Breakfast Prices: Children: Regular Price ____ ; Reduced Price ___ ; Adult Price

SECTICN C. SPECIAL MILK PROGRAM (check if appropriate)

NOTE: Schools which applied for either the Scheool Lunch and/or the School Breakfast Program
in section A or Section B above, may for children in split-session kindergarten

enly complete Section C.
Net Delivered Price (after discount) paid to supplier per 1/2 pint nilk
Unflavored, low fat __ ; Fluid, whole ____ ; Flavored ____ : Other
Price to be charged children per 1/2 pint milk: Unflavored, low fat —__ : Flavored __

Fluid, whole 7 Other (specify type, e.g., buttermilk, milk shake, etc.)

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




MEMORANDUM OF UNDERSTANDING

To effectuate the purposas of the National Schoel Lunch Act and the Child Nutriteon Act an
federal/state requlations governing the Schooi Lunch Program, the School Breakfast Progra
and the Special Milk Program, the West Virginia Department of Education, the County Bozgm o

Bducation or other Sponsoring agency and the Scheol or Institution completing

i

application and Agreement do hereby agree:

1.

The West Virginia Department of Education <{(hereinafter referred to as "Department”
shall reimburse the Sponsoring Agency (hereinafter’ referred te as “"Sponsor”) to th
extent of funds available, For lunches and/or breakfasts and/or special wmilk served t
children in connection with the Naticnal School! iunch aAct and the Child Nutrition Ac
during the fiscal year during which the Department's Agreement with the Sponsor and th
Sponser's Agreement with the School or Institution (hereinafter referred to as "School”

is in effect.

Reimbursement shall be made to the Sponsor only in connection with meals which ar
served to eligible children. which meeb. the nutritional. requirements set Fforth i
Section 3 of this Memcocrandum of Understanding. The School may be reimbursed, to th
extent that Ffunds are available, by the Spensor for school lunches and/or schoo
breakfasts or Fer special milk served by the School under the Programs indicated o
Page 1 of this Agreement. Further, compliance by the School with federal regulation se
forth in CcChapter 7. Code of Federal Requlations, Parts 210, 220, 215 and 245, a
applicable to the specific child nutrition pregram, is prerequisite to participation i
the Scheool Lunch Program, the School BreakEast Program and the Speciel Milk Pregram.

Reimbursement rates are established by the Department, to the extent funds ar
available, within the maximum paymenis prescribed by the United States Department o
Agriculture, Such payments are determined by multiplying the appropriate rate by th
total number of school lunches, school breakfasts or cne-half pints of special 1
served to the appropriate categories of eligible chiidren (free, reduced price or 1
paid}.

@

in approving Applications Erom eligible schools or institutlons, 1in assignin
reimbursement rates and 1in approving for payment of monthly Claims for Reimbursement
the Department requires compllance with the Eollowing conditicns: _

a. The Sponsor has on file with the Department an apprcoved and current Sponsor'
Agreement for the School Lunch, School Breakfast and/or Special Milk Program;

B. The Sponsor has on file with the Department an approved and current Polic
Statement for the Provision of Free and Reduced Price School Meals and Free Milk;

C. A Sponsor (or School) which operates its food service program on contract with
food service management company remains responsible for assuring that the Program
are in compliance with the Sponsor's Agreement;

D. To the extent of funds available, and upen submissicn of an accurate Claim fo
Reimbursement the Department reimburses the Spensor oni behalf of the School fo
meals or milk served 1in accordance with the terms of this Hemorandum o
Understanding in any Eiscal year during which this Memorandum and the Sponsor'
agreement are in effect. TIE meals or milk are served by the Scheool during parts ¢
twe fiscal vyears, the Department's agreement te reimburse the Speonser i
conditional upon appropriation by Congress of funds in sufficient amounts for th
specific meal or milk service during such second fiscal vear.

E. No legal liability on the part of the Department for the payment of any money S!Ll
arise until such appropriations have been provided by the United States Departmen

of aAagriculture,

IR AT " ISE LY




A

¥. The Department will henor Claims for Reimbursement which are submitted by the
sponsor on forms proviced by the Department within 60 days following the last day
of the month covered by the Claim. Claims not Eiled within 60 days will not be
paid except when the United States Department of Agriculture determines that 1late

. submission of the Claim was justifiable.

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

food/milk service. -

H. The Sponseor -makes available for review or audit appropriate documentaticn
concerning program eligibility, licensure with the required State BAgencles and
documentation of tuition, fees and meal/milk charges to the Child,

2. In administering the various school nutrition programs; in assigning meal reimbursement
rates to schoels/sites; and in compiling and approving for payment monthly Claims for
Reimbursement, the Sponsor requires compliance with the following conditions:

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

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

C. .. The Sponsor and/or the School shall 1limit operating balances feor the scheol
mitrition programs to levels consistent with program needs. A1l excess funds shall
be utilized to: reduce the price of meals or milk to the child; improve the
quality of meals; and wupgrade equipment, as approved by the Sponsor and/or

. Department.

D. No food, other than the school meal or milk is served in the dining area at the
time of meal service. Meals or milk shall not be denied any child for disciplinary
purposes. HNo student shall be discriminated against by service of meals or milk
which are different from those cffered to other children,

E. Except for food service personnel., payments For all adult breakfasts, lunches and
milk are made., BAdult and student meal and milk prices are approved annually by the .

Department.

F. The School and Sponsor coperate the School Lunch, School Breakfast and Special Milk
Program in compliance with all policies set forth in the West Virginia bDepartment
of Education Policies of Operation Manual.

G. The School complies in all respects with the conditions set forth in the Sponsor's
current Policy Statement Ffor Provision of Freeé and Reduced Price Meals and Free
Miik. School lunches and/or schocl breakfasts or special milk are offered to all
children attending a participating schoel and are served without cost or at reduced
cost te all children with approved applications on file fer free or reduced price

benefits. -

H. The Sponsor and School maintain for a period of three years after the end of the
fiscal year to which these pertain, all records and reports related to program
operation, inciuding Applications and Agreements., Pollcy 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,
daily participation records, Claims for Reimbursement, Meal Production Records,

WVDE 43-10-01 06/91 3 A - 30.3a 02789




7.

Inventory Records, invoices, bills, receipts, purchase orders, bid requests, bic
award documentation, bank statements and ledger sheets,

I. all records related to program operation are made available to the Sponsor
Department, United States Department of Agricalture and to State Audiror‘m
review and/or audit at any reasonable place and time.

J. In the cperaticn of all child nutrition programs., the School agrees to comply witl
Title VI of the Civii Rights act of 1964, Title IX of the Educaticn Amendments of
1972, Secticn 504 of the Rehabilitation Act of 1973 and the Age Discrimination Act
of 1975. Compliance is censistent with the objective that ne person in the Unitec
States shall, con the ground of race, color, naticnal origin, age. gender ol
handicap, be excluded from participation in., be denied the benefits of or be
otherwise subject to discriminaticn.

In the operation of the school food service programs, the Scheol or Institution agree:
to follow the policies concerning food service as set forth in United States Department
of Agriculture Meal Pattern Guidelines and included as part of each sponsor's annual
Agreement:

Adequate Facilities shall be maintained Eor 'storing, preparing and serving food an:
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 al’
water and refuse.

The School shall furnish adequate facilities and equipment so that the children may ea!
their meals in an accepted soclal manner. Adequate and empathetic supervision shall be
provided in the dining area.

This Agreement may be terminated upon 10 days written notice on the part cf either £
hereto and the Department and/or Sponsor may terminate this agreement imediatelyir
receipt of evidence that the terms and conditions of this agreement or of the applicabl«
regulations and policies have not been fully complied with by the Schocl or Sponsor.
The Department may wmake adjustments in rates of reimbursement in accordance with the
availability of Eunds or in order to comply with the provisions of the National Schoo!
Lunch 2ct or the Child Nutrition Act. Notlce of such adjustments shall be given ir
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 program tc be terminate
unless the situation may be remedied at once.

I CERTIFY THAT THE ABCVE MEMORANDUM HAS BEEN READ AND AGREED TO.

SIGNATURES

PRINCIPAL OR ADMINISTRATOR DATE

COUNTY SUPERINTENDENT OR SPONSORING AGENCY COFFICIAL DATE

W

STATE SUPERINTENDENT OF SCHOOLS - DATE

43-10- 01 06791 4 0278¢




SECTION B
SCHOOL BREAKFAST

Background

Meal Requirements and Recocmmendations

Sugar Content of Breakfast Items
Offer Versus Serve

A La Carte

Dietary Exceptions

Reimbursable Breakfasts

Severe Néed Rates of Reimbursement
Producticn Records

Bus Schedule

Waiver

Termination Provision

Exhibits

Criteria for Determination of Eligibility for

Severe Need
Breakfast Prcduction Worksheet
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BACKGROUND

School breakfasts provide a good start toward meeting a student's daily
nutritional needs of fcod energy, protein, vitamins and minerals.

The value of this program is that it provides a breakfast te students
who do not eat breakfast at home. A student who has eaten breakfast is
more alert and less fatligqued, and is thought to have a better chance of
doing we&ll in school. Many educators feel there are fewer discipline
problems ameng scme students who start the day with a good breakfast.

The school breakfast is 2 meal which meets the federal and state
nutritional requirements and is™ served t¢ students at or near the
beginning of the scheool day. Schools may serve breakfast for an
extended. periocd of time or at different times during the morning
hours. -In seccndary 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 Unlted States Department of Agriculture to revise
the nutritional requirements and extend the "offer versus serve" option
to school breakfasts (P.L. 99-591). 7To facllitate the improvement, the
P.L. 100-43% mandated an additional three cents for each breakfast
served under the pregram beginning July., 1989.

An amendment to the Code of West WVirginia, effective July 10, 1981,
requires each county board of educaticon to establish and operate school
breakfast programs in accordance with WVDE standards:

Article 18-5-37 . ... ... . :
“Beginning the scheol year of 1981-82 and continuing
there~after, each county board of education shall establish
and c¢perate a schogl breakfast program under which a
nutriticus breakfast shall be made available to all pupils
enrolled in the scheeols of the county in accord with
standards of the state department <f education."”

04717q - B -1




SCHOOL BREAKFAST PROGRAM

MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA Breakfast requirements are designed to provide a simple
They also provide for

menu flexibility that can include student preferences or special food

framework for planning nutritious breakfasts.

needs at the local level.

FOOD COMPONENTS/ITEMS

AGES 1 AND 2 AGES 3, 4, & 5 GRADES X-12

MILK (Fluid) T
{As a beverage., on

cereal, or both) 1/2 cup 3/4 cup 1/2 pint
JUICE/FRUTT/VEGETABLE*
Frult and/or vegetable: or
Full-Strength: Fruit Juice

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

Select cne sefviﬁgffrom each of the following components/items or two
onent/item

BREAD/BR ALTERNATES**
One of the following or an
equivalent combination:

m Bread (wWhcle-grain or

enriched) 1/2 slice 1/2 slice L slice
m Biscuit, roll, muffin or

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

etc, (whole-grain or

enriched meal or Elour) 1/4 cup 1/3 cup 374 cup
m Cereal (whole-grain or or or or

enriched or fertified) 1/3 ounce 1/2 ounce 1l ocunce
MEAT/MEAT ALTERNATES o
One of the following ©or an

aquivalent combination:
= Lean medt, poultry, or Eish 1/2 ounce 1/2 ounce 1 cunce
m Cheese 1/2 ounce 1/2 cunce 1 ounce’
m Large Egg /2 1/2 1/2
m Peanut Butter or other

nut or seed butters 1 Tbsp 1 Tbsp 2 Thsp
m Cooked dry beans and peas 2 Thsp 2 Tbsp 4 Thsp
m Nuts and/or Seeds (as listed B :

in program guidance)*** 1/2 ounce 1/2 ounce 1 ounce

* Recommended daily: & citrus juice or fruit or a fruit or vegetable
that is a goed scurce of vitamin ¢ {See Menu Planning Guide for
School Food Service, Pa-1260).

** Por serving sizes of bread alternates, see Food Buying Guide for
child Nutrition Programs, PA-1331 (1984, Revised May 1%90). -

**%#No meore than one ounce of nuts and/or seeds may be served in any one

meal.

Schools are encouraged to offer larger portions of food items to meet

the needs ©f older students.
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SUGAR CONTENT OF BREAKFAST ITEMS

2ll such menu items shall contain less than 40 percent sugar {in
crystalline form or 1in seolution as syrup, both moneosaccharides 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, frosted
toaster_products and most presweetened cereals. Schools are encouraged
to prepare appropriate school-baked items.

It is the responsibility of the SFA or school to obtain sugar content
statements which indicate percentage of total sweetening agents in
questiornable food and beverage items.

0477q . T B-13




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.

"Offer —versus serve"” For breakfast requires that Eour food
componerits/items be offered (made available), but allows students to
choose &rily three.

The schcol Dbreakfast must contain, at a2 nminitmum, four food
components/items, Milk and Frult/Vegetable must <comprise two
components/ltems. The third and Eourth food component/item
requirements may be met by offering (a) twe servings of bread or
{b) two .servings of meat or (c) cne of each. The amounts of each
compenerits/items served must be consistent with the minimum guantities
specified in the Chart, School Breakfast Meal Pattern, on Page B - 2.

(a) ’ 1 serving 4 1 serving + 2 servings ‘
MILK FRUIT/VEGETARLE BREAD/BREAD BLTERNATE
OR
{b) | 1 serving + 1 serving + 2 servings '
MILK FRUIT/VEGETABLE MEAT/MEAT ALTERNATE
OR
{c) 1 serving + 1 serving : 1 serving 1 serving
MILK FRUIT/VEGETABLE BREAD/BREAD MEAT/MEAT
ALTERNATE ALTERNATE

Tce 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 tc decline a food item shall not affect
the charge for breakfast.

The school food authority has the option of implementing "offer versus
serve" Eor breakfast, elther on a schecl by school or county basis. 1In
schocols not implementing "offer versus serve", a student must take full
portions cf all four fcod items offered For breakfast,
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A LA CARTE

To encourage students to develop good food habits and to provide for
the nutriticonal 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, Wwith the approval of the SFa, schools are
authorized to sell, as separately priced menu items, the specific food
and beverage items listed helow:

full strength {(100%) frult or vegetable juice;

fresh fruit, such as apples or bananas;

miik;

bread items prepared from whole-graln or enriched flour, including
toast, biscuits, muffins. Bnglish muffins., gquick 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.*

*Ne more than one cunce 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.
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DIETARY EXCEPTIONS

Regulations require substitutions in the food compenents of the basic
meal requirements if individual students are unable te consume the
required focd because of medical or other special dletary needs. An
example ~would be a rnutritious substltute for milk In the case of a
student with lactoses intolerance. Such an exception must be supported
by a statement from a recognized medical authority and must include
recommended nutritious substitute foods. The statement must be
maintained on file in the school and avallable for audit.

Regulations allow for certaln other variations in the foeod components
of the basic meal reguirements on an experimental or continuing basis
in schoecls where there 1s specific evidence that such variations are
nutriticnally secund and are necessary &to meet ethnic, religious,
economic_or physical needs. However, these exceptlons must be dgranted
by the Food and Nutrition Service, USDA, wWashington, D.C.

any deviation from the required meal pattern other than those described
above must be approved in writing by the WVDE or WVDE Coordinator.

¥

m]
1

[2))
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REIMBURSABLE BREAKFASTS

In order for a breakfast to be considered a reimbursable meal, 1) the
four required Food ltems must be cffered to all students and 2) the
serving sizes offered must be consistent with the minimum quantities

identified on page B - 2.

Reimbursement for only one breakfast per day may be claimed for a
student who is: , _

m enrolled in the educational program of the School Foed

Authority {SFAa);

s in attendance at the time of meal service: and

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

Second breakfasts consumed by students must be converted to
nen-reimbursable lunches using the formula, one breakfast equals
three-fourths of a lunch. At the end of each month, multiply the total
nueber of second breakfasts served by .7% and record this figure in
column 11 on Form WVDE 43-10-308 [G - 30.17.

Returned uncpened milk, juice, or other foeds served to children may
not be served as a part cf another reimbursable meal.
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SEVERE NEED RATES OF REIMBURSEMENT

A& school wlll be eligible for severe need relmbursement rates for
school breakfast only if the school served 40 percent or more of 1ts
ilunches free or at a reduced price during the second preceding year.

Any eligible school must annually ccmplete ané submit an application
for sevére need breakfast classification IB - 30.131 for approval to the
Child Nutrition Division of the WVDE.

USDA regulations require that scheools receiving the severe need rate of

breakfast reimbursement must document SFAs costs to equal the total
breakfast reimbursement cr repayment must be made. )
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PRODUCTION RECORDS

Production records for breakfast are reguired in every child nutrition
program "in West Virginia. Booklets containing these record sheets
[B — 30.2] will be furnished by the WVDE and, after completion, will be
kept on file in the school child nutrition department for three vears.

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

menu;

serving size planned;

quantity/number of food/food items prepared;

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

dispesal of ileftovers;

number students not yet served when food supply ran out:
number of meals served by categeory (chlldren and adults);
date and day of the week: and

name of person completing report.

When production records are used to £full advantage in child nutrition
service -programs, feood production costs and food waste are Kept to a
minimum. Advantages of production records in specific school programs
are: — L o :

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

n when cholices 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 cheice. .
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BUS SCHEDULE

The scheeol and transportation schedules must provide time for schocl
breakfast prior to the start of the student's instructiocnal day.

A minimum of ten minutes eating time (after going through the serving
line) is to ba provided for the school breakfast,
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WAIVER

If, at the beginning of the scheool year. a particular school finds it
impossible to operate a school breakfast program the school shall
notify the SFA of its intention to request a walver from the state
superintendent of schools.

article 18-5-37 e e
A particular school, which because of compelling
circumstances 1is not able to provide a satisfactory school
breakfast program may apply to the state superintendent of
schools . for a walver. Upon  applicatien, the state
superintendent of schools shall give notice and the
opportunity to be heard teo the parents and the school and
shall review the speclfic reasons for the walver reguest and
if the state superintendent determines that a particular
school, because of compelling circumstances, 1is pnot able to
provide .a satisfactory school breakfast program., it may be
granted _a walver, not to exceed twe years except upon
reapplication.”

o e e e e

IF, 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.

Zach reguest 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 reguest shall set forth
the cilrcumstances leading to the walver request and shall be
accompanied by appropriate documentatlon, tcgether with a proposed date
and location for the reguired hearing.

Bach request for a waiver shall be reviewed by the WVDE. Public
announcement of the dates and places for the hearings shall be made by
the state syperintendent of schools., The required hearing shall be
conducted by local school officials. Rell call and minutes of the
proceedings shall be taken and a summary of the minutes shall be
transmitted to the WVDE.

The state superintendent of schoocls shall notify the county
superintendent of schools in writing concerning the approval or denial
of the waiver request. Notification shall be given within 15 werking
days after the receipt of the record of the public hearing. The
notification shall state whether the duration of the waiver approval is
for one of two years.

The state superintendent shall annually report to the West Virginia
Legislature on the first day of the regular session the schools exempt
For that school term under the waiver provision and shall state the
reasons for such exemptions.
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TERMINATION PROVISION

If at any time, all USDA appropriations to the WVDE for the school
breakfast program are terminated, SFAs are authorized but not required
to continue coperation ©f the school breakfast program.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

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

Name and Address of Sponsor: Name and Address of School or Institution:
New Breakfast Program _ Exlsting Breakfast Program
Breakfast Program will begin and end
1. Percent of Needy Lunches Served a. Data From School Year
A school may qualify if 40% or b. Number Lunches Served
more of the school lunches Free & Reduced Price
served to students in the secend
preceeding year were served free c. Total No. Lunches Served
or at reduced price.
d. Percent Needy Lunches %
AND
2. Unusual Costs Per Meal a. Estimated higher costs ‘
‘ based on previous year #/meal
Schools must document costs b. WNeed for additicnal
which exceed the normal breakfast labor or supervisien /day
program reimbursement despite c. Unique or additicnal
good management. delivery costs fday
(Identify cause). d. Need for new eguipment
or special supplies )
e. Need for special menus
or foods (Specify)
Signature - iz Date
Title U
approved = - Date

REVISED 1989
02729

B - 30.1




DAILY MEAL COS5T WORKSHZIET

(Use One Sheet Per Day)
COQUNTY _ e SCHOCL
DATE - NUMBER BREAKFASTS SERVED
{(Include Adults)
(1) (2) (3) (4) (s) |
) Unit Units Price Total Cost
(1% T
Majer Items Used {lks.., Used Fer of Items
#10 Unit Cel. 3 X
=1 ‘
£00D - etec.) Cel. 4 i
I}
|
|
| |
1
SUPPLIES: —
|
i
MILK: |
i J | .

Toral cost of feod, milk and supplies -used for breakfast

(Add column 5)

Employee's Name

Program Distributicn of Labor Cost

Breakfast Lunch

Total

Hours| Salary] Hours

Salarv

Hours |Salary

TOTALS

B - 30.1la



NUMBER LUNCHES SERVED
{Include adults)

1 (2) (3) (4) 5 .

. Unit Units Price Total Cost
Major Items Used {ibs., Used Per cf Items
#10 Unit {Col. 3 X
ete.) Cel. 4)

FOOD

]

OO SN (SN PR N N SO N S S

-

SUPPLIES
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Meal Production Records

—

Lunch only: Left-cvers:
Do you practice offer vs. serve? Yes___ No___ S-seconds W-waste  F-freezer R-refrigerater
Serv.| Leftovers Meat/Meat Amt. | Size
Day Date - Menus Size Amt. | Disp. Alternate Used | Cont.

Breakfast - Lunch

Flanneg
Age/Grp. Sarved
Groeup 3

Group 4

Group § e

Adults
Total

Day Date

Breakfa;tr ~ Lunch

Plarnad
Age/Grp. Served
Group 3

Group 4
Group S
Adults
Tote!

Day Data

Breakfast - Lunch

e Planned
Age/Grp. Sarved
Group 3

Group 4
Group 5
Adults
Totat
Day Date
Breakfast - Lunch
Plannad
Age/Grp. Served
Groupd
Group 4
Group &
Adults
Total
Day. Dute
Breakfast - Lunch
Piznned
AQe/Grp. Served
Group 3
Group 4

Geoup S _
Adubts
Totai

B - 3C.2




Completed by

indicale amount of fcogd used and container size,

Yegetable/Fruit

Amt.
Used

Size
Cont.

Bread/

Bread Alt.

Amt. | Size
Used | Cont.

Other Foods

Amt.
Used

Si‘ze
Cont.

Remarks

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Miik

With meals

Sold extra

Milk

With mealSaa—

Sold extra

8 - 30.2a
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PRODUCTION WORKSHEET Left-overs: Lunch only:
S-seconds  W-wasle  F-freezer  R-relrigerstor Do you practice offer vs serve?__.Yes __ No
Day Date Indicate number and size containers of food used. Completed by
Serv. | Left-over Amt. |Sizre Frults/ Amt. |Size Bread Amt | Remarks
Breakfast Menu Sire |Amt. foisp |  MeaUMA  |i004|cont] Vegetables |Usoalcont Used
Plannad
Age/Grp. Served mw
O
oy
1
Children Miflc o
Adulte Served
Total R 1 Sold Extra__ |
Lunch
Planned
Age/Grp. Served
Aduits Milk:
Total Served
Sold Extra_____|
Alternate Lunch
Supper - Snack
Pianned . i S
Age/Grp. Served
— i_:n
Adults Sarved




PRODUCTION WORKSHEET Left-overs: Lunch only:
S-seconds  W-waste F-freezer  R-refrgerator Do you practice offer ve sarw?..__Yes — No
Day Date Indicate numbser snd size containers of food used. Completed by
Serv.| Left-over AmL. [Size Fruits/ Amt. [Size Bread |AmL| Remarks
Breakfant Menu Sizo |Amt |Disp.|  MestMA 1,0 51con|  Vegetables |Usedlcont Used
Planned
Age/Grp. Served
Children Min:
Adulls Served
Totsl Sold Extra ... |
Lunch
Planned
Age/Grp. Served
. Aduins M
Total Served
Sold Extra
Alternate Lunch
Supper ~ Snack
!-si e o ;
Age/Grp. Served
ThIK:
Adulty Served
Tolal Sold extra___J

\
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BACKGROUND

The nutritional gocal for school lunches is to provide approximately
one-third of the Recommended Dietary Allowances (RDA) as specified by
the Natlonal Research Council/National Academy of Sciences. It is not
expected -that each lunch each day will provide cne-third of the RDA for
all nutrients, but that, when averaged over a pericd of time - in which
a wide variety of foods are served - the gcal will be met.

In developing the USDA meal regquirements, amcunts of Ffood energy
(calories} and all nutrients for which adequate reliable fooc
composition data are availlable were considersd. Additionally, since
the meal requirements allow for a variety of foods, it is assumed that
other nutrlents Eor which no RDA have been established or for which
inadequate food composition data are available will also be supplied.
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MEAL REQUIREMENTS AND RECOMMENDATIONS

The United States Department of Agriculture {USDA) lunch requirements
are designed to provide a simple and easy-to-follow framewcrk for
planning nutritious and well-balanced lunches. They provide for broad
focd cholces that can include local food preferences, cultural, ethnic
and religious food practices.

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

Components: Food Items:
1. . Meat/Meat Alternate 1. Meat/Meat Alternate
2. Vegetable/Fruit 2. Vegetable/Fruit
3. T 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 focd energy {calories) and cther nutrients. These
foods are served in addition to foods which meet the component
requirements of a reimbursable lunch. They do not contribute to the
USDA meal pattern requirements,

"Such 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 is the responsibility of the School Food
Authority (SFA) or scheool to obtain sugar content statements which
indicate percentage of total sweetening agents in questionable food and
beverage items."
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FOOD QUANTITIES

As specified in the National School Lunch Program regqulations. a school
lunch must contain a specifled gquantity of each of the food
components. The following chart specifies quantities by age/grade
grougp,

MINTMOM QUANTITIES RECOMMENDLD
QUANTITIES
PRESCHOOL PRESCHOOL GRADES GRADES GRADES
K-3 1-12 7-12
Ages [~2 Agas 3-4 Ages 5-8 Age 2 & overlage 12 2 over
{Group 1) {Group 1) [{Group 111) | (Group IYV) {Group ¥)
MEAT A serving of ore of the
OR MEAT follesing or a cotbination
ALTERNATE to give an equivalent
quantity:
Lean meat, poultry, or fish i o2 | 1/2 o2 b 1/2 o2 2 oz 3 oz.
{edible portion as sarved)
Chesse | oz | 1/2 oz | 1/2 oz 202 3 oz,
Large ega(s) 1/2 374 3/4 ] ! 1/2
Coocked dry beans or peas 1/4 cup 3/8 cup 3/8 cup {/2 cup 3/4 cup
Peanut hutter 2 Thsp 3 Tbsp 3 Thsp 4 Thsp & Tbsp
/202 = 174 o7 = /4 0z = | oz = { /202 =
Nuts or seseds 501 504 50t 01 0%
VEGETABLE Must serve at leas? two /2 cup 1/2 cup 1/2 cup 3/4 cup 3/4 cup
AND/OR -
FRUIT -
BREAD Servings of bread or bread 5 par 8 par 8 per 8 per 10 per
CR BREAD alternate. weak waek week week waek
ALTERNATE A serving is
o] slice of whole-grain or
enriched bread
*A whoie—grain or enriched
biscuit, rolt, mffin, etc,
#{/2 cup of cooked whole-
grain ar enriched rice,
macaroni, noodles, whole-
grain or enriched pasta
products, or other ceresal
grains such as bulgur or
corn grifs
sA combination of any of
the above
MILK A serving of Fluid milk & cup 3/4 cup i/2 pint 172 pint i/2 pint
(6 Fl o} 6 f1 _oz) (8 f1 oz} 8 fl oz} (8 f1 oz}

Note that Groups I through IV are minimum requirements, but the
quantities specified in Group V are reccmmendations. Schools are
encouraged., not required, to vary porticn sizes to better meet the food
and nutriticnal needs of students by age. If a school chooses not to
vary portion sizes, it is important to assure that the oldest group of
students being served is receiving the minimum requirements for that
age group. In other words, for a given age group of students, more
than the minimum gquantity may be served, but not less.

The quantities specified in Group V for students age 12 and over are
recommendations, not reguirements, and the minimum requirements for
that group are the quantities specified in Group IV for students age 3 .
and over. -
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MEAT/MEAT ALTERNATE COMPONENT

Minimum Quantities for students, grades K-12:

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

(Group ITI) (Group IV) {(Group V)
Lean meat, poultry, or Eish 11/2 oz. 2 oz. 3 oz.
Cheese 11/2 oz. 2 oz. 3 oz.
Larce eggs 3/4 1 1 1/2
Cocked dry beans or peas 3/8 cup. 1/2 cup 3/4 cup
Peanut butter or soynut 3 Thsp. 4 Thsp. & Thsp.

hutter or other nut or

seaed butters

Peanuts or soynuts or 3/4 oz, = 1 oz. = 1 1/2 oz, =
tree nuts or seeds 50% 50% 50%

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

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

No more than 50% of the meat/meat alternate requirement shall be met
with nuts or seeds., Nuts or seeds shall be combined with ancther
meat/meat alternate to Eulfill the regquirement.

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 requlrement while combined with another meat or
meat alternate to meet the full requirement.

It is reccommended that schools offer students a choice of meat/meat
alternate each day or that a particular meat alternate or form of meat
{ground, diced, pileces, etc.) not be served more than three times in a
single week.

Further irnfermation on the meat/meat alternate component is found in

the United States Department of Agriculture (USDA) Menu Planning Guide,
pages 12-14.
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VEGETABLE/FRUIT COMPONENT

Minimum guantities for studgnts, grades K-12:

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

Twe or more servings of vegetables or
fruits or both to total 1/2 cup 3/4 cup

The required servings must consist of two or more fruits or

vegetables. Menu items such as fruit cocktail and mixed vegetables are
counted as one item. Chef's salad or a fruit plate with cottage
cheese, are considered as two or more servings and will meet the full
requirement 1f being served as the entreé,

In order for juice to meet the fruit/vegetable requirement at least
100% full strength julce must be used to equal only one-half the
requirement or 3/8 cup. 1If 50% juice 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/frulit requirement, but not both in the
same meal.

Include a vegetable cr fruit rich inp vitamin A& at least twice a week
and a vegsetable or fruit 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

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 III1) (Group IV) {(Group V)
Servings of bread or bread
alternate 8 per week 8 per week 10 per week

A serviAag is:

. one slice of whole-graln or enriched bread;

. a biscuit, rell, muffin, etc., whole—grain or enriched;

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

. 1/2 cup of macaroni, noodles, other whole-grain or enriched pasta
products, or other cereal grains such as bulgur of corn grits; or

. a combination of any of the above.

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

Only bread/bread alternates that are served as an acccompaniment to the
main dish may be used to meet the bread requirement. Dessert and
snack-type foods, such as cakes, cookies, dessert pie crust, hard thin
pretzels and corn chips may not be counted Lo meet the bread
requirement because they do not accompany any known main dish.

Enriched macaroni products with Lortified 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 (USDA) Food Buying
Guide for Child Nutrition Programs (1990). Bread and Bread Alternates
Section, for welghts of servings and a detailed list of breads and
bread alternates.
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MILK COMPONENT

Minimum quantitles 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 IIL) (Group IV) {Group V)
Fluid Milk 1/2 pint 1/2 pint 1/2 pint

(8 £1., oz.) (8 fl. oz.) (8 f1. 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
lowEat milk available.

This requirement does not prohibit offering other milks, such as whole
flavored milk or Elavored lowfat milk, along with two or more of the
above, :

Milk must be offered as a heverage for lunch,
Milkshakes containing 1/2 pint of fluid milk meeting state or local
standards for £luid milk may be served as a choice to meet the milk

requirement.

Further informaticon on the milk compeonent is found in the USDA Menu
Planning Guide, page 18.
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PRODUCT ANALYSIS SHEETS AND CN LABELS

when commercially prepared food items, especlally breaded, frozen,
protein items, are purchased for use in the schogl lunch program., a
product _analysis sheet or CN label must be on file in the school
kitchen.  For example, in the case of pizza, the preduct analysis sheet
should specify the exact amount of meat and cheese per portion. A CH
label, on commercially prepared individual portions, clearly identifies
the contribution of a product toward the meal pattern requirement.
[€ = 30.1] 1If this information is not available, the prepared item may
not be c¢ounted to meet the component requirements since the item’s
contribution to the meal pattern is unknown.

A CN label will always contain the following:
a The CN logo which is a distinct border.
] The meal pattern contribution statement.
] B 6 digit product identification number.
n USDA/FNS authorization.
[ The month and year of approval.

SAMPLE LABEL STATEMENT

————— CN__....-.

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 logo and state-
ment authorized by the Food and
Nutrition Service, USDA 05-84.)

—— CN._._
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OFFER VERSUS SERVE

"Offer vs serve" 1s a serving method designed to reduce food waste and
food costs in the National School Lunch Program without jecpardizing
the nutritional integrity of the lunches served. It allows senlor high
school students and when approved by the local School Food Authority
(sFA), students in other grades to decline food they do not intend to
eat. To be considered a reimbursable lunch under the "offer vs serve”
provisioni, the lunch selected must contain at least three of the five
required food items specified in the quantity requlrements.

Senior high schools are reguired to implement the offer versus serve
provisicn for their students. Senior high schoecl students are students
(1} of a high school grade level as determined by state and local
educational agencies and (2) enrolled in a senior high school which is
recognized as a part of the education system within a state.

The implementation of the oEfer versus serve provision in junior high,
middle and/or elementary schoels 1s left to the discretion of local
SFAs. Iff schools not implementing offer vs serve a student must take
the entire five food items lunch in the €ull portion offered.

0478¢g . c-9




KINDERGARTEN SNACKS

Since children of kindergarten age can only manage small guantities of
foocd at one time, a suggestion is to offer lunch at two serving periods
which, meets the total minimum quantities. For example, at midmorning,
juice amd toast could be served and the meat, vegetable and milk at

necn.

This method will provide a snack for children in this age group. If
kindergarten children are served in two saervice periods, the total food
served to them must still meet requirements. 1If any other method of
providing snacks is used., the cost must not be reflected in the per

meal cost.

0478g = o cC - 10




A LA CARTE

A la carte meal service for students and/or adults at lunch is not
permitted. ®ach meal must be priced and served as a unit. With this
West Virginia Department of Education (WVDE) regulation, individual
food items such as extra sandwiches, breads or any other menu items may
net be priced and sold separately.

Alternatives to a la carte are:
| Super Lunches can be sold at an increased charge. Super
lunches include larger portions and/or extra food items.

Students may purchase these meals.

= Second meals must be counted as non-relmbursable meals.

0478q  — ¢ - 11




SPECIAL DIETARY, CULTURAL OR RELIGIOUS
— EXCEPTIONS TO BASIC MEAL REQUIREMENTS

If students have medical or special dietary needs, food substitutions
are allowed. For example, a student with lactose intolerance couléd
substitute juice for milk. Such an exception must be supported by a
statement from a medical authority which includes recommended
substitute foods. The statement should be maintained on Eile in the

school.

United States Department of Agricuiture (USDA) regulations allow for
other variations in the food components on a continuing basis in
schools where there is evidence that such varlations are nutritionally
sound and are necessary to meet ethnic, religicus, economic or physical
needs. However, these exceptions must be granted by the Food and
Nutrition Service (FNS), USDA, Washington, D.C.

any deviation from the required meal pattern other than those described
above must be approved by West Virginia Department of Education (WVDE)}.

04789 o o c - 12



REIMBURSABLE LUNCHES

Lunches that meet United States Department of Agriculture (USDA)
requirements are eligible for reimbursement. Only ocne lunch per day
may be claimed for a student whe is:

 enrolled in the educational program of the School Food

Authority (SFi);

m in attendance at the time of meal service; and

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

Second lunches consumed by students should be listed as
non-reimbursable lunches and recorded in column 11 on Form WVDE

43-10-30S [G - 30.1].
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HIGHER REIMBURSEMENT RATES

SFAs which served 60 percent or more free or reduced price meals during
the second preceding vyear 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 £or lunch are reguired in every chilé nutrition
program in West vVirginia. Booklets contalning these production sheets
as well as salad bar production sheets will be furnished by the West
virginia Department of Education (WVDE). After completion, should be
kept on File in the school's child nutrition department for three years.

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

a menu (recipe number 1if one 1is used. brand name of prepared
entree);

serving size planned:

quantity/number of food/focd items prepared;

number and size container (#19 can, pounds, couni, etc.)};
quantity of EFood left over;

disposal of leftovers;

number students not vet served when food supply ran ocut;
oEfer 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 sucessfully used, production costs and food
waste are kept to a minimum. Aadvantages of production records in
specific school programs are:

m in single choice situations, preduction records help forecast
the amcunt of food to prepare;

m when cholices 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 cholice before all students are served;

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

m salad bar production sheets are useful when a large variety of
vegetables are belng prepared daily.
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SECTION D

DONATED FOODS

Background
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Procedure for Requesting Donated Foods
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BACKGROUND

Deonated foods are agricultural commoditles which the United States
Department of Agriculture (USDA) makes available to various food
program outlets including public and private schocls and summer camps.

The amount spent for donated foeods is determined by the United States
Congress and is based on a certain money wvalue 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
Rescurces is the distribution agency for USDA donated foods. Each
School Food Authority {(SFA) must sign an agreement [D - 30.1] with the
Distributing Agency (D&) in order to recelve donated foods. The
agreement assures the West Virginia bDepartment 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. C_those which are purchased by USDA for use in specific
programs such as the child nutrition preogram; and

2. those which are made available to scheols and institutlions as
a result of price support of agricultural commodities.

The three groups of foocds 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, cheese and milk, and also scome Group A

bonus litems.

The SFA is billed for transportation and storage costs. This cost may
be passed on to the local school.

0479q p-1




ALLOCATION OF DONATED FOODS

Criteria that may be used in determining the gquantity of USDA donated
foods to be allocated to each school are as follows:

the number of lunches served;

past rate of utilization of the food;
amount on hand from previous allocaticns;
relative econcmic need; and/or
availability of proper storage facilities.

0479¢ .. D-2
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PROCEDURE FOR REQUESTING DONATED FOODS

The School Food RAutheority (SFA) food service supervisor distributes to
individual schools the West Virginia Department of Health and Human
Resourcés request Form ES-DF-05 [D - 30.2] which includes instructions
for completion and a date to be returned to the SFA. Based on the
schools' requestis, the SFA then orders United States Department of
Agriculture {USDA) donated foods on or by the 15th cf each month.
Request Forms must be returned to the Department of Health and Human
Resources {DHMR) even though food items are not requested. Copies of
the request form will not be accepted; the original form must be
returned. Any request forms which are not received by DHHR on the due
date will not be honored. any USDA donated food item included on the
request Form ES-DF-05% may alsc be used for training (home economics
classesg, vocational foods classes, school Ecod service training and
Nutrition Education and Training (NET).
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INVENTORY

The West Virginia Department of Health and Human Resources requires
that a perpetual inventeory be kept at each school for all United States
Department of Agriculture (USDA) donated foods. Dcenated foods
inventories shall not be removed from the premises. These records must
be current and availlable for review by a field representative from the
Department of Health and Human Resources. Reviews hy the Department of
Health and Human Resources are made annually with follow-up reviews on

negative Findings. [D --30.3]
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LOSS OR DAMAGE TO DONATED 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 Resources [D - 30.4 and

D - 30.4a)]. Frull restitution shall be made to the Department of Health
and Human Rescurces for any loss or damage to donated focds resulting
from Eallure tc provide faclilities for proper care or from any acts of
negiigence on the part of the School Feood Authority (SFA) or local
school.

Donated Foods which are found to be damaged or out of condition and are

determined to be unfit for human consumption by federal, state or local
health officers shall be disposed of only in accordance with
instructions recelved from the Department of Health and Human Resources,

gpecial care 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 SDAs and/or SFAs to enter inte agreements
with commercial companies to process any of the donated foods
available. The SDA usually enters intc a single state agreement under
which all SFAs may participate. This eliminates the need for multiple
SFAs to have identical agreements with the same processor for the same
products.,

In addition to state and local agreements the USPA also enters into
processing agreements through 1its National Commedity (NCD) Program.
The NCP  is limited to producing end-preoducts using designated bonus
foods, such as dairy products., honey and flour. The SFA or school
purchases the approved end-product directly from the processor or from
a distributs at the full (gross) agreed upon 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.

Refund applications must be submitted within 60 days from the date of
purchase for SDA processing agreements and within 30 days for FNS-NCP
agreements. Date of purchase 1s considered to be the last day of the
menth in which purchase/delivery occurred.

Processors are requlred to make refunds promptly upon receipt of
applications. FPunds received by SFA's or schools from the processors
must be deposited intc the food service account, and reported as income
on form 43-10-31. '

To participate in the NCP, a SFA must not only be approved by the State
but also~be registered with USDA. Tc register for the NCP, a SFA nesad
only complete a registration card [D - 308.6] and send it to USDA.
These cafds may be obtained from the SDA.

The SDA will provide to the SFA at the beginning of the school vear any
relevant information concerning processing agreements by both the sha
and USDA.
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WEST VIRGINIA
DEPARTMENT OF HUMAN SERVICES DORATED FOQDS PROGRAM

AGREEMENT between the West Virginia Department ¢f Human Services (herein referred to as Discributing Agency) and ics
recipient agency for foods domated by the United States Department of Agriculture.

The

Name of Agency o Address

. -, & Recipient Agency hereby makes application for domated foods and agrees to the
County _

following terms and conditicns.

The Recipient Agency Is:

Operating a nonprofit school lunch program under the National $chool Lunch Program. Average daily breakfasts
served ___; average daily lumches served . Totzl enroliment .

Operating 2 nonprofit.Residential Child Care Center certified by the State Department of Education. Average daily
breakfiasts served -3 lunches served ; suppers served . Totel enrcllment .

Operating a Summer Feeding Prograk for.children certified By the. State Department of Education. Average daily
breakfasts served 3 lunches gerved 5 SUpPpers served . Total enrcllment .

Operating. a feeding program for the Nutrition Program for thﬁ Elderly and certified by the State Commissicn ez
Aging. Average meals served daily - . Total enrcllment N

Operating a nonprofir summer camp Where feeding services are conducted for children of high school grade
or under.

Operating 2 nompenal, nod-educational (Federal, State or local) imstitution serving an average of indigen-
persons. )

Operating a monprofis, federal tax-emempt private hospital or. a nornprofit, ncr-educationzl, federal tax—exemp:t
private imstitution organized for charitable purposes and serving persons who sre unable to pay full cost
or persons wao would, If mot an inmate, be eligible te receive USDA donated foods.

Eligibilitv Reguirements

1. Schools operating prograns under ‘the Natiomal School Lunch Program are eligible to receive Section 6, Section 32
and Section 416 donaced foods. Other achools cperating nonprofit programs are eligible to receive Section 32 and
Section 416 domated foods provided, however, that the food service in either type school is not cperated under a
fee, concession or contract srrangement.

2. Imstitutions are eligible to receive available Section 32 and Section 416 donated foods to the extent of the needy
Persons served by them whe are unable to pay the full cost for services provided for whom the imstitution does net
receive payment for the full cost from sacther person legally obligated fer the support of such persoms.

3. OSurmer camps operating on a nonprofit basis and conducting a nonprofit feeding service for children of high school
grade or under are eligible to receive available Saction 32 and Section 416 domated foods.

4. Institutions and Summer Camps mey employ food gervice companies to conduct thelr feeding operations provided that
such services. are only on'a fee-for~service basiz and the contract iz approved by the Regionsl Office, Food and
Butrition Service, USDA.

5. "Recipient Agency assures the United States Department of Agriculzurs and the Stazte Distributing Agency that it nes
complies with and shall in the future comply with all requirements imposed by or pursuant to the Civil Rights Aet
of 1964 and the USDA Regulatioms (7 CFR Part 15), including any subsequent amendments, issued to effectuate that
Act, Compliance will be consistent with the objective that nc person in the United States shall, op the ground of
Tace, color, national orlgin, sex, age or handicap be excluded from participation in, be denied the benefits of, or
be subject to discrimination under any program or activity of Recipient Agency to which assistance is provided by
the USDA. Adoission policies are understood and agreed by Recipient Agency to be a part of such programs and
activities. Recipilent Agency agrees to be obligsted by this assurance as long as it receives assisrance hereunder
or retains possession of any assistance provided by the USDA or the State Distributing Agency. Should Recipient
Agency fail to comply with this sssurance, .the United States or the State Distriburing Agency shall have the right
to seek its enforcement by judicial or any other means authorized by law. Federal financial assistacce is extendec
under this sgreement in reliance on the rep:esen:ations made herein." '

Receipt and Use ¢f Domated Feoods

6. Donated fcods shall be Tequested only in such quantities 85 can be consumed without waste.

£5-DF=02 R _
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7. Donated foods received shall be used only in the manner prescribed by the United States Depariment of Agricultura
Denated fcods not so used shall not be sold, exchanged or otherwise disposed of without the approval of the
Distributing Agency.

3. Donated foods received shall not be used as a weans of furthering the pelitical interest of any individual or
party. There shall be ne discrimination because of race, creed, color, national origin, sex, age, oY hlndic.

$. Recipient Agenciles may be required te pay part or all of the within-state costs of distribution through a system
charges assessed by the Distributing Agency. The charges assessed ghall be reasonable in relation to the service
provided and any funds collected shall be used by the Distributing Agency only for program purposes.

10. Donated foods shall not be distributed tc any Reciplent Agency or recipient whose normal food sxpenditures are

reduced becguse of the Teceipt of donated foods, except that this provision shall not apply to the distributicn o
Section 6 donated foods.

1l. Recipient Agencies may exploy commercial or institutional facilities to process denated foods by converting them
izto different end products or by repackaging them, When this is done, Recipient Agencies shall ecter intc a
written ggreemant with the processing facility under such terms and conditione as required by the United States
Department of Agriculture and subject to epproval of the State Distributing Agency.

Loss or Damage to Donated Foods

12, Loss or damage to donated foods from any cause whatever shall be immediately reporced to the Distributing Agency.

13. Facilities will be provided for the proper care, handling, storing and distribution of -che donated foods requeste
and sccepted. Full restitutdon shall be made to the Distributing Agency for any loss or damage te donated foods

resulting from fallure to provide sueh facilities or from any acts of negligence on the part of the Recipient
Agency.

14, Upom the happening of any event creating & claim in favor . of the Recipient Agency from loss or damage tc donated
foods caused by a warehousemsn, carrier or other perscn, the Recipient Agency shall tazke 2ll necessary acticn o
obtain restizution. All amounts ccllscted by such action shall be reported te the Distributing Agency and used
enly in accordance with instructions.

15. Donated foods which are foumd to be damaged or out of condition end are determined to be unfit for human
consumption by Federal or State officials or local health officers shall be disposed of Oﬂly in sccordance with
instructicns received from the Distributing Agency.

15, The State Distributing Agency shall ‘to the. extent rossible notify the Beciplent Agency at lesast 24 hours prior to
delivery. Adequate persomnel shall be provided by the Recipient Agency to effect discribution of donated foods 2
accordance with imstructions of the Distributing Agency. Storage facilities (dry, cooler and freezer) ghall be
monitored at least omce every 72 hours. :

Other ?rovisions

17. Proceeds from sale of contairpers recedlved with donated foods shail be used only in accordapmee with imstructions o
the Dls:*ibuting Agency.

18. Eepresentatives of the Distributing Agency and the United States Department of Agriculture may at all times ipspe

the operations of the Recipisnt Agency, including all records and reports pertaining to the distribution of docat
Zcods,

13. The Recipient Agency sgrees tc abide by any further requirements comtained iz the Genersl Regulations and Policie
- pertaining to the distribucion of .donated foods a8 issued by the United States Department of Agriculture.

20..  Eicher agency may terminate this agreement by giving 30 days' written notice. However, the Distriburing Agency,
upon receipt of evidence that the Recipient Agency hag net complied with the terms hereof, may terminate the
agreement immediately. Upon terminaticn, the Becipient Agency agrees to distribute or return all donaned foods 1
its possessicn in accordance with the instructioms of the Distributing Agency.

o

Zxcept that any termination of this agreement for noncompliance with Title VI of the Civil Rights Act of 1564
shall be in aceordance with applicable laws and regulatioms.”

DEPARTMENT OF HUMAN SERVICES RECIPIENT AGENCY
By Charles L. Stewart - By
(Print or Type) {Print or Type)
Signature PR T -  Signature ' | - L :}.
Ticle Chief, Donated Focds Program . Title

Date —-- - Date
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WEST YIRGINIA DEPARTMENT (OF HUMAN SERVICES
QCONATED FO0DS PROGRAM
ADMINISTRATIVE REVIEW REPORT

Date County'
1. Name of Recipiant Agency
2. Address . Telephcne No.
3. Name of person contacted Title
4, 0o you have 3 cantriact far processing LUSDA Donated Foods? vYes NO
S. 0o you employ 2 food service company for feeding operations? Yas o N __
&. Date, signature and title on Agreement‘(ES-DF-OZJ
7. Are receipts of USDA donated foads on file? Yes No
Whare are records maintained?
8. Number of scnools/sites participating in feedihg operation
Number of schools/sites where meals are presired Feeding sites
only
9. Total anrolliment ARP for nocn meal AQP for
breakfast Price for ncon meal
10, If this fs 3 charitable institution, what is the number of eligibla
participants ? Which category mos: nearly describes 50% of
the number of eligizie participants? Age 13 years and under Age
A0 years angd cver Mixed Ages
11, DNoes this agency have central storage on the premises? Yas NG
What {s the tamperature in dry y COQlep y freezer
12, Was any fcod found unfit for human consumptign? Yes No
13. [s food properly stared? Yes No Is firstein, firsteout
procedures deing followed? Yes No
14, Does the perpetual inventory balance with the flosr count? Yes Ne
15, Has the Recipient Agency infarmed all apprepriate employees of Zhe préper
_ -handling angd utilization of YSDA Dondted Food items? Yes No
REMARKS: ‘
ES<JF«01

(Rev. (7-1-87)
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[tem & Packace

Amt.

on

Data!

of
Pke.

Use
Par
Month

Month's

Supply

Almonds, Natural 25#

Applesauce, Cnd.6/#10

Beang, Lima 6/#10

Beans, Pinto 6/#10

3sans, Od.Green 6/#10

Beans, Dry 25#%

Beans,Gre.N.Cnd.6/%10

Cats| Use |=
on | 2f£ | Per !B
Item & Package Hand! Pkg. | Monen] &

e,

Macarcnd 20%

Mavennmaise 4/1 Gal.

Milk, Nonfat Drv 504

Cats, Rolled 12/3%

Cil, Veg. 6/1 Gal.

Beans, Kidney, Cnd.6/#10

Peaches, Cnd. 6/#10

Seans, Veg. Cnd. 6/%10

Peart Butter 6/%#10

Beef, Cnd. 24/29 Oz.

Paarg, Cnd. 6/#10

Beaf ,Frz. Grn. 55#

Peas, Cnd. 6/#10

Pork, Cnd. N/J 24/29 Oz.

Beef, Patties Frz. 36#

Potatoes, Dehwyd. 6/5#

Butter, Print 32/1#

Potatoeg,Frz. . Fr.Fr.6/5#

Potate Rds. Frz. 6/5%

Butter, Print 36/1#

Cherries 30#

Chease, Frocess 6/5#%

Cheesa, MozZ.

Chicken, Frz.C/U 40#

Chicken, Frz.Dr.& Th.40%

Chicken Muggets 4/10#

Corn, Cnd. 6/#10

Cortmmeal S/10#

Egg Mix 4/10#

Figs, Dried 30#

Flour, A.P. 5/10%

Grape Juics 12/46 Oz.

Honey, Proc. 6/5#

Poultry, cnd. 24/29 Qz.

Prunes, Dried Pitted 2353

Pork, Frz. 55#

Raising 30#

Rice, Milled 25#

Salmon 48/15.5 Cz.

Shortening, Veg., 12/34#%

Spaghetti, Enriched 204

Sweet Potatoes, Cnd.6/#10

Tomatoes, Cnd. 6/#10

Tamato Pagte, Cnd. 6/#10

Tuna 6/66.5 Oz,

Turkey,frz. Whole 124%-244

Turkey Roasts,Frz.4/8-12#%

Vegetables, Mixed 30#%

Walimzts, Eng.PBes.30#

Statas Representative

Fecipient Agency Official




(1)
(2}
(3)

(4)
(3)
(6}

(7}

(8)

(10)

WEST VIRGINIA DEPARTMENT COF HMAN SERVICES

DIVISION CF ECONOMIC SERVICES
DONATED FOOCS PROGRAM

REFORT CF 1LOSS OF DCMNATED FOCCS

DATE CF REFCRT

NAME OF SCHOOL (CENTER) WHERE LOSS QCCURRED

2IP CCOE

WHEN WAS THE IOSS DISCOVERED?

MONTH DAY

WHD DISCOVERED THE ICSS?

NAME

TITLE

PRICR TO THE DISCVERY CF THIS 1LCSS, THE FREEZER, COCLER, OR DRY STORAGE AREA

IN WEICH THEE LOSS OCCURRED WAS LAST CECKED N

MONTE DATE YEAR
BY _
EME TITLE
NAME OF ITEM PACKING  SIZE CF QUANTITY OF TYPE OF STORAGE
I0ST DATE _ PACKAGLS  PACKAGES LOST  DRY, OOCLER OR FREEZER

DONATED FOCDS DETERMINED UNFIT FOR HIMAN CONSUMPTION ARE NOT TO BE DISFOSED OF
WITHOUT PRIOR AFTHORIZATION OF THE STATE DISTRIBUTING AGENCY.'

WAS ANY DAMAGED USDA DCNATED FOCD ITEM DISPCSED OF?

YES _




{12)

(13)

(14)

(15}

{18)

(17)
(18)

(19)

(20}
(21}
(22}

{23}

(24)

{(25)

GIVE THE NAME AND TITLE CF THE STATE DISTRIBUTINGjyﬂalﬁfRE?FEEE}HFEIVE WHD
AUTHCRIZED THE DISPOS&L

NAME TITLE
WHAT METHCD COF DISPCSAL WAS USED?
DISFOSAL WAS MADE BY
NaME TITLE
AND WITNESSED BY
NAME TITLE

IF THE LOSS WAS THE RESILT COF A POWER FATIURE CR QUTAGE, EXFPLATN BRIFFLY WHAT
CAUSED THE PCWER' INTERRUPTION

IF THE 1OSS WAS DUE TO A FREEZER MALFIXNCTION, ARE THE DONATED FOODS COVERED BY
A VENCCR GUARANTEE? YES NO

EXPLAIN THE MALFUNCTION

WAS THE LOSS CF DONATED FOCDS COVERED BY INSURANCE? VYES

o

A —

THIS LOSS WAS IUE TO DNFESTATION ; SPOILAGE , OR CQNTAMINATION
CPF DONATED FOCD RECEIVED QN

CONTAINER IS

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

WAS TIRST=-IN, FIRST-CUT PROCEDURES FOLLOWED? YES NO
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INSTRUCTICNS FOR COMPLETICN OF FORM
"REPORT CF LOSS OF DCNATED FOCODS"

Any loss of donated foods regardless of the cause is to be reported immediately

_to the state distributing agency. Dconated foods determined to be unfit for human

consuption are ot to be disposed of without prior approval and instructions
from the state dlst_lbut.:zg agency. Any unauthorized disposal is subject +o
restitution in cash of the total dollar value of the deonated food itams,

Following are :.nst.:uc't:.ons for the campletion of the form "Repert of Loss of Donated

Foods." The state distributing agency supplies each recipient agency a form from
which copies are made by the recipient agency as needed.

(1)

(2)

(2)

(4)

{5)
(6}
(7}

(8)

(9}

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

Enter the name of the recipient agency as it appears on the agreament
(Form ES-DF=02).

Enter the camplets address of the recipient agency.

Enter the telephone number of the recipient agency as named on the agreement
form. Public schools should show the tsleprhone mumber of the county board of
education.

Self-explanatory.

This sheuld be the exact date the loss was discovered.

Enter the name and title of the perscn who first discovered the loss and
raported it to approprizate officials.

Enter the date the storage facility was last checksd and the name and title
of the persen who checked it on that date.

Under the colum "Name of Item Iost" enter the camplete name of the item.

Under the colum "Packing Date" enter the packing date shown on the container
{case, bag, baler, =tc.).

Under the colum "Size of Packages” show the item lost in whole cases if
in fact whole cases were lost, or in units such as #6 cans, 29 oz. cans,
3% bags, S5# bags, etc.

Under the colum "Quantity of Packages Lost" show the number of cases or
units lost as defined mader "Size of Packages."

Under the colum "Type of Storage - Cry, Cooler or Freezer” writs the anproprz_ate
word to define the type of storage being used at the time the loss was discovered.

{10) This question must ke answered.

(11}

EInter the name and title of the individual contacted whe authorized the disposal.

D - 3C.4a




(12) Explain the methed of disposal. any item found unfit for human consumption
and authorized for disposal is to be disposed of by taking to a landfill
and buried, ineinerated, or put in a2 garbage dispcsal. .

Scoiled items are to be removed from the original container or wrapper prior
to dispeosal. The container and the contents are to be disposed of separately.

{13) Give the names and titles of the persons who are involved in the actual disposal.

(14) BEplain what caused the interruption; for example, breaker was thrown, fuse
blowm, unplugged from outlets, equipment quit rnunning.

{(15) Answer "ves" or "mo."
(16} Describe briefly what haprened to the-freezer or cooler.
{(17) Answer "yves" or "no."

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

(19} This question must be answered if the loss of the food ocourred while in dry
storage.

{20) Answer "ves! or "no."

{21) Answer "ves" or '"mo."

{22) If the loss was due to a breaking and antering, the name and rank of the .
investigating officer and the name of the law enforcement agency he represents
mist be shown.

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

{24) The recipient agency must explain what steps will be taken to prevent further
losses of donated food due to similiar circumstances.

(25) The repcrt is to be signed by both the person who prepa.red the report and the
school principal or agency administrator., ,
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GUIDES FOR SUMMER STCRAGE OF PERISHARLE FQOQDS

Improper storage practices and malfuncticning refrigeration equipment usually
results in spcilage, infestaticen, contamination and deterioration of foods.

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

(1) Store focds only in properly operating refrigerators and
fresZars, Do not store food in equipment that js in
need of repair.

(2) Be certain the refrigeration equipment is thoroughly cleaned
and dried befcre any food is placad in it.

(3) MNever place food directly on the floor; walk-in refrigerators
and freezers should have dunnage racks on which food can be
placed or shelving which aliows a circuiation of air. Fcods
should be stacked in an orderly mannsr in a wailk-in refrigerator
or freezer.

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

(5) 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 cperating properly.

(7} A11_areas 1in which frozen food is stored should be secured
by locks during the summer months. Cnly authorized
personnel should have accass to the kays and be allowed to
check the equipment and take temperatures.

(8} Any grain product left on hand shouid be placed in
refrigeration during the summer months and utilized
immediately follewing the re-opening of scheol.

Dry_ storage areas should be adequately ventilated and secured by Tocks.
The temperature should never exceed 709 Fahrsnheit. An effective rcdent
control program should be maintained.

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

3/21/86
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SECTIONE

SPECIAL MILK PROGRAM

Purpose
Charges and Reimbursement
Milk Shakes

Reporting Procedures




PURPOSE

United States Department of Agriculture (USDA) reimbursement enables
schools without other food service programs to sell milk to students at
a rate lower than cost. 1In participating schocls, students determined
aligible_ may recelve milk free if the Schocl Food Authority (SFa)
elects ko serve it. The SFA may or may not choose to provide free milk
te students determined eligible by applications uzed for free or
reduced price meals.

Current USDA regulations permit only schools and institutions without
other food service 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 sesslon
pre—kindergarten and kindergarten children may participate 1in the
Speclal Milk Program 1f they de net have access to any school meal
{school 1lunch or school breakfast). Whenever possible all children
attending a school shall have access to either the scheool lunch or the
school breakfast program.

"Split Session" is defined as an educational program which operates for
approximately one~half of the normal school day.

(0480q _ E-1




CHARGES AND REIMBURSEMENT

The charge te students for milk shall not exceed the difference between
the current rate of reilmbursement and the cost of the milk plus an
established distribution cost ¢f no more than two cents per half pint.

Schools without food programs participating in the Special Milk Program
are reguired by United States Department o©E Agriculture (USDA)
regulations to document the actual cost of serving milk to students.
Operating balances in excess of two months must be reduced by serving
milk free to students or by reducing the cest to the students.

schools serving/selling special milk to Kindergarten and/or pre-primary
students should report any income from milk scld on 43-10-30S.

The charge to adults shall not be less than the cost of the milk.
Reimbursement for milk served to adults is not permitted.

In nen-pricing programs, all milk served through the Special mMilk
Program is reimbursed at the current rate of reimbursement per half

pint.

0480q o : E- 2




MILK SHAKES

If milk shakes are sold or given free under the Special Milk Program in
schools _having no other food service program, the milk shake formula
must be approved by the WVDE Child Nutrition Division.

0480¢g - E - 3




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
[G -~ 30.11, according to instructions. The report must be detailed
daily at each participating scheol by & responsible person. The
monthly claim Ffor reimbursement 1is based on informaticn recorded on
this report. The completed form is submitted to the SFA on or before
the f£ifth day of the succeeding calendar month. A copy will also be
filed at the school.

At the end of each month during which milk was served to students, a
monthly financial report, Form WVDE 43-10-31 [G - 30.3] is completed by
geach participating school according to instructicons. Financial data
provided . on this report i1s the basis for justifying reimbursement
payments. The completed report is submitted to the SFA on or before
the fifth day of the succeeding calendar month. 2 copy will alsc be
filed at the school.

The school or SFA 1s respensible for sending a copy of Form WVDE
43-10-30 [G - 30.5] to the WVDE for reimbursement.

04804 _ E~- 4




SECTION F

FREE AND REDUCED PRICE MEAL AND FREE MILK POLICIES

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
Incoms
Determining Household Size
Reviewing OEficial's Responsibilities
Reviewing Official's Completing an Application
Feeding Prior to Application Approval
Application Files and Working List
Cellection Procedure
Daily Meal Count (Point of Service Count)
Nondiscrimination
Student Help
Verification (USDA)
Application Selection
Verification Procedures
Exhibits
Income Eligibility Guidelines
Application for Free or Reduced Price Meals
Letter to Parents
Notice of Approval, Change or Termination
of Benefits
Eligibllity Guidance for School Meal Programs
Food Stamp Information

Informaticn Up-Date
Procedures for Selecting a Random Sample
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Exhibits {(Cont.)

Documentation of Random Selection

Procedures for Selecting a Focused Sample

Documentation of Focused Selection

Prototype Letter Lo Parents

Parent Information-Proof of Income

Procedures for Developing a Consistency Check

Parent Letter — Difference Between Documentaticn
and Application

Summary Report to County Office (School)

Sponsor's Swummary Report
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INTRODUCTION

Schools participating in the National School Lunch and/or Breakfast
Program are required to serve free and reduced price meals to students
determined eligible by the current USDA Inconme Eligibility Guidelines
[F - 30.13.

To make 1t possible for a student to receive a free or reduced price
meal, USDA regulations require that certain steps be taken. A policy
statement which delineates the policies and procedures used in
providing free and reduced price meals for students is 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 Eirst full week of school. The schoel principal., or =a
designated person, shall review all applications received and determine
eligibility according to informaticn given on the application. Parents
or gquardians shall be notified of the status of approval, change or
termination of benefits (WVDE 423-10-20) [F - 30.4].

COMPUTERIZED PROGRAMS

County school systems or individual schools 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.

Threoughout the school year, 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 recor@ of eligibility shall be maintained at the
original school. Elther a copy of the application may be made or a new
one submitted 1o the receiving school.

MEDICATID AND EDUCATIONAL BENEFLITS

The United States Department of Agriculture has granted West Virginia
permission to pilot a multi-use application. The appllicaticn has been
expanded --tc allew parents or guardians to express an 1interest +in
receiving Medicald benefits. Additionally, the privacy act statement
on the reverse side of the application has been expanded to accomodate
Medicaid and educaticnal benefits.

When an interest in Medlcald 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 information to
the appropriate authoritiss:

Each child's name, address, county of residence, and a Social Security
number of an adult family member should bhe sent to John A. Boles, Jr.,
Administrator. oOffice of 1Income Haintenance, Building 6, Room 817,
1300 Kanawha Boulevard East, Charleston, West virginia 25305.
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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
numbers [F ~ 30.61 must include the fcllowing infermation:

s student's name;
AFDC or FS number; and
s parent signature

APPROVING APPLICATIONS FOR HOUSEHOLDS NOT ELIGIBLE FOR
AFDC/FS BENEFITS

Applicaticns returned for review which do not have AFDC or FS numbers
must include the following information:

m student’'s name;

®r list of household members;

m social security number of one adult 21 or older either the head
of the household/primary wage earner or the adult signing the
application;

m  tctal household income; and

s parent or guardian's signature

All approved appliéations must show:
s eligibility category (free or reduced price};
m reviewing official's signature; and

m date of approval or denial.

Applications must be filed by category with corresponding master list.

0481q — F -3




INCOME

Income to be reported on the hecusehold's free and reduced price neal
application form is a gross fiqure and dgenerally is considered to be
any menies received on a recurring basis. Specifically., gross income
means money earned before deductlons for income taxes, employee's
sccial security taxes., insurance premiums, charitible contributions,
bonds and the like. TInceme includes the following:

m payments of money for services, 1including wages, salary,
commission or fees:

social security:

dividends or interest on savings or bonds;

income from estates or trusts;

supplemental securilty income;

public assistance or welfare payments;

unemp loyment compensations;

government civilian empleoyee or military retirement or pensions:
veterans' payments;

private pensions or annuities;

alimony or child support payments:

regular contributions from persons not living in the household;
net income For self-employed farmers and business-persons,
rental income and rovalties;

students regular part time earnings; and

m  other cash income.

Other cash income wcould include cash amcunts received or withdrawn from
investments, trust accounts and other resources, which would be
available to pay the price of a child's meal.

Certain items of income are not to be reported on the application.
Such income includes the following:

e food stamps;
m benefits received under the WNational Scheool Lunch and ¢chilé

Nutrition Acts;
m monies received by volunteers For services performed under such
programs authorized by the Domestlc Volunteer Services Act of

1973, as amended;

w military base housing or other subsidized housing, medical and
dental services;

m student financial (cash) assistance, such as grants and
scholarships;

m loans; angd

s student earnings such as paper routes or babysitting that are
not a regular part time job.

If the family is unemployed a figure must be given even if this fiqure
is zero (0). The word "none" 1is net accepted by United States
Department of Agriculture {USDA).

When there 1s a temporary reduction of income, eligibility should be
determined on the present rate of income rather than on regular annual
income. The approving official should. issue temporary approval of the
application. The temporary approval should cover no more than three
pay pericds after income has been restored.
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DETERMINING HOUSEHOLD SIZE

Basically, hocusehold size 1s determined by counting the number of
related .or unrelated individuals whe live in a dwelling and whe share
living expenses or meals.

Students  who are tempeorarily away at school and who receive their
primary support froem the family 1i.e., students attending boarding
schools or colleges should be counted as members of the household.

Military . personnel not actually 1lilving 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 ¢hild 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 c¢hild is considered a household of
one. [F - 30.5 page 14]

In case¥ where no specific welfare agency or court is legally
responsible For the child; or where the child is living with at least
one natural parent, other relatives or friends of the family, the child
shall be considered tc be a member of the family with whom he/she
resides, 2nd the size and total income of the househeold shall be used
to determine the child's eligibility.

An adepted child is a child for whom a family has accepted legal
responsibility and is considered to be a member of the household in
which the child resides.

An institutionalized c¢hild is a child who resides in a residential-type
facility which the state has determined is neot a boarding school. &
child who is institutionalized is considered to be a2 household of one
and, in most cases, has no income. Only income a child earns from Full
time employment and/or personally receives while in residence at the
institution, may be considered as income.

an older child, totally responsible for himself/herself, who dces not
reslde as a member of a household (but rather as a single economic
unit) is considered a 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 <f the household in which he/she resides.
Eligibility must be determined by the hocusehold size and income of that
household.
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Foreign —exchange students, refugees, aliens and citizens of other
countries and/or their dependent children are considered to be members
of the household in which they reside. The total household size and
income are used in determining eligibilicy.

Whether or not the stepparent supports a stepchild, the child in this
situation falls within the definiticn of a household. ‘fTherefore, the
total household income, including ADC or child support payments to the
parent, must be included in determining eligibility.

0481qg F -6




REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing official is responsible for ensuring that applications
have been classified correctly by category of eligibility. If the
reviewing official is authorized by the SFA to delegate the
responsibility for reviewing applications, then the person so
designated shall be dinformed about program requirements and policy.
Since the SFA cfficlal whco silgned the policy statement agreement with
the State agency ultimately 1is 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 verification of information
submitted on any application under the following circumstances:

® a written, signed complaint;

m 1llegible, 1incomplete or guestionable informaticn on the
application; and/or

w the USDA reguired verification sampling.

Indicationt of approval or denial shall be sent to parents or guardians
within ten working days after receipt of the completed application.

Reviewing . officials cannot sign the parent’'s/guardian’s name to an
application completed by the parents or guardians but must return the
application for the proper signature.

A falr hearing procedure shall be established for parent's appeals
concerning eligibility determination and for school official’'s
challenges. During an appeal or hearing, the student shall continue to
receive free or reduced price meals. Standard hearing procedures are
cutiined in the Policy Statement [A - 30.2].

Other questions pertaining to free/reduced price meal policies are

answered —in the (gligibility Guidance £for School Meal Programs
[(F - 30.5].)
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" REVIEWING 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.

when exercising this option, the school official must complete an
application on behalf of the student based on the best household size
and income informatien available 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 househcold must be
notified "that the student has been certified and is receiving free or
reduced price benefits.

This option is intended for use in individual situatlions and does not
allow eligibility determinations for categories or groups of children.
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FEEDING PRIOR TO APPLICATION APPROVAL

buring the opening week of school, before applications for the current
school year are received and approved, school officials shall serve
free and reduced price meals or free milk to eligible students. To
assist with eligibility determination during the first days of school,
officials may use: .-

= applications on file from the previous school year:

m self-certification of secondary students under special
clrcumstances;

s new students in 2 schoel wlth older siblings that were approved
for benefits the previous year; and/or

m students that transfer within the county.

If students are provided free or reduced price meals or free milk in
eligible schocls (based on the previcus year's application approval)
during the period prior to the current year's application appreval and
are later determined to be ineligible, reimbursement may be claimed at
the free or reduced price rate for those meals already served.

If students are provided free or reduced price meals or free milk in
eligible . schocls (not based on the previcus year's application
approval) during the pericd prior te the current year's application
approval and are later determined toc be ineligible, reimbursement may
not be cleimed at the free and reduced price rate. These meals may be
reimbursed at the paid rate.

0481q F -9




APPLICATION FILES AND WORKING LIST

Following the review and approval or denial of applications, a file and
working -list of all applicaticns shall be established and maintained in
a- current fashion according to:

1. Active free students whose current househcld income
definitely indicates free status
according fto USDA Income Eligibility
Guldeiines [F - 30.1]

2. _Active reduced students whose current household income
definitely qualifies them for reduced
status accerding to UsShA Inceme

Eligibility Guidelines

3. - Temporary free students whose current household income
Temporary reduced indicates ellglibility according to USDA
Income ERllgibility Guidelines determined
temporary based on: unemploved or income
from unemployment compensation, worker's

compensation; seasonal unemployment;
temporary lay offs; strikes; temporary
use of public assistance; pending

approval for public assistance; zero (0)
income; or anticipated change in income

4, Inactive free students who have withdrawn or trans-
Inactive reduced ferred
5. "Denied students whose current hecusehold income
does not meet the USDA Income Eligibility
Guidelines

The temporary File of approved free and reduced price meal application
must be reviewed every two months through parent or guardian contact.
The dates of such reviews, contacts and the current status shall be
noted on the applicaticn or the suggested form for updating information
[F - 30.7] by the reviewing official. The working 1list shall be
corrected, 1f needed, to agree with the application classification.

A working list of students shall be maintained in the same order as the
filed applications and should indicate any status change and effective
date.

Ril applications and documentation of action taken shall be maintained
for three years not including the current school year.

0481lqg . F-10




COLLECTION PROCEDURE

A procedure to ceollect payments from students for meals must be
established. The procedure must prevent the overt identification of
students. receiving free or reduced price meals and enable schools to
obtain an accurate daily count of the number of free, reduced price,
fully paid and adult meals served under the school lunch and breakfast
programs. The collection precedure shall be approved by WVDE. The
procedurs is reviewed along with the county application for program
benefits. [A - 30.2] Suggested methods of collection may be found in
the Policy Statement [A -~ 30.2].

0481q - : . F - 11




DAILY MEAL COUNT (POINT OF SERVICE COUNT)

puring the pericd of schoeol breakfast and/or school lunch service,
schools are required to follow a system for counting, recording and
reporting the number of meals served adults and students. The system
shall provide an accurate daily record of the actual number of student
meals at the point of service which were served free and at the reduced
price or fully pald rate. The system shall prevent overt
identification of students served free or reduced price nnmeals.
suggested. methods of obtaining peint of service meal counts may be
founéd in the Policy Statement. [A - 30.2] &any additional methods
anticipated must be submitted in detail toc WVDE Eor approval prier to
implementation.

Systems whlch are accepted include:

] computerized point of service;

u coded tickets collected on the line, counted by category:

n coded tickets which are punched or marked on the line used.
with a counter to determine number of meals served by
category;

| coded roster checked at point of service; and

u calculator tapes used with other source documents such as

coded ticket or student number.

Systems which are not acceptable include:

] tallies (slash marks ////);

memory {(categorizing free and reduced meals by remembering
student's eligibility);

different coler tickets/tokens;

updated morning counts;

tray count:; and

deduction (cash received divided by cost per meal, total
meals minus free and reduced equal paid, total meals nminus
paid and reduced equal free).

Schools must maintain, for a period of one year, source documents
{tickets, roster, etc.} to verify number of meals claimed for
reimbursement.

In  instances when second meals are served or sold, accurate

identification of the student receiving the meal is required. Aall
second meals must be recorded as nonreimbursable meals.

0481q . _ F - 12




NONDISCRIMINATION

No discrimination 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

gat a dlfferent meal from the one s50ld te students paying the
full price.

It is not considered discrimination to serve meals to students in a
separate location and/or at a different time 1f the students are being
discipliped for wviolation of school policies. However. there must be
no difference in treatment of students based on eligibility tc pay for
meals., "In no case shall a student be denied a meal or served a
different type of meal as a means of discipline or as a result of
discipline for violation of school policies,

It is not considered discrimination to serve a different meal to the
student who requires special consideration due to a handicap.

0481q F - 13




STUDENT HELP

USDA regulations state that recipients of free or reduced price meals
shall not be reguired ko work for those benefits. However, they are
not prehibited from working wvoluntarily in the lunchreoom. Some schools
employ Student helpers in the lunchroom for monetary or other
compensaticn. In these cases, parents of all workers should be
informed in writing that their children have volunteered to work. The
letter should state that for students who have been certified,
continued eligible is in ne way dependent upon the student’'s weorking
status. Additionally, the letter should not be a part c¢f, nor attached
to, the free and reduced price letter to parents, application or notice
of approval/denial.

Students whoe work in the food service program can be given a free
lunch., However, free or reduced price meal reimbursement may not be
claimed unless the students' application has been approved in
accordance with their eligibility, either Eull price, reduced price or

free. - -

0481q - F - 14




VERIFICATION (USDA)

The USDA income verification pilot 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 funds. A major study conducted by USDA Cffice of Inspector
General in 1980 estimated $200 millien in meal benefits were granted
erroneously each vear 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 October 31. Confirmation of eligibility must be completed by
December 15. Sponsors may request 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 WVDE by
January 1C. o

0481q = : F-15




APPLICATION SELECTION

SFAs shall satisfy the verification reguirement by using either random
sampling or focused sampling.

Option 1

Option 2

0481q

Random Sampling consists_ of selecting and verifying three
percent of applications on E£file. Procedures have been
developed [F - 30.8] to provide a method FEor the random
selection of Eree/reduced applications. Documentation of the
random selection [F ~ 30.9] will be kept on file at the
school.

Focused Sampling consists of (1) selecting and verifving a
minimum o©f one percent of 1,000 of teotal applications
selected from non-food stamp households claiming monthly
income within $100 or vyearly incomes within $1,200 of the
income eligibility limit Eor Eree or reduced price meals plus
{2) the 1lesser of one-half percent or 500 applications of
food stamp households that provide food stamp case numbers in
lieu of income information. Procedures have been develcped
[F - 30.10] to provide a method for the focused sampling
selection of free/reduced applications. Documentation of the
focused sampiing [F -~ 30.11] will be kept on file at the
school. Selection of Option 2 for verification purposes
shall be the responsibility of the WVDE or the SFA and not
the individual schools.

F - 16




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 - 30.137.

Procedures for developing a consistency check For verification
{F - 30.14] will provide a uniform method for verifving information on

Eree/reduced meal applications.

Notations should be made on all applicaticns reviewed indicating date
and £indings.

Following the consistency check, 1if there is a difference between
documentaticn 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 revised application has been approved
or denied the household is notified.

When the verification procedure has been completed, a Schocol Summary
Report [F - 30.16] shall be sent to the SFA and a copy Filed at the
scheol.,

The SFA shall compile all School Summary Sheets [F - 30.16] and send a
copy of Sponsor’s Summary Report [F - 30.17] to WVDE.

048lq — F - 17
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Vel D S HAGE A DL ARG OF BDUT AJT0O0

. Charlesion, Wesl Virginia 25505
Application for Free or Reduced Meals, apd Free
Texibooks, Workbooks, and Educationa!l Suppfies

PART | - ENROLLED CHILDREN'S INFORMATION - 10 BE COMPLETED BY ALL APPLICANTS
CHILD'S NAME . AGE SCHOOL, CEMTER or CAMP GRADE  HOMEROCM

PARTS 1, 111 AND 1¥: COMPLETE THE_PART THAT APPLIES TO YOUR FAMILY

AR R R T R R D N S R AR EA L IR I A AR AR R T S MR A A R E B0 T o e i

PART 1§ - FOOD STAMPS/ASDC HOUSEHOLDS MOW RECEIVING BENEFITS - If you receive food stamps/AFDC, complete this
part and sign the application.

esTEICEEREE Twnan

Yes, | recelve Food Siamps for the children Jisted in Part 1, My cass number js:

Yas, | receive AFDC for the chilidren listed in Part I,
;;5?“??? - FOSTER CHILD - Iif ‘ycu have a foster child, complete 1his part and sign the application, -
Chiid"s Name Child's Monihiy income

pE L EE S LR L LT r s PR

5A§!T Iy - ALEHE;THER HOUSEHOLDS. I you Eo not re-ceive Food Stamps or AFDC, complete this part and sign the
app! ication.

I. List all houysehold members 1iving in your housghold. Include parents, children, grandparents and all
ople related or_unrelated who live in your household.

Z. List monthly income by categor!. List income (BEFORE TAXES) each person recefved lasi month and its
source, Example: Wages, Seciai Security, Pension, Retirament, Welfare, Child Support, or Alimony.
NAMES OF ALL OTHER AGE MONTHLY HMONTHLY WELFARE ALL
HOUSEROLD MEMBERS EARMINGS DENSIONS, PAYMENTS OTHER
{Oldest te Youngest) FROM WORK RETIREMEAT, CHILD { NCOME
(Befare SUPPORT, SOCIAL RECEIVED

Oeductions) SECURITY, ALIMONY

TOTAL NUMBER OF PERSONS N HOUSEHCLD __ MONTHLY INCOME (Bzfore Deductions) §

AR ARTCECCOT e e ke o=

PART V - RACE/ETENIC IDENTITY: You are not required 4o answer this quesiion.
WHiTE nen Hispanie BLACK non Hispanic HISPANIC
ASTAN or PACIFIC ISLANDER AMERICAN INDIAN or ALASKAN NATIVE

WO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE OF RACE, SEX, COLOR, NATIOMAL ORIGIN, AGE OR HANDICAP,

WS T TR E TR O I AN AR TR TR TS mAEEEERRIEE mmanT

PART ¥i - SIGNATURE - An adtlt househo!d member must sign 1his application befere it can be approved.

PENALTIES FOR MISREPRESEMTATION - | certify that the informaiien provided 1s correct and that ail ipcoms was
reported. 1 understand that this information is being given for the receipt of federa! funds and that daliberate
misrepresentation of the information may subject me to prosecution under applicable state and federal !aw.

If you did not give a FOOD STAMP or AFDC case nurber, Federal Law {PL 37 35) requires you fo fist sccial security
nurber of either ihe primary wage earner or the household member who signs the zpplication before your child may
receive fres or reduced price meals. You do not have to give social security n re; but if you refuse, unless
you indicate you have nore, your child cannot receive fres or reduced price meals. The social security pumbers
may be used Yo identify you for verifying the infarmation you report on ihis appfication. Verification may
include audits, investigations, contacting the State employment security office, food stamp or welfzre office,
and employers, and checking the wriften information provided by ihe heusshold o cenfirm the information
received, 'If incorrect Information is discovered, a loss of benafits or legal action may occur.

e T T e T

SIGHATURE OF ADULT: . Please Print
X —— NAME ;
Social Security Nurber of Signer or Prisery Wage Earner: ADDRESS:

R . Wy
DATE: - . PHONE: (Home) (Rork}
Tour aoplicaticn cannof be approved without a Seclial Securily Numer. -

FART ¥I| - OTHER BENEFITS - You do not have fo camplete ihis part to get free and reduced price meals,
__Yes, school officials may give m-'y and address to fhe Medicaid office so that they can send me

name
information about getting a icald card for my child,
Yes, sch‘ao"l_'?'r“'ﬁ!_o iCials nay use jhe information provided on this application to determine my children's
eligibility for free tmxtbooks, workbooks, and other school supplies,
THE [NFORMATION OH THIS FORM MAY BE USED ONLY TO ASSIST (N THE DETERMINATION OF ELIGIBILITY FOR THE PROG THAT
| HAVE INDICATED, 1 UNMOERSTAMD THAT | WILL BE RELEASING INFORNATION THAT WILL SHOW THAT | AM A.PP?.YWGRJ;gg FFR{?E

ANQ REDUCED PRICE BENEFITS UNDER THE MATIONAL CHILD MUTRITION PROG . OFFICIALS FROM ICAID PROG! MAY
YERIFY MY NAME AND ADORES SCHOUL GFEICTALS MAY VERIFY ALL THE WOSMAHOH ON THIS FG%PI"I!E HFDGWEDUP HYR?I‘GHTS

TO CONFIDENTIALSTY FOR THESE PURPCSES ONLY.
| cartify that | am the parert/guardian of the child(ren} for whom application is baing mada.

SIGNATURE (Parent/Guardian} X DATE

dtaarees Bresiesss e anias A4 v amriraaaia saasessaseaais dterénaies S8 s sar st ases

FOR INSTITUTION USE ONLY: " Approved for Free Texibooks, Workbooks, Schoo! Supslies
Approved: Free Meals Tenporary Free Reduced Maats Temporary Reduced
Apptication Denied: Reason for Denial

Signature/Stamp of Approving OFficial: Date

58039




CEAR PARENT OR GUARDIAN:

This fetter is sent Yo you each ye2ar by your chlid's school, cenfer or camp. It explains how your famity can
apply for free or reduced meals, free workbooks, free textbooks and school supplies.

PRICE OF REDUCED MEALS: Reduced Breakfast = 30 cents Reduced Lunch = 40 cents

Look at the chart. Find your household size. HOUSEHOLD is:  All persens, including parents, children,
grandparents and all pecple related or unrelated who live in your home. Tind your total househeld income. TOTAL
HOUSEHOLD IMCOME is: The incume each household member receives before iaxes, This includes wages, social
security, pension, retirement, welfare, child support, or alimony,

INCOME GUIDELINES FOR REDUCED PRICE MEALS
duly 1, 1982 - June 30, 1993

HOUSEHCLD TOTAL HOUSEHOLD INCOME BEFORE DEDUCTIONS:
SIZE: TEARLY MONTHLY

ORE. . . . oo oL $12,599. . .« . 0 . $1,0%50

™ . . .. 0o 17,002, . s 1,417

THREE. . . . . . . .. 21,405, . . . ... .. |,784

FOUR ‘e 25,808, . .. ... 2,151

FIVE e e s 30,200, . . . . . 2,518

Six e e e s 54,614, Ve .. 2,885

SEVEN. . . . . . L. B 1 3,252

EIGHT. . . . . . . .. 43,420, . . . . .. 3,612

For Each Additional
Household Membar, ADD 4,403, ., ... ... %7

If your tctal income is the SAME or LESS, fil! out the application and return i1 to the scheol, center or camp.
You wilf be notified If the application is approved or denied.

WHAT 15 A COMPLETE APPLICATION?

I. For a family receiving food stamps/AFDC, a campiete application includes: child's name, case nuvber and

aduit signature.
2. For a famity keeping a foster child, a camnplete application includes: child's name, income and adult

signature.
3. For_ail other_households, a camplete application Includes: child's name, househcld members, monthly income,

social security number of the primary wage earper or adult signing ihe application or the word "NONE™ if you
do not have one, and adult signature.

PRIVACY

fhe information ihat you send will be used to determine or prove yeur c¢hild's eligibility for free or reduced
meals. This information may also be used for free textbooks, workbooks and other school suppiles. Your name and
address nay be shared with the Department of Health and Human Resscurces to send you Medicaid infermation, If you
want free bocks, and cther scheol supplies or Medicaid information, check the blanks in Part 7 on the form.

PROOF OF |NCOME

tha information you provide may be checked by the scheel, camp, or center’s staff at any time during the schoof
year. You may be asked jo send information to prove your child is eligible to receive free and reduced meals.

REPORT ING CHANGES

You must repori to your chiid's school, center or camp:

. Any change in your incame of $50 per month or $600 per vyear;
2. Any changes in your heousehold size; and
3. When you no Jeonger receive food stamps or AFDC for your child.

FAIR HEARING

IF you do not 2agree with the decision on your child's application or the process used to prave income
eligibility, you may falk with scheol, center or camp officials. You have the right to a fair hearing which may
be arranged with the county superintendent, or center or camp director.

REAPPLICATION

You may appty for berefits any time during fhe school year. {f you should have a decresse in household inceme,
an increasa in househeld size, or become unemployed, i1} out an applicaticn at that time.

NOMDISCRIMINAT 10K

crlliidren who recaive free or reduced price meals are treated the same as children who pay for meals. No child

will be discriminated against because of race, sex, color, national origin, aga, or handicap in the operation of

the child Feedin? pragrams.  |f yeu believe you have been discriminated against, write to the Secratary of
Agricyliure, Washiagton, D.C. 20250,

Fo-30.3
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West virginia 2%305
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO:
{Name of Parent, Guardian or Adult Household Member)
(Address)
FROM:
{Name of School 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 1992-93 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) £ree textbocks, workbooks, and

instructional supplies, pending a request for verification.

Your application has been temporarlly approved 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 no longer eligible for free meals bhut
eligible for reduced price meals.

applicant(s) is/are eligible for E£free meals rather than
reduced price meals,

applicant(s) 1is/are no longer eligible for either free or
reduced price meals.

REASON FOR DENIAL OR CHANGE IN BENEFITS

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

’ You may apply or reapply for free or reduced meal beneflts at any time during the
school vear. 2Applications are available at the school, institution or center,
F - 30.4
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buring the year. if there is a change elther in yeour household’'s total income or
your household size, you should notify your scheel, institutieon or center. A
decrease in total income, an increase in family size, unemployment or temporary
lavoff may make your participant eligible for free or reduged price meals. Aall
neuseholds with participants whe are receiving free or reduced price meals must
notify the apprepriate official of any changes in household size or of any increase
in household income of over $50 per month.

The 4information you give in the application process will be used conly for the
purpose of establishing your participant's eligibility for free or reduced price
benefits or for free textbooks, workbooks and instructicnal supplies. The request
for Food Stamp, AFDC Case Number, S3SSI or Medlcald number dees not mean that your
benefits will be <changed. The number will be used only for eligibility
determinations.

1f your BApplication is deniled or if it is approved Eor reduced price benefits
rather than free and if you disagree with the decisicn, you may discuss this with
your school principal or institution or center director. 1€, after =such
digcussion, vyou wish Further review of the decision, you are entitied to a fair
hearing. A regquest for a hearing may be made either by letter or by telephone.
Please contact your county superintendent, or in the case of a private scheol, your
school director, or the sponsor of the child care center, home or ilnstitution.

Program benefiks and service are availlable to all participants, without regard.
race, color, sex., handicap, age or national origin. 1If you believe you have been
discriminated against because of race, color, national origin, age, sex or
handicap, write to the Secretary ©f Agriculture, Washington., D.C. 20250.

WVDE 43-10-20 Revised 5/92 2 0268q




ELIGIBILITY GUIDANCE
FOR
SCHOOL MEALS

Food and Nutrition Service
United States Department of Agriculture
August 1990
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INTRODUCTION

The Fecod and Nutrition Service of the U.S. Department of
Agriculture (USDA) is responsible at the Federal level for the
administration ©of the Naticnal Schoel Lunch Program, Schocl
Breakfast Program, Commeodlity School Program and Special Milk
Program. State agencies, usually State educaticnal agencies,
through agreements with USDA, administer the programs within
their respective States. Within each State, local school food
authorities enter into agreements with their State agency to
operate cne or more of the preograms in the school(s) under their
jurisdicticn. 1In agreeing to operate the programs, State
agencies and school food authorities agree to comply with the
applicable reglulations and instructiocns.

In addition to the regulations for operating the National Schocl
Lunch Pregram and Commodity School Program, 7 CFR Part 210, the
Schocol Breakfast Preogram, 7 .CFR Part 220, and the Special Milk
Program, 7 CFR Part 215, the USDA has established regulations (7
CFR Part 245) to carry out the intent of Congress that nutritiocus
meals or milk be available to all scheoelchildren regardless of
the household's ability to pay. This guidance sets forth
guidelines to assist school cofficials in determining a child's
eligibility £6F free  and reduced price meals in schecols that
participate in the Natiocnal Schocl Lunch Progran or the Commodity
School Pregram, and/or the School Breakfast Program and for free
milk in scheocls that participate in the Special Milk Program and
elect to serve free milk to eligible children.

This guidance is primarily directed tec State agencies and scheol
food authorities that operate pricing preograms in which free,
reduced price and paid reimbursement iz claimed for meals served
to eligible children under the National Schoel Lunch Progranm
and/cr Scheool Breakfast Program and to the few schools that serve
lunches under the Commodity School Program. Scheel food
authorities that participate in the Special Milk Preogram and that
have elected to serve free milX teo eligible children, MUST do so
under the same terms and conditicns as set forth for free meals,
except where noted.

All Programs o¢f the U.S. Department of Agriculture are available
to everyone without regard to race, color, rational origin, age,
sex or handicap. If anyone believes that they have been
discriminated against, they should write immediately to the
Secretary of Agriculture, washingten, D.C. 20250.

F - 30.5a
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OVERVIEW

211 schools participating in the federally-assisted NSLP, 837,
SMP or Commdédity School Program MUST make meals or milk
available to all children in attendance that wish to
participate in the program(s).

211l schools participating in the NSLP, SBP or Commcdity Schocl
Program MUST make free and reduced price meals available to
eligible children, and all schoeols participating in the free
milk option ©f the SMP MUST make free milk available to
e2ligikle children.

SAs and SFAs MUST provide free and reduced price benefits in
accordance with the provisions under 7 CFR Part 245 and
applicable FNS and Departmental regulations.

SAs MUST issue free and reduced price policy gquidance,
including prototype frée and reduced price policy statements,
to SFAs and any cother instructions mecessary to ensure that
SFas are aware of Federal and State requirements pertaining to
free and reduced price meals and free milk.

Fach SFA may adept all or parts of the free and reduced price
policy statement issued by the SA cr develop its own in
accordance with current program regulaticns (7 CFR Part 245).
If the SFA intends to develecp its cown peolicy statement, the SA
should be contacted for specific instructicns. To be eligible
te receive reimbursement for meals and milk served, each SFA
MUST have an approved policy statement on file at the SA by
Cctober 15. -

Oonce a SFA's policy statement i1s approved, the policy
statement is considered part of its SA-SFA agreement to
operate the preograms.

The specific peolicy statement requirements and a sample policy
statement are on pages 8z~-895.
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PUBLIC ANNOUNCEMENT ABOUT BENEFITS

Public (Media) Releasge

o}

At or near the start of schegl, an announcement to notify the

public of the availability of the NSLP, S8BP, SMP, and
Commodity Schocl Program and the eligibility criteria feor free
and reduced price meals and/or free milk MUST be provided to
the lozal news media, the emplovment cffice, and any major
emplovers who are contemplating large laveffs in the
attendance area of the schocl.

The public release MUST contain the same information supplied
in the Letter/Notice to Househclds (see page 3}, except =hat
the public release MUST contain both the free and reduced
price IEGs.

Any SA may assume responsibility for the public release for
any or all of its SFas. Such a provisicn MUST be included in
the free and reduced price policy statement which is attendant
Te the SA-SFA agreement. The free and reduced price policy
statement MUST specify the precise responsibilities the Sa
will assume, such as the dissemination of the public release
To the local media, employment office, ete. and the names of
the schools affected by the pelicy.

Copies of the public release MUST be made available upcn
request te any interested person.

A sample public release for free and reduced price meals is
included on page 10.

Letter/Notice to Househelds

Q

A letter or notice notifying households about the availabilizy
of the scheel nutriticon programs and about free and readuced
price benefits and an applicaticn form MUST be distributed at
er near the beginning of each school year te the householids of
children in attendance at the school.

The letter/notice should be sent to households of all
schoclchildren as early as possible in the school year so that
eligibility determinations may be made and free and reduced
price benefits provided as scon as possible.

New students enrelling in the SFA after the start of school

should be provided a letter/notice and application form when
they enrcll. _
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The letter/niotice MUST contain the folleowing information:

= In schoolg participating in the NSLP, SBP or Commodity
Schocl Program, the notice tec househelds MUST contain only
the reducéed price guidelines with an explanaticn that
househelds with incomes at or below the reduced price limits
are eligikle for either free or resduced price meals.

~ In schools participating in the SMP with the free milk
- opticn, the frese guldelines MUST be provided with the
application.

= In schools participating in the NSLP, SBP or Commodity
Scheoel Program andé zalso participating in the SMP with the
free milk opticon for their split-sessicn kindergarten
students, the notice to househclds with children in the
split-session kindergarten MUST contain the free milk
guidelines and the househclds of the other students MUST
contain the reduced 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 application is used in such school, both guidelines
MUST be included in the notice to households.

- Instructions on how a household may apply for free or
reduced price meals or for free milk for i1ts children.

- An explanation that an applicaticn for free or reduced price
benefits cannct be approved unless it ccntalns complete
eligibility information as specified on page 25.

- An explanation that households with children whe are members
of currently certified food stamp households or AFDC
assistance units may submit applications for these children
with the abbreviated informaticn described on page 5.

- An explanaticen that the information on the application may
be verified at any time during the schosl vear.

~ An explanaticn that (a) households receiving free or reduced
price benefits based cn income and household size
information, MUST notify schocl cofficials during the school
vear of any decreases in househcld size and any increases in
income of over $30 per month or $600 per year (or a lesser
amount i1f established by the SaA); and (k) households that
provide a fcod stamp or AFDC case number, in lieu of income
infermaticn, MUST notify the SFA of any termination of
certification for receipt of benefits for such children
under the Food Stamp or AFDC Programs and may complete
another application listing income information.
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. - A statement that a househcld may apply for benefits at anv
time during the school year, as circumstances change.

- A statement that children of parents or guardians who becore
unenployed may be eligible for free or reduced price meals
or for free milk during the pericd of unemployment.

~ 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 %o

_ include instructicns cn how to complete the appllcatlon for
a foester child. :

- The fellowing statements: "In the cperation of child feeding
programs, no child will be discriminated against because cf
race, sex, color, national origin, age or handicap:" and "IZf
you believe you have been discriminated against, you should
write immediately to the Secretary of Agriculture,
Washington, D.C. 20250."

- An explanation that a household may appeal the decisicn of
the SFA with respect to the application under the hearing
procedure described on page 85.

© The SFA sheuld include a confidentiality statement inferming
the households that the information they provide will be used
0 only for determining eligibility for meal or milk benefits and
verification of eligibility.

© Sample "Notice to Households" and application forms are on
pages 13-23.

Application Form Requirements

© An applicatjon form MUST accompany the letter/notice to
households. In general, unless the SA or SFA is obua1n1ng
information directly from the food stamp/AFDC office that
children are categorically eligible for benefits (see Direct
Certification on page 47) households MUST apply for benefits
for their children. The application forms provided to
households MUST meet the following requirements:

(1) The application MUST ke clear and simple in design:;

{2) The applicaticon MUST include clear instructions for
submission of a completed application.

(3) The application MUST request that the household provides
the fellowing:
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(4)

FOR FOOD STAMP/AFDC HCUSEEOLDS:

a.
k.

c.

Name of the child for whom application is made:
Food Stamp or AFDC case number for the child for
whom application is made;

Signature of an adult household member.

FOR OTHER HOUSEHOLDS (INCCOME EOUSEHOLDS)

a.
b.

d.

Names of all household members;

Amount <f income received by each member, the scurce
of the income and heow often the memker receives the
income;

Social security number cf either the parent cor
guardian who is the primary wage earner responsible
for the care of the child(ren) or the adult
household member who signs the application or an
indication that the household member does neot have
one;

Signature of an adult househeld member,.

The applicaticn form MUST contain:

.

The Privacy Act statement. The Privacy Act of 1974
requires any Federal, State, or lccal agency which
requests individuals to disclose their social
security numbers tc inform those individuals (1)
whether that disclosure is mandatory or voluntary,
(2) by what statutory or cother authority the number
is solicited and {3) what uses will ke made of it.
Additicnally, Cffice of Management and Budget
guidelines require that the Privacy Act statement
include an explanation about the conseguences of not
providing the number.

The foster child statement: "In certain cases
foster children are eligible for free or reduced
price meals or free milk regardless of your
household inceme. If you have such children living
with you and wish to apply for such meals or milk
for them, please contact us." In lieu of this
statement, the SFA may include on the form the
instructions on how to apply for a foster child.

A statement above the signature block to certify (1)
that the person signing is furnishing true
information and te advise that person that the
application is being made in ceconnection with the
receipt of Federal funds, (2) that school officials
may verify the information on the application and
(3) that deliberate misrepresentaticon ¢f the

5
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information may subject the applicant %o preossescution
under State and Federal statutes.

d. Additicnally, the SFA may wish teo include a
racial/ethnic identification guestion 1f the
application is the only scurce of this data.

When SAs and SFAs develop their own application fc accommedate
mere than cne child in the heousehold, a multi-child
applicaticn, the applicaticon MUST previde space for
identifying each child separately as a member of a food stamp
household or AFDC assistancs unit. This is necessary becauss
cf the possibility of "mixed" households in which scme
children may be part of a food stanmp heousehold or AFDC
assistance unit and scme may net. Those children who are par:
of the feceod stamp household cr AFDC assistance unit MUST be
given the cppertunity te arply under categorical eligibility
criteria. -However, to establish =2ligibility for these
cnildren i the household who are nct categorically eligibkle,
all household names and househcld income informaticon,
including the amount ¢f any AFDC assistance that is received,
MUST also be provided on the application.

Schools using the multi-child applicatien should reguire th
heusehold to submit a separate apnllcatlon for each foster
child.

This guidance includes two protetype applicaticons for neal
benefits: cne is designed for one child per applicaticn; the
cther is for mere than one child per application. A sample
application for free milk is alsc included. By substituting
the appropriate reference to free milk for free and reduced
price meals, the multi-child appllcatlon for meal benefits may
be used in SFAs participating in the SMP and wishing tc use a
nulti-child application.
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’ PROCESSING OF APPLICATIONS

ree and Reduced Price Reimbursement

o The BFA or &chool MUST have a valid application on file for
each child served a meal or milk meeting program requirements
and which is claimed for rFederal reimbursemsnt at the free or
reduced price rate. A valid applicatien is one which is
complete and has been correctly approved for free cor reduced
price benefits.

o The only exception is for RCCIs which may document eligibility
by other means. For more information on this process, SFAs
should contact their SA.

Benefits Prior to Processing Applications

¢ Pricr to processing applications for the scheool year, the SFA
may claim and be reimbursed for free and reduced price meals
or free milk served to (a) children from households with
approved applications on file from the previcus year; (k) new
children in a SFA from households with children who were
approved for benefits the previous year; and (c) previocusly
. approved children who transfer from one schecl te another

‘ under the jurisdicticn of the same SFA. If the applications
are not centrally maintained, both the sending and the
receiving school MUST maintain a2 copy of the transfer
student's application. Applications from the pricr year may
only be used for the children represented by these
applications. A child's categorical eligibility may not be
extended to.a sibling.

© Prior to preocessing applications for the school year, SFAs
cannet claim or be reimbursed for free and reduced price meals
or free milk served to new children who are not part of
households approved the previcus year or to children who
transfer between schools under the jurisdiction of different
SFAs unless the receiving school obtains a copy of the prior
year's application. Therefore, local school officials are
encouraged to expedite eligibility determinations for all such
-new enrollees,

© Pricr year's applications are neot valld after Octcber 15, or
as cotherwise specified by the SA.

Application Processing Timeframe

o Applicaticns should be reviewed and an eligibility
determination made within 10 working davs of the receipt of
. the application. Whenever possible, applications should be

24
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processed immediately, particularly for new students whe do
not have approved applicaticons cn file from the previous year.

Eligibility Criteria

@]

For a child to be eligible for free or reduced price benefits,
the hcusehcld MUST submit a complete applicaticn and be either
categeorically eligibkble cor income eligikble.

- Complete Zpplicatien - An applicaticon that centains all
_reguired infermaticn for making an eligibility determination
as discussed below.

- Categorical Fligibilitv - A child for whem food stamps/AFDC
is received is automatically eligible for free meals or milk
when the household submits a2 complete applicaticn as
indicated below.

- Income Eligibility - A child from a household that submits a
complete gpplication and the sum of the reported income for
the househeold is at or below the eligibility limits stated
in the IEGs is eligible for either free or reduced price
benefits, as applicable.

The determining official MUST review each incoming application
to ensure that the household submitted a complete applicaticn.
If the application is complete, the cfficial MUST then
determine whether the househcld 1s categorically eligible cr
income eligible for benefits.

U.S. citizenship is pot a condition of eligibkility for free
and reduced price benefits. SFAs MUST aprly the sama
eligibility criteria for citizens and non-citizens.

Complete 2Application

<

A complete application MUST include all the following required
information before the determining official can make an
eligibility determination:

ired information <o

¢ For foeod stamp/ATDC househeolds = Re

determine categorical eligibilitv:

1. Name of the child,
2. The child's food stamp or AFDC case number, and
3, Sigriature of an adult housshold member.

o For non-food stamp/non-AFDZ households - Recuired
informatisdh to determine income eligibility:

1. Names of a2l]l hcuseheld members including the child for
whon application is made;

25
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Z. Social security number of either the adult who signs the
application or the primary wage earner or an Iindicaticn
that the household member does not have a social security
numper; .

3. The current amcunt of income received by esach household
memker identified by the individual who receives it, *+he
scurce c©f the income, such as wages, welfare, alimony,
and how often the individual receives it, such as weekly,
every two weeks, monthly, etc; and

4. Signattre of an adult hcouseheold member.

o For fostsyr children - Recuired information to determine
income eligibility:

1. Name of the child,
Z. Child's personal inccme, and
3. Signature of an acdult household member.

© For children from mixed households:

If a child is not a member of a food stamp househeold or an
AFDC assistance unit, but resides in a larger household with
other children who are fcecd stamp or AFDC recipients, the
application for that child MUST include all information to
establish income eligikility for that child; i.e., the nanes
©f all household members, the soclal security number of
either the adult who signs the application cr the parent or
guardian who is the primary wage earner respcnsible for the
care of the child ¢r an indication that the househeold member
dces not have a social security number, the amount <of income
received by each household member identified by the
individual whe receives it, the scurce (including the amount
of any AFDC or other welfare grant), how often it is
received, and the signature cf an adult hcusehold member.
Food stamp benefits are nct counted as income. When the SFA
uses a multi-child application, the application would
include both the food stamp/AFDC case number({s) for the
child(ren) who are categeorically eligible and the household
size/income informaticon for the income eligikle child{ren).

The SFa MUST not delay approval cf the application if .the
household fails to provide any ncnrequired informaticon, for
example, the household does not complete the racial/ethnic
identity question.

Cecmputation of Current Income

C

Households MUST provide the amount of income received,
identified by the individual who received it, where it comes
from, such as wages, welfare, etc, and how often it is

received. It is the responsibility of the determining
2¢&
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cfficial to compute the nousehcld's total current income and
compare the total amount to the TTGs.

When housenhclds repert incomes for different time periods
(e.g., one monthly, one biweekly, one weekly), the determining
official should convert all listed income amounts to a common
equivalent, such as a monthly egquivalent, and total the sums
to determine total household inceme. The official MUST then
compare this figure and the househocld size to the IEGs and
determine the eligibility of the household.

To compute monthly inccome:

Every Week: Multiply the total gross income by 4.23.
Every Two Weeks: Multiply the total gross income by 2.15.

Twice a Month: Multiply the total gress income by 2.

To compute #nnual income:
Every Week: Multiply the total gross inccme by 52.

Every Twc Weeks: Multiply the total gress income by 25.

Twice a Month: Multiply the tctal gross income by 24.

2rplication Approval or Deanial

o]

Households that submit a complete application which includes a
valid food stamp or AFDC case number for the child for whom
applicaticn is made MUST be approved for free benefits.

- School officials should centact local Food Stamp and AFDC
officials if there is any doubt concerning the validity cof =z
case number.

Households that submit a complete applicatien indicating that
total househeld income is at or below the income limits for
free or reduced price benefits MUST be approved for free or
reduced price benefits, as appropriate.

Households that submit an incemplete application cannot be
approved. If any reguired infermation is missing, the
information MUST be cbtained before an eligibility
determinaticon can ke made.

- Te get the reguired information, the school may return the
applicaticn to the household or contact the househcld either -
by phene or in writing. The determining official should
document the details of the ceontact, and date and initial
the entry. Exception: if the application is missing the

27
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signature of an adult househeold member, the application MUST
be returned to the household. In signing the application,
the household member is certifyving that the information on
the appllication is true and correct.

- Every reasonable effort should be made to cbtain the missing
required information prior tec denying the applicatiocn.

Ecouseheolds that are not categorically eligible cor incone
eligible ca&nnot be approved for benefits.

If there zrée inconsistencies or any guestions concerning the
required eligibility infermation provided, the household's
applicaticn MUST be denied, unless the inconsistencies or
questions are resolved (for instance, 1if it is unclear whether.
the household provided weekly or biweekly inceome). The ‘
official may contact the household pricr to denial, document
the details of the contact, and date and initial the entry.

Temporary Approval

<

When a household reports zero income or a tempcrary reduction
in iIncome, eligibility MUST ke determined based cn 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 tTemporary aprroval may vary depending on
the household's circumstances. For example, the primary wage
earner expects to return te work in 2 weeks. In gensral, a
suggested time limit for temporary approval is 45 calendar
days, unless otherwise stipulated by the SA. At the end of
the approval pericd, the school should contact the household
to determine if the household circumstances have changed. If
there has been no change, the schocl shcould document the
contact and extend the temporary appreval. If the household
circumstance&s have changed, the scheccl shcould send a new
application to the household so that they may reapply for
benefits. Exception: Zero income on an applicaticn for a
foster child or institutionalized child is acceptable and nay
be approved for the school yvear.

Eligible children shculd receive temporary approval in the
follewing tv¥pes of economic situations:

- Temporary lavecffs,

- Strikes (veoluntary work stoprage),

- Temporary receipt of public assistance (in cases where the
applicaticn specifies receipt of public assistance for a
limited time),

- Zero income, for whatever reascn {except foster children and
instituticnalized children),

- Temporary disability.
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Households That Fail to Apply

o

Local officials may complete an applicaticon for a student
known to be eligible if the househecld fails to apply.

When exercising this option, the school official MUST complete
an applicaticn ¢on behalf of the student bassed on the best
househeld size and income infcrmaticon available and make an
eligibility determination. The source of the information MUST
be noted on the application. 2 household social security
number, household names, and signature of an adult household
member need not ke secured. These applications should be
excluded from verification. However, the heousehold MUST be
notified that the student has been certified and is receiving
free or reduced 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 children.

Netification of the Eligibility Determipation

=]

O.

o]

All households MUST ke notified of their eligibility status.

Househeolds denied benefits MUST be given written notification
of the denial. The notificaticn MUST advise the househeold of:

- The reason for the denial of benefits;

- The right to appeal:

- Instructicns cn how to appeal; and

~ A statement that households may reapply for free and reduced
price benefits at any time during the school vear.

A sample notificaticn letter is on page 36.

Changes in Household Circumstances

=}

If approval for benefits was based on income and household
size, the household MUST report increases in income of over
$50 per month or $500 per vear and any decreases in househcld
Size. When a household reports such changes, the SFA MUST
review the information, make any appreopriate change in
eligibility and notify the household.

If approval was based on receipt of food stamp or AFDC
benefits, the household MUST report when it no longer receives
benefits for the child. A household reporting such a change
and wishing to continue benefits for the child MUST complete a
new application and provide household size/incorme eligibility
infermation, as well as a social security number for either
the adult househcld member whe signs the application or that

29
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‘ of the primary wage earner responsible for the care of the
child. The determining official MUST review the information,
make an eligibkility determination and notify the household of
the determinatien.

Appeals

o 2 household may appeal the denial of benefits or the level of
benefits for which they have been approved. Wwhen a household
reguests an appeal, the hearing procedures ocutlined in the
STA's free and reduced price peclicy statement MUST be
fcllowed. Hearing requirements are described in the prototype
policy statement con page 85.

Recerdkeeping

© All free and reduced price applications, including
applicaticns frem househelds 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, except
that if audit findings have not been resclved, the )
applications MUST be maintained as long as reguired for
resolution of the issues raised by the audit.

© For applicatiens from househeclds apprecved for benefits, the

’ determining cfficial shoculd indicate the date each
application is approved, and the level of benefit for which
each child is approved, and sign or initial the application.

© For applicaticns from househclds denied benefits, the
determining  official MUST identify and retain on file the
reasons for the denial. Records should alsc include the date
©f the denial, the date the denial notice is sent and the name
©of the determining official. These may be noted directly on
the application.

© For changes_in application status, determining officials
should note 'the change and the date of the change on the
application and on any rosters used. When a child transfers
tc another scheool within the same schoel food authority, a
copy ¢f the application MUST be retained at both the sending
and receiving schocols and the date of the transfer neoted.

30
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INCOME ELIGIBILITY

General

To determine income eligibility for benefits, school cofficials

MUST compare ithe household size and the total househeld income to -
the IEGs. Schocl cfficials may be asked by households for

guidance on who to include as a household member or what to

include as income on the application for benefits. Although

school officials may have to use their own discretion in some

instances, the following guidelines are intended to provide

assistance in answering gquesticns freom housenolds and in making

income eligibility determinations.

General Guidelines for Determining Household Size

o Heugehold (Family) - A group of related or unrelated
individuals who are not resicdents of an institution or

boarding house, but whe are living as one economic unit.

© Ecopomic Unit - A group of related or unrelated pecple who
share housing and/or all significant income and expenses of
its members. Generally, individuals residing in the same
house are an economic unit. Hewever, more than one economic
unit may reside together in the same house. Separate
eccenemic units in the same house are characterized by
preorating ¢f expenses and economic independence from one
another,

© Ecusehold ¢f Cne - A cne-perseon household. This term
applies t¢ an emancipated student living alcne or as a
separate eccnomic unit, a foster child, and an
instituticnalized child.

Special Situatisng

¢ Adopted Child - An adopted child for whom a househeld has
accepted legal responsibility is considered tc be a nmember
e¢f that household.

© Child Attending an Institution - A child whe attends but B

does not reside in an institution is ceonsidered a member of
the househecld in which he/she resides. .-

© child Away at School - A child who is temporarily away at
school (e.g., attending boarding schecl or ccllege) should
be counted as a member of the housshold.

o €hild Living with One Parent, Relative, or Friends - In
cases where no specific welfare agency or court is legally
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responsible for the child, or where the child is living with
one parent, other relatives or friends of the family, the
child is considered tc be a member of the household with
whom he/she resides. Children of divorced or separated
parents are generally part ¢f the househeold which has
custedy.

© Emancipated Child - A child determined to be emancipated kv
the State and living alone or as a separate economic unit is
ceonsidered a household of one. In scome cases, an
-emancipated child may be living with relatives or friends,
none of which are adults. If the househeld is one economic
unit, all income and househcld members MUST be included to
determine eligibility. Age is not a factor in defining an
emancipated c¢child.

c Foreign Exchange Student - A foreign exchange student is

considered a member of the househcld in which he/she
resides, i.e., the household hosting the student.

© Fosgter Child - A foster child is a child whe is living with

a hecusehcld but who remains the legal responsibility of the
welfare agency or court. Such z child is considered a

household cf cne.

© Institutionaljzed child - An institutionalized child is a
child who resides in a residential-type facility which the
State has determined is not a boarding school. Such a child
is ccnsidered a househeold of one.

o Jeint Custody - In cases where joint custedy has been
awarded and the child physically changes residence, the
child is part of the housenhcld where he/she resides.
Therefeore, the child's eligibility could change monthly,
weekly or even daily depending on the rotating time periods
at each househcld. The SFA must develop a mechanism to
ensure that the child receives the benefits to which the
child is entitled duing periecds of eligibkbility.

© Family Members living Apart - Family members living apart on
a temperary basis are ceonsidered hcusehold members. Family
members living coverseas or not living with the househcid for
an extended pericd of time are neot considered members of the
household for purposes of determining eligibility, but any
money made available by them or on their behalf for the
heuseheld is included as income to the household.

General Guidelines for Determining Eousehold Income

© Reportable Income - Income is any money received on a
recurring basis, including gross earned income, unless
specifically excluded by legislation. Specifically, gross
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garned income means all money earned befere such deductions
as inceome taxes, employee's social security taxes, insurance
premiums, and bonds. Income includes the following:

- Earnings from work:

Wages; salaries, tips, commissions, net income from self-
owned businesses and farms, strike benefits, unemplovment
compensaticn, workers' compensation.

- Welfares/Child Suppeort/Alimen o
Puklic assistance payments/welfare payments (AFDC, Aid +to
Dependent Children (ADC), General Assistance, General
Relief, etc.); alimeny or child support payments:; BUT NOT
FOOD STAMP BENEFITS.

Payments from Pensions, Retirements, Social Securit
Pensions, retirement income, sccial security,
supplemental security inceme, and veteran's payments.

- Any Other Income:

Rental inccme:; annuities: royalties; disakility benefits; .
interest; dividend income; cash withdrawn from savings;
income from estates, trusts, investments; regular
contributicens from persons not living in the household;
and any cther money that may be available to pay for the
child{ren)'s neals.

Current Income

© Household's MUST report current income on a free and reduced

price application.

Current income means income received by the household during
the menth priocr to application. If this inceme is higher or
lower than usual and deoes not fairly or accurately represent
the household's actual circumstances, the household may
project its annual income based on the guidelines identified
below.

Special sSituations

o Proijected Income for Seasonal Workers and Others - Seasonal

workers, such as migrants, and others whose incomes
fluctuate usually earn more money in some meonths than in
other menths. Consequently, the previous month's income
will commonly distert the household's actual circumstances.
In these situaticns, the household may preject its annual
rate of inceme and report this amount as its current inccme.
If the pricr year's income provides an accurate reflection
cf the household's current annual rate of inceme, the prior

year may be used as a basis for the projected annual rate of

income.
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o Income for the Self-Fmpleyved - Szlf-employed persons may use

last

vear'

vear's_income as a basis to project their current
s net income, unless their current net income provides

a more accurate measure.

- Self-emploved persons are credited with net income rather
than gross inceome as described here. Net income for
self-ermployment is determined by subtracting business
expenses from greoss recelipts.

Gross receipts include the total income from geoods sold
or services rendered by the business.

Deductible business expenses include the cost of goods
purchased, rent, utilities, depreciaticn charges, wages
and salaries paid, and business taxes (not perscnal
Faderdl, State or local income taxes).

Non-deductible business expenses include the value of
saleable merchandise usesd by the proprieters of retail
businesses.

~ Net income for self-employed farmers 1s figured by

subtracting the farmer's operating expenses frcm the
gross recelipts.

Gross Tecelpts include +the value of all precducts sold,
money recelved from the rental of farm land, buildings
cr equipment to others, and incidental receipts from
the sale of items such as wood, sand, cor gravel,

Cperating expenses include cost of feed, fertilizer,
seed and other farming supplies; cash wages paid to
farmhands; depreciation charges; cash rent:; interest cn
farm mortgages; farm bullding repairs; and farm taxes
{but nect local, State and Federal inccme taxes).

o Income from Wages and Self-Employment - For a housshold with
income from wages and sélf-emplcoyment, each amount MUST be
listed separately. When there is a husiness lgoss, income

from wages may not be reduced by the amount of the business

loss.

If income from self-employment is negative, it should

be listed a5 zero income.
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© ZIncome Fxclusions - Income not to be reported Oor countsd as
income in the determination of a household's eligibility fer
free and reduced price benefits includes:

- Any cash income or wvalue of benefits a househeld receives
from any Federal program that excludes such income by
legislative prechibition, such as the value of food stanps
provided urnder the Food Stamp Program; (See page 43 for
complete list) ' : -

a

- Student financial assistance provided for the costs of
attendance at an educaticnal institution, such az grants and
scholarships, awarded to meet educaticnal expenses and not
available tc pay for meals:; )

- Loamns, such as bank loans, since these funds are only
temporarily available and MUST be repaid:

-~ The wvalue <¢f in-kind compensation, such as military on-base
housing or any other non-cash benefit; and

-~ Occagienal .earrings received on an irregular basis; i.e.,
not recurring, such as payment for occasiocnal babysitting or
nowing lawrs.

Special situations

© Military Benefits -~ Military benefits received in cash, such
as housing allowances for military households living off-
base and food or clothing allowances, MUST be considered as
income. An in-kind benefit, such as on-base housing, is noct

counted.

o Foster child's Income - Only the child's inceome is
considered for eligibility purposes. The child's income
includes: .

- Funds provided by the welfare agency which are
specifically identified by category for the persocnal uss
of the ¢hild, such as for clothing, school fees and
allowances. 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 therapeutic needs are not considered as
income. Where welfare funds cannot be identified by
category, no portion of the provided funds is considered

as income.

- Other funds received by the child, including any income
the child earns feor full-time or regular part-time
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employment, and money provided by the child's family for
persconal use.

Institutionalized Childts Income - Payments from any source .
directly received by the instituticn con a child's behall are .
not considered as income to the child. ©Only the income a :
child earns from full-time or regular part-time employment Co-
and/or personally receives while in residence at the

institution is. censidered as inconme.

.Child's Income - The earnings of a child whe is a full-time
or regular part-time employee MUST be listed on the
application as income. However, cccasional earnhings, such
as income from cccasional babysitting or mowing lawns,
should not be listed on the applicaticn as income.

Alimony and child Support - Any mcney received by a

household in the form of alimeony or child suppert is
considered as income to the receiving househeld. However,
any money paid ocut for alimeny or child suppert may not be
deducted from that househeld's reported gross income.

Lump Sum Payments - Lump sum pavments or large cash
settlements are not counted as income singce they are not
received on a regular basis. These funds may ke provided as
compensaticn for a loss that MUST be replaced, such as
payment froch an insurance ccmpany for fire damage to a
house, cor they may be payments from lettery or cother
winnings. When lump sum payments are put intc a savings
account and the househeld regularly draws from that account
for living expenses, the amount withdrawn is cocunted as
income.

garnished Wages and Bankruptey - Inccme is the gross income
received by a household befores deductions. In the case of

garnished wages and income ordered to be used in a specified
manner, the-total gross income MUST be considered regardless
of whatever .porticns are garnished or used to pay creditors.
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CATEGORICAL ELIGIBILITY

Arplication Reguirement

c A chiid from a household currently certified to receive food

stamps or from an AFDC assistance unit is categorically
eligible £f&r free benefits.

SFAs MUST provide a househcld applying for free and reduced

" price meals for their child the opportunity to indicate on

the application that the child is categorically eligible for
free benefizts.

When a household submits a complete application that
contains the name of the child, a current food stamp/AFDC
case number and the applicaticn contains an adult signature,
the determining official MUST approve the child for free
meals or free milk, as applicable. No further application
informaticon 1s recuired.

Direct Certification

o A recent legislative provisicn now allows the SFA to

determine a child as eligible for free meals or free milk
based on infcrmation obtained directly from the State or
local agendy responsible for the administration of the Food
Stamp Pregram or AFDC Program that a child is a member of a
household Turrently certified tc rescsive food stamps or an
assistance unit currently certified to receive AFDC
benefits. .

Schocl fo£d autheorities MUST have State agency approval, and
State agencies MUST ensure that schoocl food authorities!
plans inclide the following:

(1) Documentation for those children certified as eligikle
by direct certificaticn which includes a list of names
of children from househeolds 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, which will
match the names on the list with the names of the
children attending schools in the schoeol feood
authority; the signature of the responsible cfficial
certifving that the children are members of households
currently certified to receive food stamps or AFDC: and
the date.
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(2) A notice to househelds advising thew that their
children are eligible for free neals or free milk, as
appropriate and that no further application is
required; that the household should notify the school
if they do not want their children to receive free
benefits; and that the nhousehold MUST nctify the school
when they are no longer certified to receive food
stamps or AFDC.

(3) The digtribution of letters/notices and applications to
households cf all children at the beginning of the
school year to prevent overt identification and to
ensure—that no child ig inadvertently excluded from
participatien. The letter/noctice MUST advise that
households currently certified to receive food stamps
or AFDC for their children will be notified of their
eligibility and their children will be provided free
benefits, unless househclds notify the school that they
decline benefits; and that food stamp and AFDC
households should not submit an application unless they
are not notified of their eligikility by a specified
date, as determined by the school.

© State agencies and school food authorities should be aware
that while compliance with the above requirements is
sufficient for Scheoocl Year 1890-1981, procedures for School
Year 19%91-19%2 may change as a result of the regulation
comment process. o
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VERIFICATION OF ELIGIBILITY FOR SCHOOL MEALS

Definitien

Verificetion is confirmation of eligiblility for free and reduced
price meals under the Natiocnal Scheool Lunch Program or School
Breakfast Progran. Verification MUST include either

confirmation of incone eligibility or confirmation that the child
is included in & currently certified focod stamp housenold or AFDC
zssistance unit? At State or local discreticn, verification nmay
alsc include ccorfirmation of any other infcrmation on the
application which is recquired as a condition of eligibil ity.

Exemptions from Verification
o Verification efforts are not reguired in:

- RCCIs, exceépt for applicaticns for any day students
attending the institution:

- schools in~which FNS has approved special cash assistance
claims based on eccocnomic statistics regarding per capita
income, i.e., Puerte Rico and the Virgin Islands;

- schools in which all children are served with no separate
charge for food service and nc special cash assistance 1is
claimed, i.e., nonpricing programs claiming only the paid
rate of reimbursement; and

- schools participating in the Special Milk Program. (Note:
Schools may choose not to count applications for children in
split-session kindergarten programs participating in the
Special MilX Program in meal program schools when
determining the verification sample size.)

- SFAs in which all scheols participate in the Special
Assistance Certificatieon and Reimbursement Alternatives
except in those vyears in which applicaticns are taken for
all children in attendance.

General Requirements , o

o Annually, each SFa MUST select and verify a sample of .
applications approved for penefits, unless the SA assunmes
responsibility for verificaticn or the SFA is otherwise exempt
from the verificaticn reguirement.

o SFAs MUST use either a "random'" sampling methed or "focused
sampling method to select applications to be verified. {The
S2 may reguire all its SFAs teo do either random or focused
sampling.) °

o The regquired sample size is based con (1) the total number of
approved applications on file on Octokber 31 and on (2] whether
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. the SFA emplo¥s random or focused sampling for selecting the
applications o be verified.

~ Under randofl sampling the SFA MUST verify a minimum of the
lesser of 3_percent or 3000 cof the total number of approved
applicationg, selected randomly.

- Under focusad sampling, the SFA MUST verify a minimum of {1}
the lesser of 1 percent or 1,000 cf the total number cf
approved applications, selected from applications with total

- household ihcome within 3100 meonthly or $1200 annually of
the IEGs for free and reduced price meals; BLUS (2) the
lesser of .5 percent {(cne half of 1 percent) or 3500 of the
total number of applications that were approved based on
categorical eligibility, selected frcm applications with a
food stamp cr AFDC number.

© The SFA MUST complete verification ¢f the minimum recuired
sample size by December 15. Completien of verification is
discussed further on page 60.

o. Verification MUST take place after the application has been
approved even when the SFA reguires hcousehclds to submit
deocumentaticn of eligibility with the application.

. Inmplementation

o Although the reguired samrle size under both random and
focused sampling is based on the number of approved
applications on file on Octocber 31, SFAs may begin
verification prior to this date. SFAs may, based on
experience, project the number of approved applicaticns th
they anticipate will be on file on COctober 31. However, t
SFA MUST compare this estimate with the actual number of
applications ©n file off Octeocker 31 and increase the sample
size if the toétal number of approved applicaticns on file
exceeds the estimate.

at
he

¢ SFAs may verify more than the required nminimum sample, up to
10C percent of all approved applications, as long as the
selection of Epplications does not invelve discriminatiocn
against anyone on the basis of race, ceolor, naticnal origin,
age, sex or handicap. The SFA has an obligation to verify alil
questionable applicaticons. '

© The SFA MUST complete the verification process for all
households that have been notified of their selecticn for
verification @nd have been asked toc submit verification
information. For example, the SFA cannct select 5 percent of
the applications on file and notify those households of their
. selection with the hopes of getting 2 percent to respond to
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fulfill the verification regquirement. The SFA MUST followup
with any household notified of their selection.

©c SAs that are assuming the verification responsibility for any
or all of its SFAs may use a method cother than random or
focused selection.

© When calculating gsample sizes, round all fractions or deecimals
upward to the nearest whele number.

Random Sampling

© Under the random sampling hethed, each application MUST have
an egqual chance c¢f bkbeing selected.

¢ Reguired Rander Sample Size and Selection

= The minimnum required sample size is 3 percent or 3000,
whichever is less, of all approved applications on file on

Octcocber 31.

o Calculation &hd selecticon of the minimum reguired number of
applications "in the SFA to verify under randem sampling:

Step 1.

Step 2.

Step 3.

Count the tectal number of approved applicaticns on file
on Cctober 21. Multiply the total by .03. Round
decimals upward. At least one application MUST be
verified.

e.g. 300 applicaticns ¥ .03 = ¢ applications.

Compare the result in Step 1 to 32,000. The sample size
is the lesser number.

e.g. In_this example, 9 applications MUST be verified to
neet the reguired sample size.

Randonly select the required number of applicaticns.

{1) A selection interval may be used. This can be
accomprlished by dividing the total number of approved
applicaticns on £ile in the SFA by the sample size to
determine the selection interval (if there are 300
applications cn £ille and 9 are reguired to be verified,
divide 300 by 9 = 23.3. In this case, the selection
interval is 33. Number all the applications. Randonrly
select an application from the total appreoved, and then
choose every 33rd applicaticn until ¢ applications have
been selected.
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{2) Another random method cf selection would be to put
all the applicatiens in a container and draw the reguired
nunber of applications.

Focused Sampling

0 A ninimum reguired percentage or number of applications

approved based on income eligibilitv MUST be selected for
verification AND a2 minimum recuired percentage or number of

applications approved based on categorical elicgibility MUST ba
selected for Ferification.

© Required Focused Sample Size and Selection of Applications

For applica¥icns azpproved based on income information:

1 percent of the itotal number of all approved applications
in the 8Fa or 1000 applications, whichever is less (the
calculation includes applications approved based on income
eligibility and those approved based on categorical
eligikility);

Select the 1 percent from applications that were approved
based on housenold size/income information and that indicate
total household income within $100 (81200 yearly) cof the
income eligibility guidelines:

AND

For arplications zpproved based on catecorical eligibility:

.5 percent o©f the total number of applicaticns in the SFA
approved based on categorical eligibility or 500
aprplicatiorns, whichever is less;

Select the =5 percent from the applications approved based
on categorical eligibility

© The calculation cf the minimum regquired number of applicaticns
with income infeormation and the minimum number of applications
with AFDC/fodd stamp case numbers that MUST be verified in the
SFA under focused sampling follows:

Step

1. To determine the number of applicaticons with income

information that MUST be verified, count the total number
of approved applications cn file on October 31. Multiply
this number by 1 percent, round any decimals up.

e.g., 50-applications with income information plus 250
applications with fcod stamp/AFDC case numbers = 300
total applications % .01 = 3 applications.
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Step

Step

Step

Compare Xhe result in Step 1 to 1,000. The reguirad
number of applicaticns with income information to verify
is the lesser number. In this case, 2 applications
approved based con income eligibility MUST be verified:

To deterfWine the number of applications with food
stamp/AFDC case numbers that MUST be verified, count the
number that were apprcved based on categorical
eligipility. Multiply this number by .003, round any
decimals up:

e€.9., 250 applications with Fcod stamp/AFDC case numbers
X 005 =21.25 = 2 applications.

Compare The result in Step 3 to 500. The required number
of applications with a food stamp/AFDC case number to
verify is the lesser number. In this example, 2
applications approved based on categeorical eligibility
MUST be Verified.

. Separate _the applicaticns into two groups: {1) the

categorically eligible applicants that provided an AFDC
or food Stamp case number; and (2) the applicants that
were appreved on the basis of income infermaticn.

From the group that repertsed income ;nfornat*on, saleact
the reguired sample size (as determined in Step 2) from
appllcat;cns with monthly incomes within $100 or annual
income within $1,200 cf the income eligibility limits.

If there_are mere applications with menthly income within
these limits than needed tc meet the rinimum samplie size,
select the sample using any method that is equitable and
ensures that the same hcouseholds will not be selected
year after vear.

If there ‘are not enough applicaticns within the limits to -
meet the recquired minimum sample size, complete the

sample using those applications with monthly income

clesest to the eligibility levels.

If. the total number of applications contalnlng income
information is smaller than the required minimum sample
51ze, verify all applications approved on the basis of
income information.

From the categorically eligible group, select the sample
using any method that is eguitable and ensures that the
sarme household i1s not selected each vear.

© A minimun of one categorically eligible application and one
income application MUST be verified.
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verification at the Time of Application

© SFAis may reguire households to provide information to verify
eligibility for free and reduced price benefits at the time of
application. Schools electing this option are cauticned that
they MUST NOT allow verification efforts toc delay the approva:l
of applications; nor can schools disapprove applicaticons based
on information submitted for verification. If an applicaticn
is complete &and indicates that the child is eligible for free
or reduced price benefits, the application MUST be approved.
Only after the determination of eligibility has been made can
the school begin the verification process. Scheels electing
this cption MUST observe the following procedures:

1. Notice to Househeld ~ Include in the notice teo the
houseshold a statement that, although the initial eligibility
determination will be based solely on the application,
households are required to submit verificaticn of eligikility
infermation with the application.

2. Determination of Eligibility - As applicaticns are
returned, review each application te determine household
eligibility based on the submission of a ccocmplete application.
Households MUST be informed of this initial determination of
eligibility. Lack of verificaticn information or submission

' of verification information that does not suppert the content
of the application MUST NOT affect the initial determination
of eligibility.

3. Review cof Verification Documentation and Notice of Adverse
Acticn - Any household which fails to submit regquested

verification information by the date specified by the SFA or
which submits verification infeormaticn which doss not suppor
the initial determinaticn of eligibility, MUST be sent a
notice of adverse action. This nctice MUST include all the
required items in the standard termination/reduction notice,
including giving the househeold 10 days advance notice of the
termination or reduction of their benefits. (Note: This step
may be .combined with Step 2 so that the notice of initial
approval and notice of adverse action are combined in a singlse
ietter.) N

© Once househclds have been notified of selection and ragquested
to previde income documentation, the SFA MUST ceomplete the
verificaticn process for such househelds. Verification
efforts should be completed within a reascnable time.

Heusehold Notification of Selectien for Verification

© When a household is selected for verificaticn and is recuired
. by the SFA to submit documents or other forms of evidence to
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document eligikility, the househcld MUST be sent a
notice/letter informing them of their =zelecticen and c¢f the
types of infcimaticon acceptable to the SFA (ses pages £68-71).
The letter/notice MUST inciude the following:

1. That the household has been selected for verification:

2. That the nousehold MUST provide the social security
number Zor each adult househcld member cr indicate that a
househecld member does not possess one;

3. 2 Privady Act statement (See page 3 for the Privacy Act
requirements) ;

The types of acceptable information that may be provided
te confirm current income, including pay stubs, award
letters from welfare departments, social security, and
support payment decrees from courts (See page 71 for an
example) ;

N

5. That thé household MUST submit documentation of income
received during the mest recent menth that is available.
If this amcocunt is not representative, the household
should Zontact the SFA for assistance in determining
acceptable documentation;

&. That the household may provide proof that the child is a
member of a currently certified food stamp/AFDC housenold
instead_cf providing income informatich and sccial
security numbers cof adult household members:

7. That information MUST be provided bv a date as specified
by the 8FA and that failure to do so will result in
terminaticon cf benefits; and

8. The name_.and telephone number of a school cfficizl who
can answer guestions and provide assistance.

When the SFA Uses agency records (see page 56 "Agency
Records") to verify eligibility, the letter/notice of
seiection is QT recuired, since the housshold will not have
to provide documents and househcld cooperation will neot be

necessary.
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Verification Methods

© Written Evidence - Written evidence is the primary source of
eligibility cenfirmation for all hcusehelds including food
stamp and AFDC households.

- Written Evidence is most often pay stubs from emplovers or
award letters from welfare departnments or other government
agencies submitted by the househecld teo the verifying

-officials &s confirmation of eligibility.

- Acceptable written evidence contains the name cf the
househeold member, amcunt of income received, freguency
received and the date.

o gCollateral Contacts - A collateral contact is a person ocutsicde
of the household wheo is Xnowledgeable abcut the househcold's
circumstances and can give cenfirmation of a household's
income cor fosd stamp/AFDC status.

- Collateral Tontacts include employers, social service
agencies, migrant workers' agencies, and religious or civic
organizaticns.

. - The verifying cfficial should reguest a ccllateral centact
only in cases when the househcld has ncot been able to
provide adegquate written evidence.

- The verifying cfficial MUST give the househcld the
opportunity to designate the collateral cocntact. However,
the verifying officizl may select a collateral contact 1f
the househcld fails to designate cne or designates cne which
is unacceptable to the verifying official. 1In either case,
no ceontact may be made witheout first nctifying the househcld
and cbtaining thelr permissicn.

- All ceollateral contacts are to be documented, dated and
initialed. '

O

Agencvy Records - A household's eligibility may be confirmed
through the use cf infeormation maintained by other government
agencies to which the SA, SFA or schocl has legal access.
Although USDA recgulations deo not require that households be
notified of sSelectiocn when verification is made through agency
records, such agencies may have their own notification
requirenents,

- Cne scurce of agency reccrds is the wage and benefit
infermation maintained by the State employment agency, if
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that information is available to the verifying official.
Suvh records are State records, and the release of
informaticHl maintained by Scate employment offices 1is
governed by State law.

- The SFA may also submit the names and case numbers of
categorically eligible households to the local food stamp or-
AFDC offics, Tood stamp/ATDC offices are permitted by Law
“5 release eligibility information from thelir files tc other
Federal asSistance programs and federally-assisted State
programs. -

- When using .agency records, the SFA should reguest
infermaticrl for the most racent meonth available. Heouseholds
which dispuifte the validity of income information acguired
throuch svstems of records MUST re given the ovportunity o
sand more Yecent income informatien during the 10-day period
of advance notice of adverse action. {See page 77)

Verification of Income Eligibility

o Redquest for Written Evidence

o The notification of selection for verificatien (sample cn
page €2%) MUST include a reguest for the household to subnit
written evidence of ciurrent income for all hcouseheld members
and the social security number of each adult househcld
member 21 years of age cr older.

o One of the following three situations will result:

1) The hcusehold submits the reguired social security
numbers .and written evidence of current income that
confirms the eligibility determination previously made.
Verification is considered complete.

2) The househcld submits the required social security
numbers and written evidence cf current income that shows
that the household's eligibility should be for either a
higher or lower level of benefits than the eligibility
determination previcusly made. Verification is
considefed complete when the letter of adverse action ls
sent or .the household is neotified that its benefits will
be increased.

3) The household does not respond to the reguest for incone
information and/or social security numbers or submiis
insufficdient or obsclete written evidence. When either
situation occurs, the SFA can do one of two things:

~ School officials may contact the househecld to regquest
the missing written evidence and inform the household
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that failure to comply or to designate a collateral

contact will result in termination. If the household
subsequently cooperates, then elither £ 1 or # 2 above
would apply: ' '

- School officials may terminate the household for
failure to respecnd to the reguest for written evidence.
Verification iz considered completed when the advance
notice of adverse action is sent to the household.

Verificatien Uging Collateral Contacts

O

Verificatien Usin

o

When the household has been unable to provide adecuate
written evidence, the household may identify a ccllateral
contact from which the S8FA could obtain the regquested
information, either orally or in writing.

A collateral contact would not be expected to provide social
security numbers of the adult househeld members. These
still MUST be provided by the househcld.

The SFA will examine any written information provided by the
cellateral Contact or evaluate any oral information. BRased
on this, either situaticn # 1 or # 2 discussed above would

apply. _:

If the cecllateral contact is unwilling or unable to provide
the reguested information, then the hcousehcld is to be
terminated for failure to respcond as discussed Iin # 3 above.

+

Agency Records

A household's eligibility may be confirmed through the use
of information maintained by other government agencies to
which the SIA has legal access. Sees page 56 for more

details. =

The SFA will examine the information received from the
agency. 3ased con this review, esither situation = 1 or # 2
would apply. Except that, households which dispute the
validity of the information MUST be given the opportunity to
provide meore recent income informatien during the 10-day
advance notice period of adverse action.

Advance Notice cof Adverse Action

¢ All houssholds with children for whenm benefits are to be

reduced or terminated MUST be given 10 days written advance
notice of the change,.
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© The first day cf the 10 day advance nctice period is tThe day
the noticeris sent.

© A sample notification of adverse action is on page 77.

verification of Categerical Eligibility

c Refuest for wWritten Evidence

o A school c¢an place the responsibility for verifying receip:
. of food stamps/AFDC benefits on the household. The
notification of selecticn (sample con page 68) MUST include =2
request for the household to submit written evidence cof
current certification to receive food stamp/AFDC benefits.
Every time & household is approved for food stamps/AFDC,
they are furnished with a written letter of certification or
notice of é&ligibility. The verifying official should
examine this notice of eligibility to ensure that the child
for whom application was made is part of a household
currently Farticipating in the Food Stamp/AFDC Program. If
a focd stamp household has misplaced the notice of
eligikility or notice of certification, a current
"Authorization te Participate" (ATP) card is adeguate proct
of current certification. ATF cards are usually issued once
a menth and are immediately redeemable by the hecusehold at a
bank or elsewhere for the actual food stamps.

¢ A food stamp/AFDC document that does not specify the
certification period is not adeguate for documentation.
exanple, the food stamp identificaticon card is neot
acceptable because it usually deoes nct have an expiraticon
date. =

1=
-

or

o A household which does not have satisfactory food stamp/AFDC
documentation may regquest a signed, dated letter from ths
food stamp/AFDC cffice certifying that the child is part of
a household currently receiving benefits,

o Verificaticon is complete when the househeld submits adeguate
documentation cof current participation in either the Food
Stamp or AFDC Profram or a letter cf adverse acticn is sent.

o . Agency_ Receords

o Verificaticn of eligikility for households that provided a
food stamp/AFDC case number on the application may be
accomplished by submitting a2 1list of names and food
stamp/AFDC case numbers to the local food stamp or welfare
cffice for Zeonfirmation of receipt of benefits (Agency
records) . -
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o To facilitate the verification process, contact should be

made with The local food stamp/welfare office prior to
submitting such lists to discuss the metheds by which
verification reguests should be handled. SFaAs that verify
eligibility threcugh the local food stamp/AFDC office should
do so as early as possibkble. This will ensure that tThere is
sufficient time for that office tc respeond tc the requesct,
and sufficient time to acguire other verification if
households are identified as not currently receliving food
stamps/AFDC ¢r 1if the food stamp/AFDC cffice does not

"respond in a timely manner. If circumstances beyond the

contrel of the SF2 delay verificaticn, the SFA may reguest
that the SA allow an extension of the verification deadline.
Any extensicon of the deadline MUST be apprcoved by FNSRO.

A sample letter and a form for SFAs te use in reguesting
assistance -from a food stamp/AFDC office are included on
pages 74-75.

Verification is complete when the local food stamp/AFDC
office certifies that the household is currently receiving
focd stamps or AFDC or a notice of adverse action is sent.

Advance Notice of Adverse Actien

© When it is determined that the child is not part of a

household currently receiving focd stamps/AFDC, the
household MUST be given 1C days written advance notice of
termination and MUST be infeormed that to continue school
meal kenefits they MUST:

(1) submit an applicatien providing inceme information:

(2) submit names and social security numbers for each adult
household member:; and

(3) submit written evidence which confirms current

household income

The first day of the 10 day advance notice period is the dav
the netice is sent.

A sample notification of adverse action for food stamp/AFDC
housenolds is on page 78.

Completion of Verification

o]

Verification of the reguired sample size MUST be completed by
December 15 of each year. If the SFA believes that it will
net meet this deadline, a written request for an extension
MUST be submitted tc the SA pricr tc December 15. This
reguest MUST then be submitted tec FNS for approval.

&0
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6 o Verificetion of an indiwidual application ls completsd when
househeld's eligibility for the level of benefits for which 1t
was appreoved is:

- fu

}  confirmed,

y changed_teo a2 higher level of benefift, or

) a letter of adverse acticn has been sent informing the
household that benefits will ke reduced

(4 a letteér of adverse z2ction has been sent informing the

household that kenefits will be terminated.

L3 B

(
(
(

Yerification Results

o Verification of a heusehold's income eligibility for free cor
reduced price meals MUST result in one of the following:

- No change in krenefit level - The household's current
documentation supports the level of benefits for which the
household has been approved.

- kReduction in benefit level - The household's current
documentation identifies income toc high for the level of .
benefits for which the child has been approved. Therefore,
the househeld's eligibility MUST be changed from free to
reduced price or from reduced price toc paid.

. - InzZrease A benefit level - The househeld's current
decumentation qualifies the household for free meals rather
than reduced price meals. Therefore, the household's
eligibility MUST ke changed from reduced price to free
meals.

- Terminaticn of benefits - Free and reduced price benefits
MUST be terminated for households that do not respond to
verification efforts or whose current documentation deoes not
support eligibility for either free or reduced price meals.

o! £ verification results in a change in benefit level or
termination, the change MUST be extended to all children in

the household who were determined eligikble by information
which no longer supports the benefit level.

¢ If verification results in higher benefits (e.g., a child who
is moved from the reduced price to free category), this change
is effective .immediately. Parents should be neotified through
whatever channels the SFA uses tc notify the household of
appreoval for benefits.

Netification of 2Adverse Action

! © All households for whom beneflits are to be reduced or
‘ terminated MUST be given 10 calendar days advance notice of

61

F - 30.5qqg




the change._ The first day of the 10-day periocd 1s the day the
notice is sent.

© The first day of the advance notice period is the day the
notice 1s sént.

The notice MUST advise the housshold of the following:

O

- The change 1in benefits;

- The reasons for the change;

- That an appeal MUST be filed within the 10 dayv advancs
notice pericd to ensure continued benefits while awaiting a
hearing and decision;

- The instructions on how tc appeal;

- That the houseshold may reapply for benefits at any tTime
during the school year:; and

~ That food stamp/AFDC hcuseholds may submit an application
containing househeld names and inceome informaticn and
previde written evidence of current household inceme and the
social sedurity numbers of adult household members.

Benefits During Appeal of Verification Resgults

© ~When a househecld appeals a reduction cor termination of
benefits within the 10 calendar day advance notice period, the
SFA MUST continue tc provide the benefits for which the child
was criginally approved until a final determination is made.

© When a household does not appeal a reduction or termination of
benefits during the 10 calendar day advance notice periocd, the
actual reductiecn or terminaticn cf benefits MUST take place
immediately after the 10 day advance notice pericd.

Hearing Procedure

¢ The hearing procedure in the SFA's free and reduced price
policy staté&ment MUST be followed (see page 85, "Appeal
Process™).

¢ The hearing official MUST be an individual wheo was not
ccnnected with the appreoval or verification process.

o The hecusehold may regquest a school ceonference prior to a
formal hearing. Any such conference MUST NOT prejudice a
later appeal.

Households that Reapply for Pregram Benefits

o Households affected by a reduction or terminaticn cf benefits
may reapply for benefits at any time during the schcel year.
However, those households terminated for failure to respond to
verification efforts that reapply in the same schocl vear nmay

£2
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Ye regquired to submit income documentation or procf of
participation in the food stamp/AFDC case number at the time
of reapplicaticn. The SFA may verlify the households’
eligibllity prior to approval. These are nct considered new
applications, since these households did not comply with the
verification reguirements. :

Recerdkeering

© Deccumentation, as described below, is useful in demonstrating
compliance with the verification regquirements when SFAs are
reviewed by the State and would alsc be needed in case of an
applicant's appeal. ’

© SFAs MUST mfintain a descripticn of their verification
efforts. The description MUST include:

- A summary of the verification efforts, including the
selection process and the source cof information used, such
as the Food Stamp 0ffice, wage stubs, and collateral
contacts.

- The total number of applications on file on October 31.

- The percentage or number of applications that are/will be
verified by December 15.

- Reasons Ifor any denial cor change of eligibility and the
date.

© Either directly on the application or elsewhere, SFAs should
keep a full record cf: :

- Dates netites were sent;

- Notes on any contacts made;

— Results of verificaticon and dates of any eligibility
changes; .

- Signature_of the verifying cfficial.

€3
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Food stamp case number will start with the letter of the alphabet.
be:

o ¥ m c 0O

for
for
Eor
for
for

for

food stamp

FOOD STAMP INFORMATION

It ceould

child assistance (there are different kinds of assistance)

unempldyment or other severe nead

bling
aged
disabled

The alphabet letter is followed by seven digits, a pericd or a dash, and two
The codes are as follows:

digits,
01 Barbour
02 Berkeley
03 Boons
‘ 04 Braxten
. 05 Brooke
06 Cabell
07 calhoun
08 Clay
02 Doddridge
10 Favette
11 Gilmer
12 Grant
13 Greenbrier
14 Hampshire

@

22577g

13
16
17
18
19
20
21
22
23
24
25
26
27
28

The twe digits are county codes,

Hancock
Hardy
Harrison
Jackson
Jefferson
Kanawha
Lewls
Lincoln
Logan
Maricn
Marshall
Mason
Mercer

Mineral

29
30
31
32
33
34
35
38
37
38
39
40
41
42

Mingo

‘Monongalia

Monroe
Morgan
McDowell
Nicholas
Ohio
Pendleton
Pleasants
Pocahontas
Preston
Putnam
Raleigh
Randelph

43
44
45
46
47
48
43
30
51
52
53
54
55

Ritchie
Roane
Summers
Taylor
Tucker
Tyler
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 you please check the appropriate space and

return this form as scon as pessible,

My income is still the same as it was on (date).
3 per month.

__ My income has changed. At presentitis $ per
month.

PARENTS SIGNATLURE

F - 30.7




PROCEDURES FOR SELECTING A RANDOM SAMPLE
OF APPLICATIONS FOR VERIFICATION OF
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBIECTIVE: 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 Octeober 31.

STEP 2 Determine three percent (3%) of the total tec 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 ¥ .03 = 3.45 applications
FOUR applicaticns must be verified.

In cases where 3% represents less than one application, the
school will be required to verify a minimum of one (1)
application.

STEP 3 The principal/designate will place a duplicate set of numbers
(numbers only, nc names) in a container from which 3% will be
drawn randemly. Check numbers drawn against master list to
determine specific applicaticon to be verified. Draw
additional numbers if twc or more of the names drawn appear
on a common application.

STEP 4 The selection procedure must be witnessed and documented.
nll numbered lists, slips drawn and & brief written
description of the procedure inciuding date, time and place
must be kept on file in each school.

F - 30.8
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DOCUMENTATION OF RANDOM SELECTICON 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 appiications =

Person(s) making random selecticns (name and title)

Procedures for random selections (describe briefly).

Numbered list 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 salection of Tree/

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

reduced meal zpplications for verification.

i
r count all approved applications, including focd stamp households
by the close of the schocl day Cctober 31.

—]

The =schoe!l principal or dessignate (as assigned in writing) will |

' Determine one percent (1%) of the total counted to fill the
non-food stamp sample size.

Separate applications intc two groups, neon-food stamps and food
stamps. Determine one-half percent (%%) from the food stamp
group rounding up te the next highest number.

From the non-food stamp group select the sample of households
that report monthily incomes within $100.00 below the income
eligibiiity limit and proceed to verify.

From the food stamp group submit a list of selected names and
case numbers to the food stamp coffice for confirmation of current
receipt of food stamps or request a current "Notice of Eligibility”
from househcld.

————

.

l
l

The selection procedure must be witnessed and documented. A
brief written description of procedures, including date, time and
place must be kept on file in each scheol.
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DOCUMENTATION OF FOCUSED SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

School Year County

Name of Schoeol

Total number of approved applications on file at date of focused selection.

One percent (1%) of total applications = to be verified.
One-haif percent (%) of food stamp applications = to
be verified. -

Total number non-food stamp and food 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 - 30.11




PROTOTYPE LETTHR TO PARENTS/GUARDIANS

Date

Dear —

Federal regulations require that information contained on thres/one
percent of all approved applicaticns for free/reduced school lunches be
verified. Thesa TFegulaticns outline the infermation to be verified and
acceptable documeritation {(procof) which may be provided for verification
purposes.’ =

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

(free/ reduced} meals Ffor , (name)
on . e, 98 (date) has been selected for verification.
Attached is infofmation outlining what must be provided by you so the
application can be verified. Please read this information carefully and

submlt the proper document(s) to me within ten days. Failure to provide this
information within_ the allotted ten day period will result in the loss
of — (free/reduced) meals for (name).

If you require further information or need assistance, please call me -

at . = . .-

Sincerely,

Principal

School

Street and/or Post Cffice Box

Zip Code .
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8CCIAL SECURITY NUMBERS

ou do not show that yeu receive food stamps or AFDC for veur

If vy

child, you must show papers that prove your income and you must
list the social security number of each acdult househcld member.
Write the word Tnone" 1f an adul®t housencld member dces not have
a sccial sacurify numper.*

Names of adult hcuseheold members Soeial security numbar
1. — — S S
2- S S A S A SN S S S
3- _ S S A S S S S S A
5. - S S S S
. = S S S
g. — - S S

* Privacy Act Statsment: The Naticnal Schecl Lunch ACt rasguires
that, unless you shew that you receive focd stamps or AFDC for
vour child, yeou must previde the sccial security number of each
adult housencld member cr indicate %that the housenold member does
nct have a .social security number. Provision of a social
security number if not mandatory, but 1f a social security number
1s .ot provided for each adult housepnold member or an indication
made that an adult househeld memdber deces not have a social
security number, benefits will be terminated. The social
security number may be used to identify housenold members in
verifyving the correcitness of Informaticn stated on the
application and continued eligibility for the program. These
verification efforts may be throuch program raviews, audits, and
investigaticons andéd may include contacting emplovers tc determine
income, contaczting a food stamp or welfare cffice to determine
current cerzification for recsipt cf food stamps cor AFDC
menefits, contacting the Stats employment security office %o
determine the alcunt oI benefits received and checking the
decumentation produced by household members tTo prove the amount
of incowme receivVed. These efforts may result in a lcss or
reduction of penefits, addinistrative claims or legal ackicns i
incorrect informaticn is reperted. This information must be
provided to the attention-cf each adult household nember
disclesing his/her social security number.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Chariesten, West Virginia 23303

PARENT INFORMATION
PROOF OF INCOME FOR FREE OR
REDUCED PRICE SCHQOL MEALS

DOCUMENT PROVING ELIGIBILITY FOR FREE/REDUCED MEALS

YOU ARE REQUIRED TO PROVIDE A COPY OF AT LEAST ONE DOCUMENT that
proves the eligibility of your child/children for free or reduced price meals.
The instructions below teil you which document(s)} you need tc provide. The
document(s) wili be kept confidential.

1. [F YOUR HOUSEHOLD RECEIVES FOOD STAMFS, vou may provigde QNE of
the following documents:

Food Stamp Certification Notice Letter sent to you by the Feod Stamp

Office.
oR
A letter from the Food Stamp Office stating that you receive Focd
Stamps.
OR
2. IF "YOU DO NOT DO #1 AND ADULTS IN YOUR HOUSEHOLD ARE

WORKING, vyou must provide cne of the following documents for EACH
working persoch:

A current pavycheck stub;
OR

A pay envelope showing your total gross pay;
ORrR

A letter from the employer stating vour tolal gross pay;
OR

Self-employed persons must provide a copy of a recent sales tax
statement, or FICA form or last gquarterly tax estimate,

OR
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IF YOU DO NOT DO &1 OR #2 AND NO ADULTS IN YOUR HOUSEHOLD
ARE WORKING, you must provide copies of documents for all sources of

household income.

|F SOURCE OF HOUSEHOLD
INCOME 15:

Pubiic Assistance {welfare,
AFDC)

551

Disability or Workmen's
Compensation

Veterans benefits

YOU MUST PROVIDE:

Your benefit not:ce from Wehar‘e
Agency

“Your notice of eligibility from State

Employment Security Office

Your S3]/Black Lung eliglbility
letter or your Social Security
Retirement benefit letter

The court decree ¢r agreement or
other documentation

The disability award letier or
check stub

The benefit notice from VA

OR

IF YOU DO .NOT DO 81,
YOUR APPLICATION, vyou
how your household pays
expeci to have income.

3 AND YOU REPORT NO INCOME ON

must attach a brief note explaining in writing
for food, clething and housing and when you

must provide this documentation to the school within ten {10) days.




PROCEDURES FOR DEVELOPING A CONSISTENCY CHECK FOR VERIFICATION

OBJECTIVE:

¢

To provide a wuniform method for verifying information on free/
reduced meal applications.

Depending on the:household situation, the following consistency checks must be
made for each approved application selected:

STEP 1

STEP 2

Approved applicants documenting food stamp eligibility

Check the documentation carefully against the application to
ensure that:

--the househcld names are the same
--the documentaticn is current for the month preceding the
month during which verificaticn is initiated

If both of these conditions are satisfied, then wverification is
complete. -

if the focd stamp documentation does not confirm the househoid'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.

Approved applicants not documenting food stamps but receiving
wages , _

Compare the documentation c¢f teotal inceme to  the Iincome
guidelines for free/reduced price meszis. i the amount falls
within the appropriste income gilidelines, then wverification is
compiete,

if the income on the documentaiion and the approval for free/
recuced price meals azre not consistent, reprocess the application
based on documented income. The student's eligibility may
change. If the student's eligibility chanrges, send the parent
letter  Difference Beiween Documentation and Application,
Exhibit 271, with a new application to the parent/guardian that
notes” the differences between documentation and application and
ask for ctarification. The letiter aliows the parent to provide
further information or decumentation or submit a new application.

Attach a copy of this letter to the applicelion in guestion. File
these inconsistent applications separately until the reguested
infofmation is received.

{(OVER)




STEP 3

STEP 4

Approved applicanis not documenting food stamps and not
receiving wages but documenting ail sources of household 4

income

Upon receipt of the requested information and/or documentation,
check it for consistency. If the information/documentation
passes the consistency check, verification is complete. Refile
the application and update documentation In your original free/
reduced appiicaticn fites.

if this new information/documentation is not consistent with the
guidelines or if the parent dees not comply within ten {(10)
school days, the student's eligibility for free or reduced price
meals must be changed as specified in the letter to parents.

Approved applicants not documernting food stamps, wages or
any source{s) of income reporting in writing how their house-
boid pays for food, clothing and heusing

Review the written statement submitted with the application.
Classify the application reviewed as "temporary" and review
within sixty (B0) days.




PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATICN

Date

Dear =

We have rewiewed the document(s) submitted as proof of income. The
procf checked below does NOT agree with the information on your application
for free or reduced priced meals.

FOOD STAMP ELIGIBILITY

Wreng family

Not current for last month

Cther . L . _ . . -

PRYCHECK STUB, PAY ENVELCPE, LETTER FROM EMPLCYER, SELF EMPLOYED PROOF OF
INCCME

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

Cther =

BENEFIT NOTICE/LETTER OR CCPY OF CHECK FRCM

Not current _for last month
Income reported higher than on application
Income repcrted lower than on application

Qther

{OVER)
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME

~Statement does not fully explain household cenditions

Other

As a result of this difference, unless you can provide adequate procf of
eligibility within fen (19) days ({by ) or submit a new
application {enclosed), benefits to vour child will:

Change Erom reduced price meals to free

This change will occur only if you contact the schoel by the date
listed above to explain 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 information required.
If you have any other prcof to submit, please send it to the school and this
decision will be reconsidered. Failure to reply within ten (13} days will
result in the change noted above.

You may reapply at any time during the school year 1if your eligibility
circumstances changes.

If you no longer receive Food Stamps/AFDC Benefits you may submlt a new
Free/Reducad application with confirming income information.

If vou do not agree with this declsion you may request a hearing by contacting
(hearing officer; at

{county office).

If you regquest a hearing, your child will continue to receive free or reduced
price meals until the decisicn 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

0S1lq 2




WEST VIRGINIA DEPARTMENT OF EDUCATICN
. Child Nutrition Division
Charleston, West Virginla 25305

SUMMARY REPORT TO COUNTY OFFICE
SCHOOL VERIFICATICN FREE/REDUCED MEAL APPLICATICONS

Name of Schoecl

Method Used for Application Selection:
Random Szmpling Number Verified
_ Focused Sampling _ Number Verified

Cate of Application Selection for Verification

Date of Completion of Verification Procedure

Selection Procedures Are on File at the Scheool Yes _ No
1. Total Number of Applications on Fiie on Day of Application
Selection
_____ FREE . ...
P  REDUCED
_ TOTAL
2. Action taken on applications verified

VERIFIED, NO CHANGE
__FREE CHANGED TO REDUCED

FREE CHANGED TO PAID
_REDUCED CHANGED TO FREE
_ REDUCED CHANGED TO PAID

. TOTAL

SIGNED

Principatl

DATE =
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WEST VIRGINIA DEPARTMENT OF EDUCATION
‘ child Wutrition bivision :
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
Focused Sampling Number Verified

Date(s) of Application Selection for Verification

Date of Completion of Verification Procedure

Selection Procedures Are con 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

VERIFLED, NO CHANGE

FREE CHANGED TO REDUCED

FREE CHANGED TO PAID
REDUCED CHANGED TC FREE
REDUCED CHANGED TO PAID

_TOTAL

SIGNED - . DATE
Sponsoring agency

SUBMIT ANNUALLY TO THE WEST VIRGINIA DEPARTMENT OF EDUCATION
ON OR BEFORE JANUARY 10.
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SECTION G
FINANCIAL MANAGEMENT

Reporting Procedure

Reimbursement Procedure and Policy

Accurate_ {Accountable) Records: Participation
Accurate (Accountable) Records: Income
Accurate (Accountable) Records: Expenditures
Allowable Costs: Food

Allocwable Costs: Milk

Allowable Costs: TLabor

Allowable Costs: Supplies and Expendable Equipment
Allowable Costs: Non-Expendable Equipment
Allowable Costs: Indirect

Non—-Allowable Costs

Shared Costs

Procurement Standards

Excess Balance - Net Cash Resources
Consolidaticon of Schools

Pricing of Aadult Meals

Inventory Records

Equipment Depreciation

UsSDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Automation
of Scheool Food Service Functicns

10

11

12

13

14

15

16

17

18

19

20

21




Exhibits

WVDE 43-10-30-S (Dally Record of Program Cperations)
Instructions for Completion of WVDE 43-10-30-S
WVDE 43-10-31 - Monthly Financial Report
Instructions for Completion of WVDE 43-10-31
WVDE 43-10~30 (Monthly Claim for Reimbursement}
Current Reimbursement Rates

WVDE 43-10-37a (Net Cash Resources)

Parpetual Inventory of Consumable Items
Egquipment Record -

Non-Expendable Equipment Schedule
Non-#Expendable Egquipment Deprecliation 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
30.11
30.12
30.13
30.14




REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk served
students and adults shall be maintalned on Form WVDE 43-10-30-5 (Daily
Record of Program Operations) [G - 30.1] completed according te
instructions [G - 30.2]. The report must bhe detailed daily at each
participating schocl by a responsible person, The monthly claim Eor
reimbursement 1is based on 1information reccorded on this repert. 'The
completed form is submitted to the SPA on or before the fifth day of
the succeeding calendar month or as required by the SFA. A copy will
also be filed at the school.

Computerized Entries — Scheols utilizing micro-computers shall maintain
daily records o©f meal service which provide identical information as
that required on form WVDE 43-10-30-S,

at the end of each month during which meals and/or milk were served to
students, a monthly £inancial repeort, Form WVDE 43-10-31 ({Monthly
Financial Report) [G - 30.3] is completed by each participating school
according -  to instructiens {G - 30.4]. Schoels in  counties with
¢centralized purchasing and accounting do not need to complete the
WVDE 43-10-31 menthly. Financial data provided con this report is the
basis fer justifying reimbursement payments. The completed report is
submiktted _to the SFA on or before the Fifth day of the succeeding
calendar month or as required by the SFA. A copy will also be Eiled at
the school.

The SFA is responsible for sending copies of the five following monthly
or annual consolidated reports or appropriate computer printouts to the
respective WVDE cocrdinator:

1. WVDE 43-10-30-s (Daily Record ©Of Program Operations)
[e - 30.1]

. WVDE 43-10-31 (Menthly Financilal Report) [G - 30.3]

WVDE 43-10-30 (Monthly Claim for Reimbursement) [G - 30.5]

Sponsor’'s Summary Report (Verification) [¥ - 30.17]

- WVDE 43-10~32 (Annual Report) [G - 30.8].

.

9 W N

All reports, lnvoices and other records pertaining te the child
Nutrition Program at both the schoel and SFA level are to be maintained
for three years plus the current year.
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REIMBURSEMENT PROCEDURE AND POLICY

Each 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 43-106-30 is submitted to the WVDE or or
before the tenth day of the succeeding month to claim reimbursement for
eligible meals and/or miilk. Payment of the claim for reimbursement is
made to the SFA which will forward the appropriate ameounts 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 reimbursable
breakfast or lunch. Second meals and/or second helpings served to
students are not eligible for reimbursement. In no case shall
reimbursement be claimed for meals and/or milk served to adults.

Average and/or maximum reimbursement rates [G - 30.6] are determined by
the USDA for programs operating under the Natlional Schocl Nutrition
Act. Since these rates are subject to change, only the current rates
are included and will need to be updated periodically. SFas which
served 60 percent more free or reduced price meals during the second
preceding year are entitled to a higher rate of reimbursement Eor lunch.

In all fases, the total reimbursement paid to an SFA and/or scheol
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 15th of each month as
the “cut-off" date for monthly claims payment. Payment of county
claims received after the cut-cff date will not be paid until the
following month. Federal requlations require all county claims for
reimbursement to be submitted to WVDE no later than 60 days after the
end ©f the month. Clalims received after the 60 day cut-off cannot 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 4o not exceed the maximum rate on the list of reimbursement rates
[G - 30.67]. The SFA will receive only the standard reimbursement rate
per meal served. If reimbursement rates paid one {or more) schoocl(s)
are higher than standard., it will be necessary to lower the rates paid
to another school or schools in order to allocate only the total amount
of reimbursement recelved. Such schools receiving higher than standard
reimbursement rates must be able to document costs for preparing and
serving meals to justify the higher reimbursement.
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ACCURATE (ACCOUNTABLE) RECORDS: PARTICIPATION

Since participation data is the basis for reimbursement claims, it is
imperative that the Daily Record of Program Operations [G - 30.1]
reflects ccmplete and accurate information. The system used to obtain
participation data (including all types of computer systems) must
guarantee an accurate dally count congerning the following:

w actual number of meals served daily by category., regardless of
when payment was made; .

m 2all meals served to all adults (program and nonprogram);

 all meals served as ‘“second meals" and/or other non-reim-
bursable meal service;

m a la carte breakfast sales;

sale of extra milk: and

m catered meals.
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ACCURATE (ACCOUNTABLE) RECORDS: INCOME

Records.-..and receipts - documenting income to the program shall be
maintained by a responsible persen in the school 1n accordance with the
procedures listed below:

m All income to the program shall be properly receipted, reported
and deposited.

m There must be separate deposit slips which list only monies
deposited to the child nutrition account.

m 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 non-allowable c¢osts to the child nutrition
program. rayments Efor bad debts are not reported as new
program income.
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ACCURATE (ACCOUNTABLE) RECORDS; EXPENDITURES

The USDA instruction, FNS Instruction 7%6-1, Revision 2, requires 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 (Monthly Financial
Report) [G - 30.3] at the school level.

USDA regulations require that the SFA maintain effective control over,
and accountability for, all funds, property and other child nutrition
programs' assets to assure that they are safequarded and used solely
for authorized purposes. These costs are reported In order to claim
UsbA funds at the SFA level and to Justify individual costs at the
school level. Therefore, all records, reperts, itemized invoices and
labor wouchers 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 year.

Income ac¢cruing from operation of the child nutrition program may be
used for Dpreogram purposes but not for:

m  purchase of land;

w acquisition or construction of buildings; and/or
m addition(s) to exlsting buildings.
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ALLOWABLE COSTS: FOOD

All foods purchased with school child nutrition program funds shall be
supported by itemized involces 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 itemized listing of all
required.information is not acceptable and items purchased will not be
considered allowable expenses.

Allowable food costs shall not include the value of USDA foods or the
value of missing inventory items (including stolen food),

When food and non-food 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 - 30.31.

The 5FA shall ensure tha:t the cost of food claimed for meal reimburse-
ment lncludes only the cost of food used in child nutritien programs.

Coffee may be purchased with program funds to be served with adult
meals. Coffee served other than with adult meals is not an allowable
child nutrition program expanse.

I‘,
[n ]
1
[4)]
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ALLOWABLE COSTS: MILK

Itemized, sigqned invoices must be available to support the cost of all
milk used in child nutrition programs. The SFA 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 EFunds may not be used to pay for milk or
other bewerages sold in the school if the proceeds deo not accrue to the
child nutrition program account.

when focd items, such as cottage cheese and ice cream, are included on
"milk" dinvoices, 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

Itemized, signed documentation of labor costs must be on flle at the
school to support the cost of labor, which may include:

m salaries of school food service personnel including fringe
benefits such as social security, retirement and workers
compensation;

m salaries of students who are emplecyed in child nutrition
programs; and/or

w direct salary costs of non-cooking personnel with specific food
service resgonsibllities as documented by function and time
sheets.

The 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 3ther SFA emplovee included in data used to obtain
WVDE indirect cost rates, are not allowed as direct labor costs. 1In
addition, supplemental payments tc regqular employees of the SFA are not
allowable costs, except in instances where there 1is documentation that
the payment is for services bevond regular responsibilities of that
employee or for time spent beyond the regular working hours.
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ALLOWABLE COSTS: SUPPLIES AND EXPENDABLE EQUIPMENT

Supplies. and expendable equipment necessary for the operation of child
nutrition programs shall be supported by itemized invoices sicgned by
the person who received the items.

Expendable equipment is eqguipment with a useful 1life of cne year or
less or Wwith an acquisition cost of less than $500 per unit.

The SFA 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 bags, detergents and other supplies used for purposes other
than school food service ars not allowable child nutrition preogram

expenses,
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ALLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

‘Non-expendable equipment includes all food service equipment with a
useful 1life of more than one year and with an acquisition cost of $500
or more per unit.

Depreciation 1s the expense assoclated with physical deterioration of
equipment and consequent loss of value. TDepreclation may be claimed as
a direct cost for reimbursement purpeses. All depreciation claimed as
child. nutrition program costs for federal reimbursement must be
documented by the SFA. See G - 20 for instructions on depreclatichn.
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ALLOWABLE COSTS: INDIRECT

In addition to direct costs of operating child nutriticn programs, -
indirect costs are incurred. 1Indirect costs are those which contribute
to the cost of producing a meal but are not readily identifiable to the
child nutrition account, such as custodial sarvices. UsSDA policy
allows these to be claimed by the 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 focod, on an
annual hasis.

Financial data to obtain the indirect cost rate 1s submitted to the
WVDE Bureau o¢f Filnance and Administration by the SFA. The
responsibility Eor the development and assignment of indirect cost
rates for public schools is shared by the USDA and the WVDE.
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NON-ALLOWABLE COSTS

USDA FNS Instruction 796—-1, Revision 2, lists areas of costs which are
not eligible Ffor inclusion in claims for payment from USDA funds and
are not allowable costs from the child nutrition account. These are:

0482q

loan repayments;

bad debts:

fines and penalties;

interest and financial 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 employée level without direct program
responsibility;

USDA donated food or cash received in lieu of food:

other donations of cash, services and goods;

equipment depreciatieon costs for:

a, items which have been fully depreciated;

b. ttems in storage for future use cor disposal; and

c. that portion of the equipment purchased with federal funds.
capltal expenditures for:

a. land or construction; and

b. Ffacilities;

occupancy by contractual agreements which are classifled as
rental-purchase or leased with an option-to-purchase; and

cost assoclated with sales or service to adults and other a la
carte sales.
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SHARED COSTS

Equipment such as computers, typewriters, copy machines or calculators
may ©De _purchased¢ for use Jointly by the <¢hild nutrition and
instructional programs. Cost of the eguipment 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 SFa. [G - 30.14] In no
case shall the child nutrition program 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 calculation of depreciation.
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PROCUREMENT STANDARDS

USPA regulations provide standards for the use of the child nutrition
program funds. These standards ensure that the procurement of supplies
(including focod and equipment) and services is in compliance with
applicable federal law and executive corders. A complete description of
the procurement standards for c¢hild nutrition programs is found 4n 7
CFR Part 3015.180 or Attachment O, OMB Circular A - 102.

Each SFA shall maintain a written cocde o©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
viclators of such standards. No person shall solicit nor accept
personal gratuities, favors or anything of material monetary value from
contractors and vendors or potential contracters and vendors.

All procurement transacticons, regardless of method or deollar vaiue of
purchase, shall be conducted in a manner which will provide open and
free ccmpetition. ©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 method 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 regulaticns require agsncies receiving Federal funds to cbtain
price quotations from an adequate number of gqualified sources and to
purchase f£rom a responsible vendor quoting the lowest price.

Regulations specify that formal advertising or competetive sealed bids
must have complete and adequate, written specifications: such
descriptions, however, shall not contain Ffeatures which unduly restrict
competition. If & 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 periocd of time or recurring contract
renewals could be considered a viclation of providing the opportunity
for open and free competition.

Program aids to assist with purchasing are available from the WVDE or
the SFa. School personnel may contact these offices for technical
assistance.
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EXCESS BALANCE - NET CASH RESOURCES

The WVDE shall review annually the net cash resources [G - 30.8]
reported _by the SFAs. 1If the net cash resources exceed three months
normal oferating costs then:

m a justification letter must be filed with the WVDE stating a
short term plan of action for use of the funds; or

n adjusiments in the rates cf 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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CONSOLIDATION OF SCHOOLS

when schools are consolidated, child nutrition program funds may be
credited to the school focd service program account(s) of the school(s)

which the students will attend in preoporticn te the number of students
involved.
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PRICING OF ADULT MEALS

Meals served to teachers, administrators, custedians and other adults,
such as school patrons, elderly 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 payrell funds, or funding from voluntary agencies)
are sufficient to cover the meal costs. The charge Eor adult meals is
determined by the county board of education and approved by the
Departmerit of Educatlion in the Agreement between SFA and State Agency.
It 1is recommended that the charge(s) be established at or near the
county per meal costs. Adult meals are not reimbursable nor counted in
the commodity alleocation entitlement.

Meals served to adults who are directly involved in the operation and
administration of c¢hild nutrition programs may. at the discretion of
the SFA, be furnished at no charge. &as such, theilr cost may be Eully
attributed to the nonprofit child nutrition program operation and
supported by revenues to the child nutrition program, These meals
should be shown as program adult wmeals. [Column 6 or 12 on form
43-~10-305] Scheol employees who supervise during the lunch or
hreakfast periods, sell tickets or perform other duties directly
related to the Eood 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 nutriticon
program such as administrators, teachers, aldes, 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.
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 paid by another agency.

0482q - G- 17




INVENTORY RECORDS

The physical or perpetual inventory 1s necessary to document food and
supply <osts as required on the Monthly Financial Report, Form WVDE
43-10-31_. [G - 30.31. USDA donated food items must be inventoried
separately. (See the Donated Foods section). These inventories shall
be maintalined by a responsible person and coples shall be kept on file
at the schocl feor one vyear following the date on which they are
prepared. The "cost of fococd 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 c¢hild nutrition program lIlnventory of large eguipment shall be
maintained by a responsible person for each participating scheool. USDA
regulations require a reconciliation of equipment on hand at the end of
each school vyear. All fcod service equipment which has fully
depreciated must be removed from active inventory. Any new or
transferred equipment (%500 or more per unit) acguired during the year
shall be routinely entered in the inventory on a predetermined date, no
later than August 3l. BAny funds received from the USDA FSEA account
toward the purchase of a specific item of equlipment shall be subtracted
from the item's reported purchase and installatien price. Suggested
inventory and depreclation forms are shown [G - 30.10, G - 30.11,
G - 30.12].

0482q - G - 18




EQUIPMENT DEPRECIATION

Each school must maintain a complete equipment tnventory file which
lists all non-expendable equipment [G - 30.11]. The inventory will
inciude:

m  an assigned inventory number for each piece of equipment;

all equipment on hand for program use which has been purchased

with an acquisition cest of $500 or more per single unit;

sarial numbers where applicable;

the month and year of installation;

the month and year of initial depreciation;

the acquisition cost;

the amount of FSEA funds, if any, received for equipment items

on the inventory:

m the adjusted cost to the child nutrition program (acquisiticn
cost less FSEA funds receilved); and

w life termination date.

The method described 1is straight 1line depreciation in which
nen-expendable equipment is fully depreciated upon completion -- of its
useful llfe. 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.
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USDA FOOD SERVICE EQUIPMENT ASSISTANCE

dlthough_ Public Law 97-35 discontinued the FSEA Program which was
" previously available, eguipment Ffunded or partially funded with FSEA
funds must comply with the following property management reguirements
contained in USDA regqulations:

0482q

Dispositicn procedures [G - 30.13] must be fellowed when
equipment 1s no longer needed for program purposes or when
participation in the child nutrition program of the WVDE is
discontinued.

Title for the equipment is vested in the purchaser.

Records shall be maintained which include a description of the
equipment, manufacturer's serial number {or assigned
identification), the aguisition date and cost, source or
vendor, amcunt of FSEA funds, current location and use, and all
final disposition data.

AR physical inventory shall be conducted by the 3FA at least
once every two years.

Controls to prevent loss, damage or theft of the equipment and
adequate maintenance shall be provided.
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GUIDELINES FOR PURCHASE OF COMPUTERS
FOR AUTOMATION OF SCHOOL FOOD SERVICE FUNCTIONS

Computers may be utilized to assist with several tasks related to the
operation of child nutrition programs at both the schoel and sponsor
levels. .Administrative functions may Llnclude, but are neot limited to,
approving free and Teduced price meal applications, maintaining a
master list of students, assisting with point-of-service count,
producing daily and monthly reports and documenting revenues and
expenses;” Meal service functions may include maintaining 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 dJdocumentation must be maintained to justify
expenditure of program funds for this purpose.

Sponsors.~ should approve all purchases made by individual school
programs _to ensure that hardware (including printers and modems) and
software purchased with program funds will be ccmpatible with the
spensor's plan for automation of child nutrition reporting. Since the
State Agency 1ls 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 mcdems) and scoftware.

Child nutrition program funds may be used to purchase hardware,
(incliuding printers and modems) software and supplies at 100% of the
cost or pro-rated. Adequate documentation is required for either of
these. — . L .

To comply with procurement regulations, CFR 7 Part 3015, pro-rated
costs must be documented by time/usage records on the equipment
[G - 30.147.

If c¢hild 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 personnel who are responsible for
the various food service tasks.

If chlld nutrition funds purchase equipment on a pro-rated basis, the
hardware and scftware must be located in a "general use" area of the
school for accessibility. For example, private offices and classrooms
would not be considered "general use® areas.

For pro-rated usage, records must be maintained to document usage by
time (or other means) for food service functions. The records must
justify the pro-rated portion of expenditures for hardware. (including
printers and meodems) scoftware and other supplies paid by child
nutrition furnds, [G - 30.14]
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WEST VIRGINIA DEPARTMENT OF EDUCATION
CHARLESTON, WEST VIRGINIA 25305

DAILY RECORD OF PHOGRAM OPERATIONS
PARTICIPATION
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g - 30.1

USDA CHILD NUTRITION PROGHAM

SPONSCR SCHOOL OR INSTITUTION MONTH. 19
SCHOOL BREAKFASTS SCHOOL LUNCHES * SNACKS EQUAL 1/2 MEAL
MEURSABLE
NumberSarvea taGhildran _.mumupz PROGRAM NumperServed to Children o anb: PROGRAM | CATERED zozhmw..m on)
DATE Froa Aeduced Praid Total ApuLTs | APULTS Eroa Aealced Paig Total ADULTS | ADULTS | MEALS
m (2) (3) {4) {5) (B) n 8) ) {10) (11) (1) (13) Supper Snack
l ! i
! { _ i
; : : ! i I ! |
B : | ; { i _ i |
! : ! ! ; _ ! i
_ __ ” X | L ! _
_ i | . ] t t i )
! ' | ] : : i { ' ] 1
1 I 1 . . ] ] H
i : : : T i “ I ;
“ ; | ! | ! * m | | |
“ u ; ! ] ] ! ‘ ! ;
_ : : | ; | i _ ] :
“ { ! _ _ “ “ : _ _ m
. _ ! i _ | " | ! [
; ! " ! ] | , I
! _ ! ! _ m I _ :
: i . _ _ _ w : - ] !
i i ! 1 ” : | I ’ v .
! ! ; ! _ : _ N ; _ !
: i : ; : ; i ,K !
. | i ‘ i [ i _ ! _ ”
| -dime | | | | i | | | |
".ﬂMRMmm. _ ORI i _ {17V Ireaxiasn |
b LIS AATE m@__._._c:..ueimi ——
16) EARNED _

20) Totsl Humbar of Children with Approved Applications onFils Throughout the Manth:

21) Total SchoolEnsoilmer ror theMonth

NYDE-43-10-303

{22) Numbar of DaysChildren WereFod

{A) Frew Moals andFree Mitk

{B} Reduced Prics Maals

(181 Lunch
Aeimoursement

{19) Total
Halmbursement




L)

L Hi

paubig

“ay]} uo 3w speL) #01K] PRINDE) puE eal} i0) suo|ied|jddy
“Fiondasl |8 U] D900 pug ey § piodw) g1y ‘sbpepmouy Aw jo jseq ey} o} ey A)jUeo g

slusidey |eap |Mo)

WHUSEINGUISH i 1oeds 910 {9r)

{18/ pemiany) S-0C01-EF-30AM

(1m0l £7 wayy Aq pepiap 1802 NIIF el )

—————="XliK j°o 1302 ebmianry {gp)

peuwd (pe)

ey Wisiwexinguuey {£¢)

SIVLIOL

vHDOHD NOUIHIAN OTHD ¥asn

8100UIE MFAL PUE SUOINHIRU] AIeDPlIYD{eIuepjasy

NOWLVdIDHLHYd

SNOLLYHZdO WY HOOHG S0 BOD3H ATIVA

HOLLMULESH HO T00HDS

o5) (62) (az) (2} {oz) {sz) {vz) {€2)
(1) 0E i 1ERds wieuteg SueAu € Ul peen PIoS 1RO UM paagyaing
poneoey | FWES T ROXY O ynpy } d S.USIRIND v.___E AN paAIeS Isquiny
usen WY WES Wolg W0 w3 [HILT] w0
e10] wosy paraey SHHONNISLEVIAVIHE TOOHOS
ysen usan 40 S3TVS WOUS GIATOTY HSYD MTIN WYHDO0Hd 201AMAS Q00
81 HINOW

HOSNOdS

SOESZ VINEDHIA 1S3M "HOLSTTHVHD
N OULYINa 40 INJHIBYA3A VINIDHIA 153M




WEST VIRGNIA DEPARTMENT OF EDU CATION

harleston, West Virginia 2

MONTHLY FINANCIAL REPORT

SPONSOR MONTH 12
SCHOOL OR INSTITUTION
EXPENDITURES FOR NON-ALLOWABLE COST CATEGORIES
FUNDS REDRICTIONS OR Indirect fines and Loan Petiy Cash Thefi/ Oiher Total
PAYHENTS MADE FOR: Cosi Penalties | Repayments Fund Spollage
Charc);es Replacement
(A =) (C) (D) (E£) (F) 6)
I, Toials Paid
2. Amounts Outstanding
EXPENDITURES FOR PREVIOUS YEAR ALLOWABLE COSTS
PATHENT OF PREVICUS Food Mirk Labor Equipment Supply/Repair Total
_YEAR OBLIGATIONS FOR: {A) (8) (c) (8{9 ggrwce (E) (F)
3. Totals Paid
4. Amoynis Cuistanding
EXPENDITURES FOR CURRENT YEAR ALLOWABLE COSTS
PAYMENT OF CURRENT Food Hilk tabor Equigmnf Sugp!yiﬁer«awr Totat
YEAR OBLIGATIONS FOR: (A) (B) ()] m arvice (£) )}
5. Totals Paid
6. Amounis Cuistanding
SPONSOR REPORT ONLY
SPONSOR"S DIRECT Foed Milk Labor Equipmend Supply/Repair Total
SATMENT OF CNP (AS (8) ©) Ee B yienas )
OBL [GATIONS FOR:
7. Previous Year Billsg
B. Current Year Bifls 13
9. Amounts Cutsianding
13284

WYDE 43-10-3

_ Revised 5/%!

G

30.3




SPONSOR R _ . MONTH ___ _ 19

SCHOOL OR INSTITUTION

10, RECEIFTS FOR CURRENT SCHOOL YEAR

Reint.
Pericd Amounts
A. Bregifast Reimbursement - .
B._tunch Reimbursement
C. Special Milk Reimbucsement S
D. Cash Collected - Child
E. Cash Collected - Aduit R
F._ Cash Collected - Milk _
G. Cash Coliecied - Ctheyr i, _
H. (-} less Bad Checks _
| State Aid (Maiching) _
4. Sponsors Contribution (Formeia) _
K. Catered
L. loans _ —
H. Rebates = food — -
N. Rebajes - Supplies _
Q. Otfher _
P, lnterest ] _
Q. TOTAL RECEIPTS
11, FINANCIAL STATEMENT 1Z2. VALUE OF INVENTORY
. Corplete Amnnually on May/June Report
A. Opening Child Nuiridion Fund
?algnge [Cash Plus Ipvesied _ A, Purchased Foods Snventory 4§
unds ’ ’
8. Supplies Inveniory H
B. Tetal Receipis (Ttem 10Q) + i R
) © T T Gevernment -Donaled Foods 3
. Tata! Funds Available = _ e e e e
D. Hon-Alipwable Rea! Cosis 13. EQUIPMENT DEPRECIATION
{Item 1G) - _ Compiete Annually on May/Jung Report
E. Alicwatle Cosls A. Estimaled Value of Equipment
{[iem 3 + I$em 5F) - - on _taventory 4
F. Closing Child Nutrition Funds = B. Less Value of £quipment
Purchased Widlh TSEA Funds b
G. Amount oF Ttem |IF Which } .
s invesied C, Adjusied VYalue of Equipment

Inventiory

D. Annual Depreciation
(ltem € % .007 x 12} H

1 cert.gi‘y that this report is, to the best of my knowledge, correct. Invoices are on hand to support this
report.

SIGNATURE - . TITLE

WYDE 43-10-31 Revised B8 ’ : 39284




e

West Virginia Department of Education
Charleston, West Virginia 25305

USDA Chlid Nutrition Programs
Monthiy Claim for Reimbursement

Month , 18

Name and Address of Sponsor

2 S

SCHQOOL BREAKFAST OTHER NON-
Severe SCHOOL SPECIAL REIMBURSABLE
Reguiar Need LUNCH MILK SERVICE
Column A Column B Column C Column D Coiumn E

Tu ey

1. Number of Schools/
Sites Approved

¢ 2. Number Operating
Program

3. Student
Enrollment -

| 4 TOTAL NUMBER SERVED: _ ~ MEALS MILK
Y2 Pints Fres

TN

(a) FREE

{b) Reimbursement:
Rate

@) Claim g . $ (8

! (d) REDUCED

(e} Remmbursement:
Rate

. Claim” $ S s

gy PAID j

QOther Meals
Served:

P,

e

T Pints Sold

T

(h) TOTAL

{i) Reimbursement’
Rate

—
—

Ciaim 5 - | 5 g g

5 TOTAL AMOUNT | 5 ' s 5
DUE PROGRAM

6. Average Daily 3 ' T Vo Pints
Participation B Extra Milk:
7 Number Adult Y2 PEH‘(S AdUHS
Meals i

8. Average Cost Per One-Half Pint Milk Purchased

9. Number of Children with Approved Applications on File for
Free and/or Reduced Price Meais and Free Milk, Where Applicable Free . Reduced

10. Number of days in operation

‘ certify that to the best of my knowledge and belief this ciaim for reimbursementis true and correct in ali respects; that
eccrds are available to support this claim; that is in accordance with the existing agreement,

Signature _ Date

WVDE-43-10-30
Revised 1885

2K

G - 30.5



WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virginia 25305
OFFICE OF CHILD NUTRITION

REMMBURSEMENT RATES
SCHOOL YEAR 1992-93

{Effective July 1, 1992 —

TYPE OF MEAL

SCHOOL LUNCH

{a) Section 4 {All Lunches Served)
Sponsors serving less than 60%
free and reduced lunches, 1990-91

sponsors serving 60% or more free
or reduced price lunches, 1990-91

(b) Free -~

(c) Reduced Price

SCHOOL BRERKFAST

(a) All Breakfasts served

(b) Free -
Regular Reimbursement
Sevaere Need Reimbursement*

(¢) Reduced Price
Reqular Reimbursement )
Severe Need Reimbursement*

SPECIAL MILK .
(To be served only in schoeols with
ne other food service CR to split
session Kindergarten Children)

(a) Paid -

(b) Free

*Refer to the Policies of Cperaticn Manual,

June 30, 1993)

REIMBURSEMENT RATE

$ .1625%

.1825
1.532%

1.1325

. 1875

L1575
.9350

.4575
L6330

.1100

Average cost per % pint

Section B, Schcol Breakfast Program

concerning schools eligible for severe need reimbursement.

051l4g

G - 30.6




0518q

COUNTY BOARDS OF EDUCATION WITH 60% OR MORE
FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 1990-91

Barbour
Braxton
Calhoun
Clay
Fayette
Gilmer
Lewis
Lincoln

Logan

Minge
Mchowell
Pocahontas
Randelph
Reoane
Summers
Wayne

Webster
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WEST VIRGINIA DEPARTMENT OF EDUCATION
CHIID NUTRITION DIVISION
Charleston, West Virginia 25305

NET CASH RESOQOURCES
|l SUMMARY OF INFORMATION FROM SCHOOLS AND COUNTY
FOOD SERVICE FUNDS

CASH CASH
RESQURCES PAYABLE

1. Cash on deposit
{Checking account balance, NOW accounts, etc.)

(3]

Cash on hand

(Monevy received but not vet deposited, petrty
cash). Monevy im schoel accounts and county
accounts. (Ex: State Aid or reimbursements
not vet distributed.)

Cash receivables _
{Charged meals pot vet paid for, reimburse-~
ments earned but not yet received.)

)
.

Accrued earnings on investments {interest
earned but not yet received),

R

5. Stocks, bonds, cértificates of deposit,
. savings accounts, other investments.

6. Other cash, or near cash (any cash
resources not reported above).

7. Total cash resources.

8. Cash pavable (unpaid bills, encumbered
funds, loans to program).

9. Net cash resources (subtract cash
payable = item 8 — from cash resources
- item 7). ’

10. Three months' operatipg costs

Total Cost for PééVious vear T3
o | — ' DATE
SPONSCR -
{(For Private Schools And Residential Child Care Institutions)
6 PREPARED BY o
WVDE 43-10-37a 5/86

G - 30.8%




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. v, G. H. I.
DATE AMOUNT VENDOR UNIT AMOUNT BALANCE | TOTAL VALUE
RECEIVED PRICE | WITHDRAWN | ON HAND | ITEM ON HAND

54l4q

G - 30.9




EQUIPMENT RECORD

. Schoel District

Equipment

Manufacturer
Model Number _
Serial Number _

Purchased From

Address _

Date Instailed

Warranty Information

Equipment Cost $

Funding Source: Food Service

Inventory Number

Energy Source:
Manual
Steam

Gas

Electric

Natural
Butane
Propane
BTU
Watts
Volts
Amps

Phase

Depreciaticn Schedule:

Federal aid Page
Cther o o
Location =
Service Receord _
DATE WORK DONE BY WHOM CHARGES
Location Verification
DATE NAME DATE NAME DATE NAME
S413g —

G - 30.10




briws
S I - e . _ _ -
awAs | dov | ETee daa AVIA /NLROW % & _ & " DAMAAQ Qs YAION TYIHAS “ON
HLNOW —SNUAT, RS AAT HAVHS qHVHS 180D TILINT | -T4L | (LINR/00SE dAAO) 0L
- AINAEN0S INANGINGH | NOTIMNIWIAL DO THAaE NOTL A0 ¥9AX | -SNI WALI INARSTINGH ~NIANT
WO¥d SHOTLW1HT H417 | 4RESnray 8531 -ISIN0OVY | /HENOW | @Xva
AHA 100HDS ALNNOD o TO0HDS 40 JWUN

HINUHHDS INJWAINOE A TEVANIJXA NON

SOEIT euidIfA 1594 'U0ISILIRY)
swesdord woptnN piy)
NOLLYVINAYA 0 INGWLUVAAA VINIOWIA 1S3m

G - 30.1%



WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Programs

‘I’ 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 TINME RECORD
(Documentation For Pro-rated Use/Cost)

Name of Scheool/Ceriter

Period From L , 19 . to . 19 .
Time Used For Time Used For
Date Child Nutrition Cther Functions Name of Operator
Total Hours b HH 0906860559 60.0680.0.00 44

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

Mohitoring
The Management Evaluation
On-sSite visit
Corrective Action
Assessment Procedure - Free and Reduced Meal Application
Assessment Procedure -~ Meal Components and Quantities
Pclicy Concerning Adjustment/Repayment of Funds
Auditing . '
AIMS Monitoring
ATMS Review
Second Review Threshold
AIMS Exit Conference
AIMS Secorid Review
Exhibits
Management Evaluation
WVDE 43-30-03-S (On Site visit)
Plan of Corrective Action
WVDE 43-10-13-ME (Noted Exceptions)
Assessments 43~-40-Z2a

Monitoring of Accountability
Inspection Report for Food Service Establishments

S e i o nts Vil i o]

16

12

13

14

30.
30,
30.
30.
30.
30.6
30.7
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MONITORING

By 1law, 'state and local education agencies are responsible for the
administration and supervision of child nutrition programs funded under
the wNational sSchoel Lunch Act and the Child Nutrition Ack. Field
personnel of the child nutriticn staff of the WVDE 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 scheols
in the 55 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 fileld perscnnel:

1. ~The Management Evaluation [H - 30.1]
2. The On-Site visit [H - 30.2]

Accu~claim regqulations (7 CFR Part 210) require the School Food
authority/Sponsor to monitor program accountability. The review
process fmust be completed by February 1, of each vyear and the
monitering 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 actien
plan, 2 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 moniteoring form, contalning the required minimum review area is
needed [H - 30.6]1.

0483g = ' 7 H-1




THE MANAGEMENT EVALUATION

The Management Evaluation, a comprehensive review, 1is conducted
periodically in participating schools. TDuring a Management Evaluaticn
the following aspects of the program are reviewed:

m analysis of the meal:;

m menu planning and meal service;

m f£ree and reduced price meal policies;

m» civil rights compliance;

m purchasing practices and utilization of United States
Department of Agriculture (USDA) donated foods:

m sanitation and safety;

m Facilities and equipment:

m participation/preducticon records; and

m Nutrition Education and Training (NET) activities.

A record of the review 1is made on the form entitled "Child wWutrition
Programs, Management Evaluation” [H - 30.1]. The back ©of each page of
the Management Evaluation form will define the items monitored.

Items which should be available Ffor review at the time of the
Management Evaluation:

m active enrcllment;

m estimated average daily attendancs;

m attendance on date of review;

m Policies of Operation Manual;

s previous two months reports (participation and financial) and
invoices;

w checkbook, deposit slips, bank statements:

m equipment inventory;

m Policy Statement (collection method, offer vs serve policy);

m  applications for free/reduced price meals:

» master list of students eligible for free/reduced price meals:

m file of verificaticn procedures and information:

m enrollment and number of students eligible Ffor free/reduced
price meals by race;

» documentaticn cof student/parent involvement:

a production records;

= Child Nutrition (CN) labels or product analysis information: and

s Inspection report for food service establishments. [H ~ 30.8]

0483 = - CE -2




ON-SITE VISIT

The On-Site Visit 1is a review of one or more particular phases of the
program._ For example, an on-site visit to a school or 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 Lls made on Form WVDE 43-20-01-5 entitled Record of Cn-Site
Review [H - 30.2].

0483 = CH-3




CORRECTIVE ACTION

"If, during either the management evaluation or the on-site review, a
need for corrective action is found, the problem is noted on the Plan
of Corrective Aaction form [H - 30.3]. Written response bhy the
administrator is required within ten weorking days.

IE, on the day of the review, the meals served do not meet USDA
requirements for meal compenents 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 listed on the Form WVDE 43-10-13-ME (Noted Exceptions)
[0 - 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 WVYDE
Einance office. FPorm WVDE 43-40-22a [H - 30.5] will be completed ané a
copy given to the sFRA. .

0483q -  H- 4




ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

wnile checking applications during the Management Evaluation, if errors
are found, the WVDE coordinater 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 cppertunity 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 ascsessed may be from the day of
application approval to the day before the visit of the WVDE

cocordinator.

Assessment amounts will be calculated using the error code listed below:

Error Code a2  Approved free should have been reduced. The
difference between free and reduced reimbursement
rate 1s multiplied by the number of meals served
and claimed.

BError Code B approved £free should have been ineligible. The
Eree reimbursement rate 1s 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.

Error Code B Denied should have been free. No assessment.
Error Code F Denied should have been reduced. No assessment.
Brror Code G Insufficient data. Based on the checked approval,
elther free or reduced, the assessment is Eigqured
as in B and D.
Copies of the Form WVDE 43-10-13-ME will be left with the Management
Evaluation and Corrective Action form. For applications with Error

Code G the school 1s allowed ten working days to complete or correct
the applicaticon before an assessment is made.




ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

During Management Evaluations, the West Virginia Department of
Education (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/cr quantities are
inadequate tc mee: United States Department of Agriculture (USDA)
requirements, an assessment will be made for all reimbursement for that
day's meal. IE the school has a cholce 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 be
assessed.

In schools with twe serving lines, ‘the line serving the menu choice
with inadequate components and/or quantities is assessed.

wWhen reviewing for Assessment, Improvement and Monitoring System (AIMS)
or Management Evaluations, menus for the previcus two week period will
be reviewed using the production records. Meals determined to contain
insufficient components in required portion size shall be Ffound out of

compliance.

0483g — : H=-56




POLICY CONCERNING ADJUSTMENTS/REPAYMENT OF FUNDS

There are several situations that arise which require a SFA or school
to repay funds to WVDE or claim additional funds due the SFA. The
Following methods shall be used for repayment.

1. “"When the situation reguiring 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 Oc¢tober claim (WVDE 43-10-30)
[G -~ 30.5] results 1in an overclaim of $30.00. This
amount will be deducted from a future claim for
reimbursement by the WVDE.

2. . 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: If the error had been on the September
claim, a check for $30.00 must be written to WVDE.

3. "There are also situations which require both methods of
repayment.

For example: During a review in December an error in
application appreval 1s found. The overclaim for meals
claimed for ineligible children during September would
be repaid by check (written to WVDE) while meals
ilncerrectly claimed 1in October and ¥November would be
deducted from a future c¢laim for reimbursement.

4, Rll monles 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 8FA or school shall submit a revised claim to the WVDE.
Adjustments will be made upon recelpt of the revised claim.

0483q = o . H~ 7




AUDITING

The Office of Management and Budget (OMB) Circular A-128 establishes
uniform audit requirements for state and local governments, or their
subdivisions, that receive 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. In 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 Vvirginia State Tax Commission Office will, upen the completion of
the audit of the £fiscal accounts, appoint a private auditer or
certifled. public accountant to conduct a program audit for the child
nutrition program £unds. Each School Food Authority (SFA) will be
charged by the private auditing firm for the c¢hild nutrition program
portion of the audit. The SPA 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 Cforwarded to the SFA within ten days. WVDE shall work toward
resolution of the findings within 90 days.

Child Mutrition Program Audit Requirements

National School
Lunch Program, Scheool
Breakfast Progran,

Annual amount of Summer Food Sarvice
Total Federal Program, Special
Sponser Tvpe . . . Punding Milk Program
Governmental-OMB 2-128 Under $25,000 None

(Includes Public Schools)
$25,000 - $100,000 Organization-wide or
Program Annually

Over $100,000 Organization-wide
annually
Non-Governmental-OMB Under $2%,000 Nona
A - 133 — - '
Over $25,000 organizaticn-wide

Or Program
annually or
Biennially

0483g - H- 8




AIMS MONITORING

"In 1978, the USDA Inspector General expressed to the USDA Assistant
Secretary for Food and Consumer Services, a concern that deficiencies
fundamental to the operation ©f the FNS programs had been found to
continually occur in program entities audited by the Office of Audit,
USDA. Several deficlencies that had been repeatedly encountered in
child nutrition programs were:

m overstated meal counts;

m meals claimed for free/reduced ©price reimbursement not
supported by appreoval applicaticns; and/or

® Mmeals not meeting USDA meal pattern requirements.

These uncorrected deficiencies had generated large dollar losses to the
USDA according to the Inspector General. Consequently an appropriation
was earmarked “"for activities including audits, to identify and take
any needed corrective action concerning administrative problems in the
school feeding programs - such as nen-compliance with meal standards or
eligibility criteria and the submissicn of reimbursement claims which
exceed actual meal costs",

The USDA proposed an Assessment, Improvement and Monitoring System
(AIMS) to be implemented within the state agencies to assist them in
identifying operational and management prcblems in the administration
of child nutrition programs and to take corrective action when needed.

The objectives of AIMS are:

s to analyze current schocl lunch program management by
state agenciles;

» to foster improvements in program management by states;

® to monitor effectively the use of USDA funds; and

m to protect the nutritional integrity of meals served.

AIMS requires each state to menitor it's child nutrition programs on a
four year cycle. States are required to identify problems 4n the
management of c¢hild nutrition programs by SFAs and to initiate
corrective action in order to comply with four performance standards.

AIMS Regulaticns have been amended and were final on March 28, 1989,

0483q - H-9




ATMS REVIEW

The four performance

standards are designed

to address the major

problems of accountability and nutritional integrity facing the chilgd
nutrition programs as identified by existing management and monitoring

tools avallable to USDHA.
Performance Standards

1. Within the SFA, each student's
application for Eree and reduced
price meals is correctly approved
or denied in accordance with the
application provisions:

m total household income;

m names of all household
members;

u social security number of
the adult household member
who signs the application
or an indication that
there is none; and

m signature of an adult member
of the household.

Review Process

Reviewers check that each application
is current and ceorrect (WVDE 43-10-20).

Master lists are compared with current
and correct applications on file. WVDE
43-10-30-5 [G - 30.1] reviewed.

Applications from families receiving

food stamps or aid For dependent
children need only provide:

a2 child's name;

m AFDC or FS number; and

m parents signature.

2, The number of free/reduced
price meals claimed for reim-
bursement by each school is
equal to the number of meals
which are served to children
who are correctly approved for
Eree and reduced price meals.

The number of correct free and reduced
applications for the review month is
multiplied by the ADA factor which is
multiplied by the number of operating
days and compared against the number

of meals claimed. If number claimed
exceeds number claimable, fiscal action
is taken.

0483q
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Performance Standards

3. The system for counting
and claiming mesal
totals for paid, free and
reduced meals claimed for
reimbursemenit at both the
Scheol Food Authority (SFA)
and school is accurate,

Review Process

Reviewers will observe and analyse the
scheol's counting and recording systems.,

Reviewers check monitoring reports by
the SFA.

Reviewers check to see if the system
{point of service and payment options)
prevents overt identification.

The school's system for collecting,
counting, receipting and depositing
of money is reviewed,

The school's claim for reimbursement is
reviewed for accuracy.

The SFA's system Eor conscolidating the
claim for reimbursement 1s reviewed for
accuracy.

. Meals claimed Eor reimbursement
within the SFA contain food
components {(and guantities) as
required by regulations.

On-site observation of meal preparation,
meal service, a review of past menus and
production records, availability of
Child Nutrition {(CW) labels for
prepackaged, prepared or frozen food
items served.

0483g H-11

Fiscal actlon shall be taken on both
first and second reviews for any degree
of violation of AIMS Performance
Standard 2-3-4.




SECOND REVIEW THRESHOLD

Corrective Action Plans will bhe completed by ald: School Food
Authorities which are found on first reviews to exceed their second
review threshold.

The seccorid review threshold is exceeded when:

1. For P.5. 2; 1f one school reviewed in an SFA claimed
reimbursement £for wmore free or more reduced priced meals,
respectively, than the number of children correctly approved
for such meals for the review periocd times the days of
operation tlmes the attendance Eactor used by the SFa.

2. For P.5. 3; if one school reviewed in an SFA dces not have an
adequate system Eor counting and/or claiming
free/reduced/paid meals For reimbursement: or the SFA does
not use valid procedures for consolidating claims.

3. - PFor P.S. 4; 10 percent or more of the total meals observed in
a scheool food autherity are missing one or more components.

0483q H - 12




AIMS EXOJT CONFERENCE

Following an AIMS review, WVDE representatives will conduct an exit
conference with officials of the SFA to:

w discuss deficiencies observed;

m Jdescribe the extent of the deficiencies; and

m outline corrective action rneeded (this must include, 1if
necessary, amending the claims for reimbursement for the period

reviewed).

When a second review threshold is exceeded, a discussicon of a formal
corrective action plan takes place., After each AIMS review, the WVDE
must submit written notification te the SFA superintendent informing
this person of the findings and of corrective action needed, if any.
The WVDE is to provide SFAs a clear understanding of all performance
standards and the SFA must document all corrective action.

Formal cdrrective actlon plans must include:

m corrective action needed {(amendment of claims for reimbursement
for the review period);

w time frame for completion; and

# signature of SFA representative.

The WVDE must:

m assist the SFA in the development of the corrective action

plan; and
» approve and sign the plan within 60 days of the noncompliance.

When it 1s necessary for the WVDE to assess and recover money from

overclaims on meals/milk served, adjustments are usually made by the
WVDE finance office.

0483g - o 7 H - 13




ASSESSMENT, IMPROVEMENT AND MONITORING SYSTEM (AIMS)
SECOND REVIEW

School Food Authorities (SFAs) found to exceed second review threshold
for Prerformance Standards 2, 3 and 4 must have second reviews. The
first and second reviews are to be conducted within the same school
yvear, if possible. However, second reviews shall he completed no later
than pDecember 31 of the vear Eollowing the year of the Eirst review.

The West Virginia pepartment of Education (WVDE) must assess and
recover funds on newly discovered or continuing performance standard
deficiencies whether they exceed a second review threshold or not.
Corrective action plans must be amended or extended if any performance

standard second review threshold 1s exceeded on second reviews,

The WVDE will conduct follow-up reviews to ensure compliance with
second review threshold deficiencies.

0483q i - 14




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHARLESTON, WEST VIRGINIA 25305
CHIL.D NUTRITION PROGRAMS

NAGEMENT EVALUATION

Date Tcday's Attendance

Name of School/Institution/Center

Enrollment ADA

Address B —

Persons Interviewed and Titles:

Sponser's Name

Sponsor's Address

|
ADP CHILDREN/DAY CARE ADULTS | % STUDENT ADP
| i I l | |
MEAL{(S) {Indicate) | FREE { REDUCED | PAID | °TOTAL |PARTICIPATION | ADULT
| | | i | I
1 | | i i |
i I I | | 1
! | | | ! |
[ | | I ! 1
| | | | l |
| | ] l I i
c* N¥
1. Percent student participation equals or exceeds the national average
{public schools only).
Z. Records are kept for three vears plus the current cperational year ——
3. Participation Fiqures (Breakfast, Lunch, Supplement} obtained from
accurate point of service count R
4. Fianancial Management.
a. Does audit of previous year disclose any material weaknesses or
significant findings? . _
b. Income and expenditures correspond to information reperted on
WVDE 43-10-31 (or 43-30-31)
c. Funds protected from loss and invested in interest bearing account
d. Checks supported by itemized and signed invoices o
e. Food Service account reconciled with periodic bank statement
£. A la carte items properly accounted Eor (breakfast only)
5. Policy Statement up to date
6. Anonymity of children protected in collection and serving procedures
7. Applications for free/reduced price meals
a. Complete for everv participant for whom free/reduced meals are claimed
b. approved within guidelines
c. Periodically reviewed for temporary status | Mumber of Applications |
d. verification accurately completed | Pree i
8., Master List | Reduced |
a. Listed by approved category | Lnactive i
b. Updated with additions and deletions | Denied |
| l
Signature of Reviewer = T
H - 20.1

ME-43-40-22 (Revised 05-13-92)




ME-43-40-22 (Revised 0h-13-92)
Page two

SCHOCL/INSTITUTION/CENTER

| | | | | I
| 2merican | Asian or | Black (not | Hispanic | White {(not | TOTAL
9. DATA BY RACE | Indian or | Pacific | Hispanic) | | Hispanic)
| alaskan | Islandeer | | i |
I | i I [ |
I | I I I |
ENROLLED I | | ! | |
I ] I I I I
| | | | I |
APPLICATIONS APPROVED | i | | | [
FREE | | I I I I
I | ! I I |
| | | | | |
APPLICATIONS APPROVED | | | | | |
REDUCED i | | [ | |
I | I | I I
| | I I I I
APPLICATIONS DENIED | i [ | ! I
I { ] I L {
1¢. Compliance with Civil Rights and Handicapped Regulations
. a. Nondiscrimination poster is displayed ]
b. Letters to parents, gquardians or household members of participants
contain the nondiscrimination procedures for filing a cempliant
c. Verification procedure based on true random sample
a. Special meals are provided to participants with dietary or health
problems, and are supported by statement from recognized medical
authority _
e. Services and fFacilitles are accessible to all persons without regard
to race, cclor, naticnal origin, sex, age, or handicap
11, Sale of non-nutriticus foods prohibited _
12. "Competitive"/other food sales prohibited in the school lunchroom
during lunch }
13. Menus are posted and published
14. Current nutrition information is disssminated
15. Review of Production Records for Month of indicates
a. Meals met component and quantity reguirements
b. variety of food items as recommended
c. Sound production and record keeping practices
16. Purchasing Practices/Use of USDA Foods
a. Sound purchasing practices are evident _
b. Product analysis sheet(s) on file for prepared food items
17, student and parent invelvement are evident in nutrition policies

and practices -

Signature of Reviewer

H - 30.1a




ME-43-40-22 (Revised 05-13-92)

Page three _ SCHOOL/INSTITUTION/CENTER
18. Meal Analysis (Circle one) BREAKFAST LUNCH SUPPER SUPPLEMENT (a.m., p.m.)
Foed Prepared __on site vended satellite _in cottages

Name of vendor or Satellite Location

o i ) | i I

| | | |
MENU |NUMBER | SERVING | FOODS |QUANTITY | NUMBER | NUMBER | AMOUNT | AMOUNT
|PLANMED | SIZE | USED | USED |SERVINGS |SERVINGS |LEFTOVER |DEFICIENT
i i | I |PREPARED | USED | |
| | B ] | | [ |
MEAT OR MEAT | | | | | | | |
ALTERNATE ! | | | | | | |
1 i | I | l ! l
! | ] | ! ! l !
VEGETABLES & | | | | | | | l
FRUITS ! | | | | ! [ |
] | | | I ! l |
] g | l 4 ! | |
BREAD OR ] | ! | | | !
ALTERNATE i ! | | | ! i |
i | | | | | l |
- I ! 1 1 1 . | |
MILK AS B | | | | | | |
6ENERAGE | | | I ! | | |
| | | l | | 1 |
i | | ! | i | ]
OTHER FOODS | | | ! | i | |
| ! | | | | | |
[ I | [ | 1 I %
| | ! 1 | | I
# Participants Served . # adults Served

I

# Others Served Total Served

19. Meal meets contract requirements 7
20. Meoderate use of s&lt, fats, and sugars

21. adequate time provided for meal

22. Sanltation report is available and score is 90 or above
23. The dining area encourages student participation

24. Equipment inventory documents proper expensing of assets
2%. Does some other aspect ©f the Child Nutriticn Program need to be addressed?

COMMENTS :

*C-Compliance; N-Non-Compliance

‘15 follow up needed? 1If ves, identify areas where additional review is recommended.

- Signature of Reviewer

25854 H - 30.1b




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CHILD NUTRITION PROGRAMS {County Board of Educaticn or Sponsoring Agency:
RECORD QF ON=SITE VISIT

—
T
[SH
R,
3]
M
in
0
8]
ﬁ ',.'l |
[
0
Q
Q
s
0
L]
o |
n‘
]
H
H
8]
)
it
ta.
tf
|5
[
Ia
0
e
iy
%
i
{
i
2}
o
Q
H
E]
0O
0
H
L]
2]
.

(Name and Title of Person(s) Contacted)

INITIAL PURPOSEZE QOF VISIT: __§ AREA(5) CHEECKED DURING VISIT: {Chack One or More
QUITREACH . Meal Quality . Nutrition Education
NEW PROGRAM = Meal Service Personnel Training
PRE-APPROVAL — Free & Reduced Price HMeals __ Competstive Foods
REQUEST , - ___ Records & Reports Heal Regquirements
NET . — Sanitation & Safety Ecuipment & Facilities
TECHNICAL ASSISTANCE __ Other (Designate)
MONTTORING —

0

OMMENTS 2 (Based Uron a Ggneral Overview of the Area(s) Designated Abcove -- NOT & Detailed
Analysis or Evaluation}

¢

RECOMMENDATIONS : (Indicatidn of Needed Emphasis, Based Upon a General Overview)

. (Signature) {Date of Visit)

|

Il

WVDE 43-30=-03-5 ~ - -



WEST VIRIGNIA DEFARTMENT OF EDUCATION
Charleston, West Virginia 25305

CHILD NUTRITION PROCGRAMS
’ MANAGEMENT EVALUATION

PLANS FOR CORRECTIVE ACTION
SCHOOLS, INSTITUTIONS AND CENTERS

NAME OF SCHOOL. INSTITUTION OR CENTER

ADDRESS

SPONSOR'S NANE

DATE

Within 10 working days return 2 copies to;

WV Depariment of Education
Child Nutritton Division
Capitel Complex. Buiiding 6

" Room B-248

Charleston, WV 2530_5

SPONSOR'S ADDRESS ATTENTION:
TYPE OF EVALUATION
o AIMS = Management Evaluation o Civil Rights Compliance T On-3Site Review

An evaluation of the school/agericy on the above date indicates the need for corrections in the areas listed below. In
the space provided. indicaie corractive action taken or planned.

TOTAL ASSESSMENT

Signature of administrator_gr principal

43-40-22 = =

H - 30.3
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‘l’ DATE:

TO: .

During recent monitoring activities in your county/institution, viclations
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 Sectiocn 4 Number Cash or
{F/R} (Total) Breakfasts WValue of
Meals

UNDER CLAIM

TOTAL
The total amount of § will be deducted from or added to  a
future claim for rZimbursement by the West Virginia Department of Education Finance

Qffice. -

SIGNED

TITLE
. Child Nutrition Programs
West Virginia Pepartment of Education

ceo: County Food Service Supervisor/Program Administrater
State Director, Child Nutrition
State Audit Qffice, Account

OFFICE USE ONLY

Month of adjustment

1
!
1
‘ I Toctal amount
I Changes made by
i
|

Date

43-40-22a Revised 3/6/89 H - 30.5




10.

1i.

12,

13.

14.

15.

4071qg

MONITORING OF ACCOUNTABILITY
NATIONAL SCHOOL LUNCH PROGRAM

Name of Scheool

County/SFa

Date _.

Current Enroillment

Average Daily Attendance

Today's Attendance

The number of applicaticns correctly and currently approved
free N

The number of applications correctly and currently approved reduced
price _

The counting system ylelds the actual number of lunches:
Free - Reduced Price Paid__
The system for reccrding total lunches served is correct. Yes No

Lunches served to students contained compconents reguired by federal
regulations. - ¥Yes No

Lunches served to students contained quantitles reguired by federal
regulations. Yes No

Comments regdrding additional aspects of the Child Nutrition Program:

1s a Corrective Action Plan necessary? Yes - No

Reviewer =

H - 30.6




DEPARTMENT OF HEALTH

INSPECTION REPORT FOR FOOD SERVICE ESTABLISHMENTS

o o —— ———————— ____—— e = —— —
NAME OF ESTARLISHMENT ADCAESS OF ESTASLISHMENT
NAME 1OWNER, OPERATOR QR AEGISTERED AGENT) CiTY, GOUNTY OR DISTRICT PERMIT NUMBER JATE

Sir' Based on sn insSection thig gy, the itams marked beiow dentify the viciation in Speration or faciities which must be correctes By the mext
routing NEPACLON of SUCh shorter period Of Lme 83 May ba spaciiied i wrining by the hesith authority. Faiure to Comply with this notice may resuitin
mmedidte suspenson of your permuts, An opporiunity 1or an appasl wiil be provided if & writlen request 1or 8 hearing 1s filed with the Reaith authonty
within the pernod of tma established n this natice for the coraction of visiations,

ITEM
NO. REMARKS (Please specify arsa,)

The unsatisfactory conditions radorgad were discussed with the owner or cperator or his reprassntative,

. VIOLATIONS MUST BE CORRECTED
ON QR BEFCRE:

Sanitanan
agad wom Frvlr N ) Fage

Note: Score = 100 a3 weight of Hams violated H - 30.7



FOOD

Scuire sound tmnaiton, no spoiage

Cnyma contansr properly labeied

FOGCD PROTECTION

.03 Pot mar food meets temp requirements during storags,
Dreparation display sarvice transsoriation

i 04| Fagiities 10 maintain product temp

S8 Tharmometers provided consDICLOUL

26| Pot haz fosd properiy thawed

27| Unwrapped ang pot haz, foed nat re-served

Eond protector 2unng storage, preparation, disolay, service,
radMIporiation

<8

28! Hangling of o008 nce! minmmized

O Im use, long ure: dipensing utensis oroperly stored

sl 0 =)=l o

PERSONNEL

i
Pt Perzonnel wett misrtiong restngted

P

Fi.\nns washeo ana claan gocd hygienic practices

[E—
l 131 Slean clothes, mar regiraniyg

FOOD EQUIPMENT & UTENSILS

-
141 Foor ncal contact surfaces, gesigned, constructed, man-
|1ainag, nctatiag 1ocates

ce INon-fnaa canrazt surfaces, designed, construgiag, mam-:

* lrained nEtailayg ncated

lD-shwasnmg faciities desigred, consttucied, maintaned,
1installec, ocatesd, coerated

Aggurate thermometers, chemical test Xits provided, geuge

1
Bk
Btk v PSS vaive )

I
18 |Prediughas ssriped soakad
L B

'S | Wash nnse waler <ean, proper temp.

Santizatnion ringe clean, temg . CONCENIration, axsosuTeE

-
e
“ [tme, squipment Jtangils sgrutized

-~ ]

< W»OIRE cloihs Clegn, use restncled

-y

532 Foad contact surtaces of sguipment and utensis clean, fres
| | of Aprasives, detergent _

[ 5]

___."_._3 Non-toog contag! swiaces of squipment/utensis clean

24 | Storage, handiing of clean equipment/utsnsils
L ai " 2% Srcies, storage dispensing '

N i
1 26 1 No te-use ol single service articles

=] ]-

WATER

< ?TWaur source. 3afe hot & sold water under dressuee

{s|

ltgm

SEWAGE

['EELS-wage and waste wales diISpOLA |

PLUMBING

29

ingtalles, mamntaned

*30

Crosg.connection, back siohonage. backilow

TCOILET & HANDWASHING FACILITIES

-31

{ -

:

Number. convenient, sccessible. designed. instgied

Teoilet rooms snclosed. 1eif closing doors. hixtures, good

32 [repair, clean; hand sieanser, samtary toweis nand drying z
devices peovided, Broper wasts receptacies
GARBAGE & REFUSE DISPOSAL
33 Containers of raceptacias covered, adequate number in. ] N
sacurodent proof, frequency, clean { -
14 Cutsice sterage area anciosures Sroperly comstrucied. clean
controlied InCingration
INSECT, RODENT, ANIMAL CCONTROL
.35 Presence of insecis rogents; outer cpenings protectes nmo |
birds, turties, other animgis 1
FLOCRS, WALLS & CEILINGS .
g Fioors: consiructied, drained, cleam, gocd reparr covenng . |
stallation. gusiiess ciearing methods
37 Wallg, celing, sttached squipment: construcies gOod resar
clegn, surisces dustiess zteanirg methons

LIGHTING

[ 38[ Lightng provided 38 required hxtures shigiceg |

VENTILATION

[ 39| Rooms & eouip vanted as required

DRESSING ROOMS

’ 60{ Rooms. ares. jockers Drovided, locsted, usec i

OTHER CPERATIONS

Toxic 1tems arogerly stored, labeled, used

“43
Pramises muntaned frye of (itter, unnecessary arucles,
42| claarung Manienance equip properly stored, Authonzed par-
sonned.
43 ] Comgilets saparaton from hving sieeping qUariers Laumj.
441 Clean, soiled finen progery stored o

*CRITICAL ITEMS REQUIRING IMMEDIATE ATTENTION

554

Page




SECTION I

CIVIL RIGHTS

Public WNotification

Data Collection

Review of Schools

Procedures for Filing Complaints
Definitions

Exhibits

Non Discrimination Poster
Civil Rights Information




PUBLIC NOTIFICATION

It is the School Food Authority's responsibility to train and moniter
theilr schools in regaerd te Civil Rights Compliance.

Sponsors must ensure that all forms of communication and printed
program information that are disseminated., _especlally the free and
reduced price notification letters, application forms and public
releases, include the following elements:

= The statement that preogram 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. Participants 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 agrassroots
organizations should be informed of the availability of progran
henefits _and services, the non discrimlination policy and all
significant changes in existing requirements that pertain to program
eligibility and benefits.

A nen discrimination poster must be  displayed in  the food
service/dining area. {1 - 30.13] Posters are avallable at the West
Virginia Department of Education.

The sponscr should make avallable to the public and to participants and
potential Tparticipants upen - reqguest, infermation about program
requirements and the preocedures for £filing a complaint in English

and/or in the appropriate translation to non-English speaking persons.

T158y _ . 1-1




DATA COLLECTION

USDA requires each school to keep on file the number of enrclled
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. [I - 30.2]

The racial/ethnic categories for which this informaticon must be
collected are:

American Indian or alaskan native;
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 Eree and reduced price meal application form,
this information must be obtained by other methods. Other methods may
include determination of the information by a school official through
observatiocn or personal knowledge. This information must be:

1 Maintained on file for three years; and

= Procedures should be established te ensure that the
information is made avallable only to autherized state and
Federal personnel during reviews or as part of Office of
Management and Budget approved surveys.

7758g o S 1 - 2




REVIEW OF SCHOOLS

When a review of a school 1is performed, the following information
should be reviewed:

77589

approved and denied Eree and reduced price applications are
maintained on £ile.

¥hether denied free and. reduced price applications are
disproporticnally composed of minority applications.

Whether there is a need for bilingual material or staff and
how, Lf it exists, it can be addressed.

Procedures that are used to determine and process civil
rights complaints.

Whether admission procedures used restrict enrollment by
mineority persons.

United States Department of BAgriculture or a Food Nutrition
Service approved poster is displayed.

Free and reduced price applications and letters provided rto
parents. or guardians of participants and potential
participants contain the non discrimination statement.




PROCEDURE FOR FILING DISCRIMINATION COMPLAINTS

Right to File a Complaint - Any person alleging discrimination based on
race, color, naticnal origin, sex, agde or handicap has a right to file
a complaint within 180 days of the alleged discriminatory action.
Under special circumstances this time limit may be extended by office
of Minority affairs.

Acceptance_- All ceomplaints, written or verbal, shall be accepted by
the School Food aAuthority and then Cforwarded te 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 - In the event that a complainant makes the
allegation verbally or through a telephone conversation and refuses or
is not 4inclined to place such allegations in writing, the person teo
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 Eollowing infermation:

] 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.

] The nature of the 1incident{s) or action{s) that led the
complainant to feel discrimination was a factor.

= The basis 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
knowiedge of the discriminatory acticn(s). o

] The date(s) during which the alleged discriminatory action

cccurred, or if centinuing, the duration of such actions.

77589 1~ 4




DEFINITIONS

Grassroots_. Organization - 2Any organizarion &t the local level which
interacts with potential participants, such as a community program,
civic organization. migrant group, church, neighborhood council, local
chapter of the XNational Association for the BAdvancement of Colored
People or other similar groups.

Mincrity - A person or group of perscns belonging to the protected .
classes <&ovefed by Title VI of the cCivil Rights act of 1964, as
amended, and later specified by the 0Office of Management and Budget
(OMB) as: -

american Indian or Rlaskan Native

u
[ Asian or Pacific Islander
= Black {(not of Hispanic Origin)
n Hispanic
Racial/Ethnic Categories - The designation of participants/potential

participants by race, color or naticnal 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 threough tribal affiliation or
community recognition.

] Asian or Pacific Islander - B persen having origins in any of
the original peoples of the Far East, Southeast Aasia, the
Indian Subcontinent, or the Pacific 1Islands. This area

includes, for example, China, 1India, Japan, Korea, the
Philippine Islands and Samoa.

N Black (not of Hispanic origin) - A person having origins in
any of the black racial groups of Africa.
= Hispanic - A person of Mexican, Puretoc Rican, Cuban., Central

or South American or other Spanish culture or origins,
regardless of race.

Complaint - & verbal or written allegation of discrimination which
indicates _that any National School Lunch Program, Schocol 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. naticnal origin, sex, ags or handicap.
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This facility is operated in accerdance
with U.S. Department of Agricuiture
policy, which prehibits 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 s& nay duge difu khidn theo chanh sich
cfia Bé Canh-Néng Hoa-K¥, cim khdng ai

Las operaciones de estas instala-
ciones estan en conformidad ceon la
politica de! Departamento de Agricul-
tura de los Estados Unidos que pro-
hibe la discriminacicn en base de
raza, color, sexo, edad, impedimento
fisico, refigién u crigen nacional.

Toda persona que piensa ha sufrido

discriminacion en cualquier actividad
relfacionada con el Departamento de
Agricultura debe escribir a:

. o) L &8
duege ki thi vE ndigidng, mauda, nam nif, tudi . 3 A & ’1'2.;': * 5’? 3. ¥ 43 U% x &
tac. 14t nguyén, tén gido hay xut sé géc gae. % '2‘ A % ER ’1}:2 A 25l %

- &
Bit et Aguoi ndo cho'1a minh ¢4 bi kY thi gi MR MK R L i
trong mét hoat ddng nao lign ht d€n B3 Canh A dn it aLydisHgz
Néng Hoa-K§¥ thi ¢t viét thr bo cho; i #h PR s A F B B %
Administrator 4 .
. Food and Nutrition Servica .
L7 3101 Park Center Drive T‘ . / 7
- Alexandria, VA 22302 TN P

Pursuant to Civil Rights Laws and Ragulations Applicable to Federally Assisted Programs.

Foum 40 475 B Howemowr 1945




CIVIL RIGHTS INFORMATION

| | !

DATA BY RACE |american |asian Or |Black (Not
fIndian Or |Pacific iHispanic)
|Alaskan {Islander |
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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 scheool.

*Opticnal
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FOOD SERVICE POLICIES
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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 schocl lunch.
A minimum of ten minutes of eating time (after going threugh the serving
1ine) 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 pericd should be a part of the menu and be
included in the regqular meal price. 1If food is available. second servings
may be offered at no charge after the student has eaten the mejor portien
of the meal. Adults shall not remove food from students trays for the
consumption of any other person.

If "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 cest and the student eliglble for reduced price
meals must be offered the same service at no additicnal cost.

Second meals consumed by students shall be reported as non-reimbursable
lunches and recorded in column 11 on form WVDE 43-10-308. [G - 30-.1]

0488q - o C J -1




MEAL SERVICE FOR ADULTS

adults shall be served the same menu served to students in pertlons 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 SFA, be furnished at no charge. These meals should be shown as
program adult meals (Column 6 or 12 con form 43-1C-3Cs}. School
employees ‘who supervise during the lunch or breakfast perieds, sell
tickets or perform other dutles directly related to the fcod program
should 8o s¢ 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, aildes, student teachers and
cother pesrsons working or wvisiting in the school may not be served free
of charge unless the cost of the meal is covered from ancther 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

Meals must be provided for handicapped children at no additional charge
or free of reduced toc those with approved free and/or reduced price
applications on file. Special equipment for preparation and utensils .
for eating are allowable costs.

Scheools shall require parents/guardians of handicapped children to
provide medical certification from a medical doctor that (1) verifies
special meals are needed because of their handicap and (2) prescribes
the alternate focds anéd forms of foods needed to meet the child's
special dietary needs.

Food service personnel may obtain assistance in planning appropriate

foods. —




DISCIPLINARY PRACTICES AND MEAL SERVICE

In no casg& shall a student be denied a meal or part of a meal or served
a different type of meal as a means of discipline or as a result of
discipline for violaticn of school policiles.

In schools where offer wversus serve is practiced or where choices 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.

04889 .




MEAL SERVICE FOR SENIOR CITIZENS

Schools are encouraged to initiate programs to provide meals for senior
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

If schocl_food service facllities are utilized in emergency situations,
supplies and foods on hand (both purchased and donated) may be used for
emergency feesding. _Agcurate inventory records must be maintained and

replacemerit or repayment must be reguestoed 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 regular basis. However, schools are not required
to provide meals or milk indefinitely when payment has not been made in
the time determined to be. reascnable by the local school officials.
Schools are encouraged to obtain completed free and/or reduced price
meal applitatiens when financial need is obvious.




LOST, STOLEN AND MISUSED TICKETS

Locel school officials should develop procedures to handle the preoblem
of lost, stolen and/or misused tigkets and should initiate appropriate
corrective. measures, These _officials should distinguish between
genuine cages of lost or stolen tickets from willfully fraudulent “sold
ticket/miguse" situations, and take appreopriate action.  This may
include, when necessary., the same disciplinary measures that would be
uscd in resolving any other infracticn of school standards and rules of
conducet.

The decision to replace a Lticket belongs to the scheool regardless of
the circumstances. The "lost” or "stelen" ticket may be replaced or
the schocl _may choose one of several opticons. The options may include
accompanying or monitoring all students who report lost or stolen
tickets - needy and non-needy - through the focd service line;
providing a 1list of those students' names tc the cashler; or any
locally developed measure that complies with the legislated
boundaries. Regardless of which option is chosen, the eligible needy
student must be provided with the free cor reduced price meal.

Schools may alse initiate a procedure which would sanction an
ineligible_student for attempting to use & ticket to obtain a meal when
that ticket was lost, stolen or when it was determined that the ticket
was otherwise obtained by Eraud. in developing corrective measures,
schools need conly ensure that frece and reduced price recipients not be
overtly identified and that they not be chargsed for any replacement
ticket.,
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USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, USDA donated foods or purchased focods shall not be
sold, traded or given away, eXxcept as used in Child WNutrition
Programs. _ No feoods, including left-overs, shall be removed from the
school food service .area by food service persconnel either for their own
use or for the use of others, except for schosl sponsored activities.

2ll equipment and supplies shall be properly inventoried and shall not
be removed from the school food service area without appropriate
authorization. Records must Dbe maintained verifying the date a piece
of equipmgnt was loaned Ffrom the £food service department, the date
returned, the principal's signature and the name of the borrower.

It is recdmmended that individuals not make purchases from vendors in
the schools. 1f such purchases are made, 1tems delivered may not be
stored in the food service eguipment. It is alsc recommended that no
perscnal items be stored in food service equipment or storage areas.

Food for outside functions (not school sponscored) shall not be prepared
in the kitchen during the regular work day. Schocl food service
facilities may be used by school or community groups for focd 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 empleoyvee shall be in charge to ensure
coentrecl over the child nutriten program focds and for proper use and
care of eJuipment and facilities. Wages for the school food service
personnel Shall be paid by the organization using the Facilities in
accordance_with current wage and hour regulatlons and SFA policy.
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SAFETY AND SANITATION

To avolid health and safety hazards, only authorized schocl food service
personnel Bhall be allowed in the food preperation and serving areas.
Use o¢f tobacco shall net be permitted in the scheol building or
property.

It is recommended that fcod service personnel wear clean uniforms.
approved hair restraints are required.

Students working in the Ecod 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 focods are served at proper temperatures, plates or trays
shiould be” £illed only as the students pass through the line. in
schools, family style is not permitted for students and/or adults,
except for Head Start and preschool c¢hild care programs.

Extreme care sheuld he taken during preparation and serving of food to
avoid contaminaticon or spread of communicable diseases.
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SALE OF NUTRITIOUS FOODS

When schools sell nutriticus food items during the school! day, West
Virginia Begard of Education regulations specify that no food other than
the school- lunch, breakfast and milk shall be sold or served in the
lunchreoom during the meal period.

Milk may be sold tc a student at any time during the meal period.

Proceeds - from milk solid in the lunchroom at the time of meal service
must. be deposited to the child nutrition account.
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SALE OF NON-NUTRITIOUS FOODS

The West Virginia Board of Education has adopted a resolution which
prohibits the sale of candy. soft drinks, chewing gum and flavored ice
bars in all public schools, including veocational schools, during the
school day. The school day 1s defined as the time bolween the arrival
of the £irst child at schoeol and the end of the last scheduled
instructional period.

According to the state board regulation, any feood product commonly
referred tc as "candy" may not be sold in the schools during the school
day. All foods and beverages solé during the school day must meet the
WVDE's guidelines. Ttems of questionable nufritional content, or
confections which are commonly called "candy" may be sold only 4if
certification is on file at the school, based upon laboratory analysis
of the specific item, that the food or beverage does not fall wvpnder the
WVDE's definition of candy, soft drinks, chewing gum or flavored ice
bar. Refer to guidelines for product selection.

The state. board regulation must not be confused with a more recent ons
passed. by USDA. The guidelines adcopted 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.

Foods served at school parties or sold at school. bake sales should
contain less than 40 percent sugar and/or other sweetening agents.
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The WVDE,

DEFINITIONS

in a letter to county superintendents dated August 6, 13878,

issued official definitions of these four food and beverage items.

04889

1.

Candy is defined as any food which, as served in its finished
form, contains, by welght, 40 percent or more sugar {in
crystalline form or in solution as SYLup, both
monosaccharides and disaccarides) . and/cr other sweetening
agents, or any fcod product commonly referred to as “"candy".

BSoft drinks as defined in Section 1, Article 19, Chapter 11
of the Code. of West Virginia: (a) "Bottled 8Soft Drinks"
which are all beverages, whether carbeonated or not, or any
preparations commonly referred to a5 “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 without the use of any syrup,
and (b)) any beverages, whether bottled or nect, which are
prepared frem 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 requlations promulgated
by USDA governing Child Nutrition Programs, and beverage
mixtures which, in the finished product., contain at least 20
percent natural frult or vegetable juices may be sold.

Thewing gum is defined as a preparation of chicle or other
plastic substance sweetened and/cr flavored for chewing.

Flavored ice bar is defined as a frozen confection consisting
of water mixed with flavered syrups and/or powders, sugars
and/or cther sweetening agents, binders, stabilizers and/or
emulsifiers.
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GUIDELINES FOR SELECTION OF SNACK ITEMS

The West virginia Beard of Education mendate [J - 30.11 on the
sales _of foods in schools supercedes .any USDA regulation. The
definition of candy was developed by the WVDE Nutrition Standards
Committes In 1976. School personnel should always verify
information furnished by salespersecons.

It 1is the responsibility of school perscnnel Lo control what
products are placed in vending machines, schocl stores and/or
snack bars. School -personnel should obtain product analysis
information from vendors upen which the decisions are made.

Learn to read labels. The United States Fcod and Drug Adminis-
tration has established standards which require that labels on
packaged foods identify the contents of each particular product.

A label must list ingredients in order of predominance (in order
of decreasing gquantities). IF sugar or some other caleric
sweetener 1s 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.

Distinguish sugars* from ‘“toctal carbohydrates"” in the product
being considered. It i1s only the "sugar and/or other sweeteners"”
that must be less than 40% in order to be in compliance with the
West Virginia regulatioen.

voluntary "nutritleon information" on packages will indicate the
gram weight of -carbchydrate. This 1s the "total carbohydrate”
whereas the product analysis information will further identify the
various feorms of carbchydrates. "Total carbohydrates” will
include but not be limited to, "starch and related carbohydrates,”
and “dietary fiber" as well as “sucrose and other sugars". It 1is
the "sucrose and other sugars" that must be less than 40% by
weight.

*There are many £forms of sugar. The label or analysis may
not indicate “sugar". Watch for other words used toc describe
sugar and caloric sweeteners. These words include, but are
not limited to:

brewn sugar glucocse molasses

corn sweeteners honey natural sweeteners

corn syrup invert sugar powdered sugar

corn syrup sclids. . lactose sorbitol

dextrcse levulose sucrose

fructese .. 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 cockles lemcnade

frosted toaster products iced pastries presweetened cereals
fruit flavored drink iced sweet rolls ready-to-serve pudding
fruit flavored punch ices sherbets-not containing

milk or 20% juice
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GUIDELINES FOR SELECTION OF JUICE OR JUICE PRODUCTS

The West Virginia Board of Bducation mandate on sale of foods in school
supercedes —any USDA regulations. Any juice or juice product sold in
the school must contain a minimum of 20% juice. The product must be
labeled or the principal must have proof of the percent of juice
content in each product sold.

The sugar content of juice drinks 1s not addressed in the mandate.
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MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some cases high school students participate in a specldl 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 SFAs since they
are only reguired teo make lunches avallable to eligible students who
are present during the lunch service periocds.

The <c¢eolleges and universities participating 1in the special study
program are not eligible to participate in the NSLP since they do not
meet the definiticn of "“school" under program regulations. Therefore,
any meals _provided to the high schocol students by the colleges would
not be eligible Ffor NSLP reimbursement, even if the high school
compensated the college for the cost of the meal.
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West Pirginia LBoard of Education

WHEREAS, The West Virginia Board of Education, on May 18, 1973,
adopted a policy prohibiting the sale of foods other than the Type A school lunch,
milk and breakfast in the school lunchreom during the lunch period, and

WHEREAS, The West Virginia Board of Educaticn, on May 18, 1973,
voiced its concern about the sale of non-nutritional foods on any part of the
school campus during any part of the school day and recommended at that time
that action by the local boards of education be considered to phase out such

sales, and

WHEREAS, A survey conducted by the West Virginia Department of Edu-
cation on September 7, 1975, shows that, of the 1,040 public schools and 235
non-public schooks responding, 26 percent sold candy, 27 percent sold soft drinks,
4 percent sold chewing gum and 6 percent sold flavored ice bars on the sckool
campus during the scheol day, and

WHEREAS, The West Virginia School Food Service Advisory Council on
October 29, 1975, has expressed opposition to the sale of non-nutritional foods
at any time during the school day in the public arnd non-public schools, and

WHEREAS, The Council on Dental Health of the American Dental Associa-
ticn has stated that candy, soft drinks and other confections with concentrated
fermentable sugar are associated with an increase in dental caries and has
discouraged such sales to children in schools, and

WHEREAS, The Ten-State Nutritional Survey of 1968-1970, in which West
Virg'nia participated stated, “In adolescents it was found that between-meal
snacks of high carbohydrate foods such as candies, soft drinks, and pastries
were associated with the development of dental caries.” Now, therefore,

BE IT RESOLVED THAT, cffective with the 1976-77 school year the
sale of the following non-nutritional foods or beverages is prohibited during the
schoo! day in all public schools of the State:

Candy Soft drinks
Chewing gum Flavored ice bars

BE IT FURTHER RESOLVED THAT, in crder to coordinate school prac-
tices with nutritional instruction, the consumption, during the school day, of the
food and beverage items listed above be discouraged in all public schools of the

State.

—November 14, 1975




POLICY REGARDING SALES OF NON-NUTRITIOUS FOODS AND BEVERAGES

August, 1989

In 1574, research was conducted by WVDE in the schocls to
determine the effects of nutrition education on knowledge, attitudes,
lunch participation and plate waste. buring the study. extensive
comments were received from teachers and parents regarding the
inconsistency of teaching about nutrition and goed eating habits in the
classroom while practicing and/or promoting poor nutrition habits
through sales -of non-nutritious Ffoecds in the halls, Concurrently,
teachers, parents and community health professionals expressed their
considerable ccncern regarding the high incidence of dental caries and
the detrimental effects of empty-calorie "foods" on health and
nutritional status of growing children and youth.

Because &F concerns of "mixed" nutrition messages at school and
the detrimental effects of non-nutritious items on health of students,
the State Superintendent <f Schools asked that all public schools phase
out sales of non-nutritious food and beverages Lo school children. A
survey of saled of such items prior to the Superintendent’'s memorandum
and one following the memorandum, revealed that no significant
reduction was made as a result of the Superintendent's request.

In 1975, the State Board of Bducation passsed a resolution
prohibiting sales to children of four non~-nutritious items, effective
with the 1976-77 school year. The four prohibited items, chewing gum.
flavored ice bars, candy and soft drinks were selectad and defined by a
team of dentists, other health professionals and educators.

Schools which complied with the mandate and which provided a wide
vartety of nutriticus snacks, based on student involvement, experienced
no decline 1in ré&venues from sales of snack foods.

In 1980, the 3tate Board reviewed the pelicy. and becauss of iLnhe
clearly established relationship between nutrition and thealth,
reaffirmed 1ts position of prohibiting sales of the identified items to
children during the school day.

In a period of increased nutrition awareness, the National
BEducation BAssociaticen published in 1989, The Relationship Between
Nutrition and Learning. Specifically., this research report indicates
that students who participate in the (nutritious) sSchool Ereakfast
Program show higher gains in scores on standardized tests and lower
tardiness rates than similar students who do not participate.

Because of the clear relationship betwsen nutrition and health,
and the increased evidence of the relationship between nutrition and
learning, the West Vvirginia Board of Education reaffirms its policy
prohibiting sales of chewing gqum, flavered ice bars, candy and soft
drinks to public school children during the school day.
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PERSONNEL AND TRAINING

Program Management
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Nutrition Bducation and Training {(NET)
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PROGRAM MANAGEMENT

The success of any child nutrition program depends largely on its
personnel .. Every employse must Dbe carefully selected for each
position. It is advisable to empioy trained personnel at the school
level and a trained director or supervisor at the SFA level.

Responsibilities and duties of all personnel shall be established by
the SFA. Employees develop an understanding of their responsibilities
through trailning and AJdetailed instructions. Metivation will be
increased . if the employees understand the purposes of the programs and
the tasks necessary to achieve those purposes. buties, 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 shouvld be available to
employees. -

BEach SFA shaill maintain a code or standard of conduct which governs the
performance. of its employees. USDA regulations state that school,
county, state and federal food service employees shall neither solilcit
nor accept_ gratuities, faveors or anything of material monetary value
from contractors, vendors or potential contractors.

In order to maintain a high degree of preductivity and performance,
school fodd service personnel should be evaluated periodically.
Evaluation Policy 1is 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 toc employees and

school principals. Evaluatiecn by observation is recommended twice a
year. Some supervisors and principals find it helpful to maintain an
empioyee "log" of Jjob performance. Comments should be dated and
initialed.

Employment policies are governed by the SFA and must be in agreement
with state-_and federal laws and regulaticns. State law 18A-2-3,
requiring Written contracts, applies to tenured, probationary and
substitute .employees. Employees must return signed contractis within
thirty days_ after receipt or they forfeit the right to employment.
Many counties use a mutual consent form which is appended to the
contract when a change of c¢lassification 1is made or when employees
indicate n&_ desire to change classification. Principals sheould check
the SFA to ensure that consistent procedures are being followed.

There are .two sections of state law that refer to extra duty
assicnments. These cccuring on a regularly 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 reqular basis need not be covered by a
written document.
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School Food Autheorities (SFAs) are required to post and date notices of
all job vacancies in a conspicucus 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 werking days from the posting date.

R vacated position or a newly created position may be Ffilled
temporarily with a substitute. State law states that substitute
service personnel shall be assigred on the basis of seniority. When
filling the position of an absent employee with a substitute, that
positicn shall be offered in the following order:

i. with a regqular employee in the same building having the same
classification categery (Cook I, Cook 11, Coek I1III, Cafeteria
Manager) and the greatest seniority. Such regular employees
shall be assigned on a rotating and seniority bhasis. 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 £1llifig a vacant Fervice pérsonnel position, one must first offer
the position to a regular employee within that classification category
(i1.e. Cook I, Cook I1, Cook IIll; Cafeteria Manager) having the greatest
senierity and strongest evaluation. If no one classified as a cock is
interested. in the position, it may be offered to other service
employees .based on seniority 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 eguivalents" in which one lunch or
two breakfasts count as one eguivalent.
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. CLASSIFICATION OF COOKS

Classification of cooks, as stated in Senate Bill 12 has been
established by the wWest Virginia Legislature. The current
classifications are:

Cook T personnel employed as cook's helper

Cook II personnel employed to interpret menus, to
prepare and serve meals and personnel who
have been employed as "Cook 1" for a pericd
of four years. if such personnel have not
been elevated to this classification within
that pericd of time

Cock ITX personnel employed to prepare and serve
meals, make reports, prepare requlsitions
for supplies, order equipment and request

repairs
Cafeteria Manager personnel to direct the operation of a food
service pregram in a school, including
assigning duties tc 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
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NUTRITION EDUCATION AND TRAINING (NET) PROGRAM

For years “¢hild nutrition directors advecated a nutrition education
program that would .be cocrdinated 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 Educaticn and Training
(NET) Program. such funds are made available through a USDA grant
award to the WVDE based on an approved plan Program funds may be used
to provide:_ et Do . .

1. nutrition education fer children:

2. training preograms for teachers;
3. training programs for school food service personnel; and
4, nutrition matertials.

West Virginia's NET plan provides for a specilally trained cadre of
teachers and school administrators to conduct nutrition educaticn
inservice programs. A curriculum, West Virginia Nutrition curriculum,
K-6. was developed by teachers and nutriticnists. The curriculum and
other educational materials are made available as part of the teacher
inservice programs. Persons interested in nutrition inservice for
teachers may contact the WVDE, CThild Nutrition Division in Charleston.

Another cadre of teachers, consisting of wvocaticnal and occupational
home economics teachers, provide training for school cooks. This group
teaches the Comprehensive Training Program courses written and
develeped by WVDE Child Nutrition Division, as well as other training
programs related to food service skills and management. [K - 30.3 and
K - 30.41 . .

The NET Program alse malntains a lending library of current nutrition
and food sérvice .educational materials, including books. videc tapes
and multimedis Kits. An annctated biblicgraphy with annual supplements
are provided to schoels and SFAs. Educators may request these
resources by calling the Office of child Nutritien.
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TRAINING PROGRAMS FOR FOOD SERVICE PERSONNEL

Providing adequate, nutritious meals for several hundred children on a
specific schedule requires training in many areas of the school feeding
program. _These include:.

m  knowledge of USDA regulations including reguired meal patterns;

» use of standardized recipes;

a ordering and/or purchasing the correct amount of food to meet
recomuended specifications;

m operation of institutional equipment;

m use of USDA publications, such as The Buying Guide for Quantity

Foods: o
m operating an economically sound program; and
m prevention of food related diseases.

The Master Plan of Education and the WVDE Standards of Excellence
require that training be avallable for focod service staff. Each year
Food service personnel shall be offered three hours of multi-cultural
inservice _and fifteen hours of Job related training. The SFA's
inservice plan is to be submitied annually to WVDE.

The NET preogram provides training programs at the SFA level for food
service personnel through a cadre of trained teachers. SFAS may
contact the WVDE cocrdinators to schedule training through the CTP
program, _ .

WVDE, through the KET program, makes preservice training avallable for

newly employed cooks and substitutes on a regional basis. However,
SFAs may conduct their own fifteen-hour preservice traiping. It is
recommended that preservice training wminimally include: use of

standardized reclpes; USDA meal patterns; use of quantity equipment;
fcod preparation skills; safety: and sanitation,

04899 = K - 5



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
spacific classification title. This applies tc applicants for either
regular or Substitute positions.

As specified in State Code 18a-4-8e, these competency tesis .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, all food service class titles: Cook I, 1T, TIL.
and Cafeteria Manager, are considered the same classification.
Therefore, the same competency test will be administered to all fcod
service applicants.

All competency tests are developed by the Bureau of Vocational.
Technical and Adult Bducation of the West Virginia Department of
Educaticn. Vocaticnal scheoels serving the local county boards of
educaticn 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 sectlon of the state code.

0489q _ L 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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T ' SCHOOL TOOD SERVICES

L

INTRODUCTION

O

C

The school {fcod service provides the means with which (o meet the
nutritional needs of the students throughout the schoel day. For this
purpose, the national school luonch and school breakfast programs are
designed 1ot only to provide nuiritionally belanced meals for a2ll students
but alsoc te 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. consclidate and become more comprehensive, the role of school
food services exparnds 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%%Jand (2) the Policy of OQOperation Handbook for
Child Nutrition Programs which sets forth the operational policies &and
procedures —governing the school feeding programs authorized under the
Natio%?}(2§thool 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. fellow the dietary guideliﬁes 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 appropriaste staffing ratios feor administrative, super-
visory and production personnel;

5. up-grade the established training programs currently prescribed
f6r school food service personnel; and

6. establish annual evaluation procedures to identify the skills and
training needed by school food service persoanel.

- The plan set forth below fcllows current policies and procedures
already in place with the exception of the staffing ratics and training
requirements prescribed for administrative, supervisory and production

personnel.
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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 is Uﬁﬁ%(iglely for the operation or improvement of such
food mervice." 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 nutritiomal and meal time habits in the lunchroom,
to the end that participating children will gain full Fpﬂerstanding of
the relationship between proper eating and good health.

PROGRAH DELIVERY

A school lunch is available te all students, and a school
breakfast is available to all students except when a waiver Fgf been
granted the school by the state superintendent of scheols. ™ All
meals afg)f?§YEd in sccordance with applicable state and federal regu-
lations and are priced ipn accordance with a state-approved
pricing scale. Free and reduced price meals are availzble to children
from eligible familieflyefjare currently approved for free and reduced
price meal benefits, and provision is made where necessary to
meet the €ﬂffary and equipment needs of the handicapped and/or health

impaired.

1. Time of Meal Service

The schoel and tranmspertation schedules provide time for
sghofi)breakfast prior to the start of the child’'s instructional
day. Not less than three hours nor more than fcur and
crme~half hours elapse between the service of the school breakfast
ané the scheool luanck. A minizum 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 schoel lunch.

2. Policies of Operation

a. Nutritional Standards

_ School foed services shall meet the nutr%&%?gﬁiéftandards
set forth in state and federal regulaticns. Schocl
lunches are plann%ﬁ)to meet approximately one-third of a child's

" dailvy food needs, and school breakfasts are planned to m?§5
approximately one-fourth of the child's daily food needs.
ExZept for milk, no foods and beverage items are to be sold in
the dining area {or ”commons% )area, where applicable) in
competition with the school mezl , except during the breakfast
service wh%%} limited a la carte is permissible under state

guidelines.

_ Focd and beverage items classified as 'candy, soft drinks,
chewing gum and flavored ice bars” are not te be seld in any
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public school during the school day, i.e., from the ar%asal of
T

the first student until the departure of the last bus. he
county school food service director serves on the county school
health advisecry <committee to coordinate establishment and
implementation of local guidelines and policies concerning the
sales and/or service of nutritional foods and beverages on the
schoel campus, including recommended procedures for approval of
the nutritional centent of such food/beverage items,

~ School meals will «conform with recommended dietary
guidelines which emphasize m?gfration in the amount o¢f sugars,
fat and salt in the diet." To this end, food preparation
practices are regularly monitored by the county food service
director. The «county schocl food service director develeps
cobnty purchasing standards and supervises purchasing practices
to assure nutritional quality and prevent development of
questionable nutritional habits.

b. . Food Quality (Appearance/acceptability)

Preparation, service znd sterage of all food and
beverage i%??ﬁ are in compliance with state and local
- guidelinpes. The county director of food services
regularly monitors meals served in all schools in terms of
appearance, acceptability and student food preferences,

I

Focds are served 2zt the recommended temperatures,
observing all applicable sanitation standards, and providing
the dionerware, silverware and dispesables which =are
appropriate to the specific food delivery system.

Il

Students at the senior high level and, as designated by
the county superintendent, junicr high, middie 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 lunch
is priced as a umnit with no adjustment in price for those
students who select the "offer wversus serve' option
described above. At least at the senior high level, choices
of menu or items(g?thin the meal pattern should be available
to all students.

fid

c._= Food Delivery Svstem(s)

T The tvpe of food delivery system is determined by local
school authorities, after taking into consideration:

1. the availabilitv, size, location and conditicn 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:(Y)
1. cn-site food preparation and service;
2. central kitchen serving satellite schools; and

3. base kitchen serving one or more satellite schools.

Cold plate lunches and/cr '"bag" lunches may be utilized
as an alternate menu selection or wunder emergency or
temporary conditions or during summer scheool programs.

The food delivery system utilégfgj)complies with all
applicable state and local standards. !

Personnel

a.

[t

County School Food Service Director or Coordinator

In all counties there is a qualified director or
coordinator of the school foed service program with a
full-time director for 10 or more schools. Functions of the
county school food service director or coordirater 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 coordipate an on-going in-service and
pre-service program;

5. distribute program management and educational aids;

6. menitor and supervise Dprogram 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
schooel  health advisory committes to coordinate
nutrition/health services, i.e. nutrition education
materials and activities.

Assistant School Toed Service Director

An assistant school food service director should be
rrovided where necessary:

1. Ten te thirty schosls - cne full-time school food
service director;

2. Thirty~cne to seventy-five schools - one full-time
school food service directer and cpne full-time
assistant director; and

3. Seventy-six schools and up - cne full-time director and
two full-time assistant directors.

Qualifications .

County schoel food service directors and coordinators
and assistant directors and ccordinators have training in
home economics and nutrition and/or institutional
mapagement, and demonstrate business management skills or
equivalent training.

County Support Staff

Adequate secretarial and <c¢lerical assistance is
available to the school food service director or ccordi-
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

- 8taffing 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%f}e funds. The following staffing ratics are recom-
mended (with the exceptien of schools with student
enrollments less than one hundred and schools serving
handicapped children):
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1

On-site Kitchens

Elementary Schools - One full-time preduction
worker* for each 11-16 lunch equivalents* per pré-

fads

duction hour;®*

Secondary  Scheols - One  full-time  productiocn
worker® for each 10-15 lunch equivzlents™ per pro-

v,

ductiaon hour;* %
Satellite Feeding

Base Kitchen - Central XKitchen - One full-time
production worker* for each 14-18 lunch equivalents®™¥

clantata
Ny

per preduction hour;*%*

Satellite School - One part-time  production
worker® for each 14-18 lunch equivalents™® per produc-
tion hour;#®%

"Cold Pack™ or "Bag" Meal

for each 10-14 lunch eguivalents®™ per production

L, N

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 neor a
"school food service clerk," cne of the
full-time ‘production werkers" should be
counted as having one to three aand one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing systemn utilized by the
county. A "scheool food service clerk" is a
person classified as a "Clerk I" or '"Clerk
II" who is assigned to perform c¢lerigal
tasks, prepare reports, keep reccords, ccllect
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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&.  "Fast Food" Service System

Cne full-time production worker® for each 11-16
lunch equivalents™ per production hour;® ™  tyo
part-time production workers to be utilized for each
full-time production worker needed after the first twe
full-time workers.

* A "production worker' is herein defined as a
person who spends a major portiom of his/her
time in activities related to meal prepara-
tion/ service/ clean-up. Io schools where
there is neither a cafeteria manager nor a
"school food service clerk,” one cof the
full-time ‘'production workers' should be
counted as having one to thres and one-half
hours of record keeping time per day,
depending upon the size and type of school
zod the purchasing system utilized by the
county¥. 4 "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
menies and/or meal tickets, supervise
students in the Ilunchroom and to perform
other duties related tc the school Zoed
service program.

**  Two breakfasts equal one lunch equivalent.
*%% " Exclusive of a duty free lunch period.

Two part-time workers may be substituted Zfor one
full-time. Substitute cooks are made available as needed at
the individual kitchens. Base kitchens serving 800 cr more
lunch equivalents per day shall have a cafeteria manager
with skills in food and personoel management.

The staffing formulas set forth above are reviewed at
least every two vears to ensure validity. As facilities and
equipment are up-graded and in-service/pre-service training
programs are implemented for all school Zfood service
versonnel, productivity should ipcrease, thus impacting upon
meals per production hour.

4. Stﬁ?f 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 vear of employment. The
training program meets guidel%ﬁﬁ% set forth under the State
comprebensive training program and may be conducted on a
regional basis.
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b. In-Service Training

Each schoel {food service worker shall participate

aznually in at least {fifteen (I3) 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 trzining is to be approved
annually by the depertment prior to implementation.

Regional Involvement
Counties may utilize such services as, but not limited to,
Supervision, datz-processing, central purchasing, staff
pre-service and ip-service training and nutrition education
teacher-training made available on a regional basis. The cost,
expediency and effectiveness of such regicnally-based services is
reviewed and evaluated at least every two years.

Schocl Food Service Facilities

—  All new school construction conforms to the ngndards set
forth in the Handbcok on Planning School Faciljities and shall
include the following general areas:

a. A kitchen at least three hundred (300) square feet in size,
but size dependent upen the number of meals served and the
type of food delivery system utilized. Walls, floor
~ coverings, ventilation and sewage systems meet the speﬁﬁfﬁ-
= 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
enrcllment. If the dining area is used as a multi-purpcse
room, time is zllowed for sanitizing prior to meal service;

c: Storage areas for refrigerated/frozen food storazge, dry feod
storage and nonfood supplies with size dependent upon total
number of lunches/breakfasts served daily; and

d." A dishwashing areaz separate from preparatiocn area with an
, automatic garbage disposal and dishwasher of appropriate
.. Ssize,

County boards of education shall request appropriate
technlcal assistance from the county school food service director
and the department of education as well as prier review and
appreval from the department for all schocl <food service
construction and for any major remodeling.

School Food Service Equipment

The equipment utilized in school kitchen, dining, storage
and dishwashing zreas is at a minimum:

54.8 ¥ - 30.1h



11
13
15
17
19
21
23
25
27
29
31
33
35
37
39
41
43
45
47
49

51

35

2. 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 comservation;
and

g. appropriate for its function aod location.

~ All equipment is tc be selected by the county school food
service director in accordan%%)%gph specifications se=t forth in
state and federal handbocks / 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 TFood Service Personnel - For smaller county scheol
~ 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 geperal school support formula.

b. Facilities and Egquipment

1. New Construction and Up-grading - School food service
facilities and equipment are cocnsidered an integral
part of each [Sgounty's Comprehensive Educational

— Facilities Plan.
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2. Equipment Replacement - As part of the {inancial
management system approved by the United States
Department of Agriculture for the schcol food service
proegram, sponsors are encouraged to appiy an annual

= depreciati?%o) 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.

. Personnel Training

, County boards of education are to cover the cost of a local,
- regional or state pre-service and in-service trainping

program for all food service employees. The annual fifteen
- (153) hour program of in-service training is to be scheduled

te 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 2 regular biennial schedule. The
evaluation tool, Child Nutrition Program Management Evaluation -
Schools and Institutionms, currently in use by EEE) West Virginia
Department of Education is vtilized 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
nutriticnally.- balanced meals 1is an cbvicus way to meet the goal.
However, unless children consume those meals the gcal of good health
cannoct be accomplished, BEating 1is a personal act which may be
cerrectly described as a hablt. Eating a balanced diet is learned
behavior, not an instinctilve 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 beccome habitual. <Changing poor
eating habits or maintaining good cnes may reguire a nutrition
education program. Preferably, nutrition education should be
integrated within the curriculum f£rom kindergarten through twelfth
grades. -

If children's eating habits do net include consumption of a variety
of feoods, it _is difficult feor them to acquire needed nutrients for
optimal health. Children need to be encouraged to try new fcods so
thelr feood choices will meore likely include a variety, thus a better
nutrient balance. In addition, they need to be taught how to usz a
daily foeod giide and how to make substitutions in food choices that
provide needed nutrients. Since many adult diseases are traced to
pcor 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 nutriticnal status than other ages. Therefore,
there is a need for special emphasis on nutritional education during
the middle and adclescent years.

Children's nutritional status has been associated with poor school
performance. “oOne of the most common nutritional problems in the
United States is iron deficiency anemia. Children with anemia feel
apathetic and listless, which affects their ability 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
Scheol Nutrition Pregrams found that children who consume school
lunch have a higher intake of five specific nutrients - pretein,
calcium, iron, vitamin A and vitamin C. 1In addition, 89 percent of
the children who eat school lunch have an overall adeguate diet,
while only 77 percent who do not participate in school lunch have an
adeguate diet..

Recent findirigs also document important benefits of the School
Breakfast Program, especially 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.
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COMPREHENSIVE TRAINING PROGRAM (CTP) FOR COOKS

Training programs for cooks develeped by the cChiléd HNutrition
Division of WVDE, include c¢ourses dealing with information and

skills pertinent to school food service prodgrams. Courses are
organized in three-hour increments so they may be incorporated into
the regularly scheduled SFA's 1inservice program. Training 1is

scheduled through the Child Nutrition Division.

Course format_consists of a variety of educational methods including
lecture, demonstration and hands-on laboratory experiences. Due to
the specific nature of some of the courses, the following policies
will apply:

m Class- size shall be held to thirty except 1in extenuating
circumstances.

m Adjacent counties may offer joint training programs.

m Trained laboratory assistants must be available to assist the
instructor.

m Counties without trained assistants must assumes the
responsibility for engaging assistants from an adjoining ccounty.

m Expenses for foods used during training shall be borne by the
county.

K - 30.3 _
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*COMPREHENSIVE TRAINING PROGRAMS

Course . . Suggested Audience
Course I_-
a. Procgram Progress Cook I, TII and IIT
b. Public Relations Managers
c. Safety and sanitation Half-time
d. Welghts and Measures Substitutes

e. Portion Control

Course ITT
a. Compeonents Coock I, II and IIT
b. Key Nutrients Managers

c. HNutrient Functions
d. Dietary Guldelines -- Weight Control
e. Nutrition Labeling

Course IV
a. Menu Patterns Cook I, IT and III
b. Specific Reguirements Managers
c. Offer wversus Serve
d. Menu Planning
e. Cycle Menus
f. Menu Systems

*Courses available during 1890-91!

5113q = K - 30.4




’ SECTION L

STUDENT AND PARENT INVOLVEMENT

Background _ L -1
County Nutrition Advisory Council L -2
gxhibits =

Planning a Program and Suggested Activities L - 30,1




.

BACKGROUND

Final regulations Ffor the National School Lunch Program., reguire
student and parent involvement in child nutrition programs on the
school and Schocl Food Authority (SFA) levels. Pregram experlence has
shown that student and parent involvement has a positive effect on the
overail acceptability of the school meals and participation levels.

students' enjoyment of scheool meals prometes good eating habits.
actual consumption of food determines whether students’' nutriticnal
needs are met. To this end the United States Department of Agriculture
{USDA) requires SFAs to ceonduct activities that involve students and
parents in the school's child nutrition programs.

USDA requires no specific form of student or parent invelvement. This
is left to the discretion of the individual SFAs. In this way, SFAs
are given flexibility to plan and implement a program of student and
parent involvement to meet local needs. [L - 30.1]

SFAs are reguired to keep on file documentation of all activities
promoting student and parent involvement.

04904 Sl P |




COUNTY NUTRITION ADVISORY COUNCIL

In order to strengthen the child nutrition programs of the schools and
to enlist . the cooperation of school faculties, students and parents,
the state adviscory committee recommends that each county superintendent
appoint _a County Nutrition Advisory Council that includes
representatives from the fcllowing groups: county administrators,
elementary  and secondary school principals, teachers, health
professiondis, school food service persconnel, lav citizens and students.

Responsibilities of the County Nutritieon Advisory <Council should
include:

a reccommending guidelines and policies concerning the sales and
service of foods and beverages;

m recommending procedures for checking the nutritional content of
foods and beverages sold in schools; and

m advising the county focd service supervisors concerning the
fodd service provided under the National Schoel Lunch Act and
the Child Nutrition Act.

0490 — - T oTTn=E2




PLANNING A PROGRAM

The first step in planning a program of student and parent
involvement 1is to identify and evaluate existing activities which
promote these_groups' inclusion in the child nutrition program.

Next, identify activities that promeote student ard parent
involvement, and are not currently being conducted, tdentify
specific areas of concern where activities might enhance the
program's benefits tc students, as well as alleviate any present
problems. -

Identify existing rescurces that could be used to promote student
and parent involvement. These could range from the NET program to
local news media.

Once a survey ¢of existing activities, materials and needs has bean
accomplished, establish objectives and goals for a program. The
objectives and_goals should clearly reflect local needs.

Finally, devise the actual plan £for promoting inveolvement by
students and ~ parents. The plan should be designed to utilize
existing rescources and meet the =stablished objectives and goals.

SUGGESTED ACTIVITIES

A variety of activiries can promcte student and parent involvement
in the child notrition program. These activities can be very simple
or 1involved. However, SFAs should develop as comprehensive a plan
as possible, consistent with local needs and capabilities to involve
students and parents, Listed below are a few of the activities that
can be ilmplemented in a school:

R Provide students and parents with school menus. Decorate menus
for posting in the school. Use table tents with the menu of

the day. Print menus in scheol or local newspaper.

w Administer a food preference survey to determine students'

likes and dislikes.

m Conduct guided tours of kitchen and serving area for students

and parents.

B Prepare and distribute to students and parents handbocks or
bulletins that explain the child nutrition program., including
background, requirements and regulations governing the program.

m Sponsorf 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 bcoths.

5114q
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®

Suggested Activities (Continued)

5lldg

Establish a student £ood committee or. Youth Advisory Council
{(yac) to _help with planning activities - menus, nutrition
education, cafeteria environment.

Conduct taste testing parties for new products and recipes,
including those using donated commedities. 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 seascns.

Administer a student and parent opinion poll on the child
nutrition program.

Have students prepare a meal analysis, follewing instructions
on how to analyze a meal for nutritive content. Also, provide
a nutrient analysis of the meals to parents.

Lo~ 30.
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SECTION M
GLOSSARY OF TERMS

ACT ~ Means the National Schoel Lunch Act, as amended.
ADA - Ayerage Dally Attendance.

ADC - RAid to Dependent Children.

ADULT - staff members and employees of a schocl 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 i1s sold to an adult for the full price as
established by the state and lccal board of education.

AFDC - Ald to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or greoup of individuals which is
currently certified to receive assistance under the 2id 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 ) o
guidelines for free meal or milk benefits.

AIMS - (ASSESSMENT, IMPROVEMENT, MONITORING SYSTEM) - a
federal monitoring system which is implemented in cooperation with
the State Agency to assist in identifying operational and
management problems and to take corrective action when needed.

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) —- & 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 PRCCEDURE - procedure whereby money is reclaimed
from a school when a £inding is made by the West Virginia
Department of Education (WYDE) or United States Department of
Agriculture (USDAJ.

BCYX CR BAG LUNCH - a meal, usually served cold, which meets
federal reguirements for the school lunch. Each item is
individually wrapped or packaged in a melsture-proof container.
The disposable eating utensils, napkins, and straws are generally
wrapped as a unit and included in the package.

0491g - T e |




BREAKFAST .- a meal meeting the requirements set forth in federal and
state regulations 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 Fcod 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, 1If application is made for another child in the
household who does not come under the AFDC grant or who 1s not a
member of the food stamp househeold, eligibility 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,

CERTIFICATION -~ the process by which recognition is granted an
individual whe has met and continues to meet certain specific
standards established by the ASFSA.

CHILD - a student of high school grade or under wheo is enrolled in an
educational unit ¢f a school. West Virginia state law extends
this age to 23 Eor programs for excepiional 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 porticoned food products.

COMPELLING CIRCUMSTANCES - the overwhelming pressures of
essentlial 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 contains 3
components: frult or julce, cereal and milk.

COST OF MILK - the net purchase price paid by the schoel cor child
care instituticn to the milk supplier for milk delivered to the
school . or child care institution. This does not include the
amount paid to supplier for servicing, rental of or installiment
purchase of milk service equipment.

COUNTY - the county board of education.
CTP - Comprehensive Trailning Program.

CURRENT INCOME -—means inccme recelived during the month prior to
application for free ¢or reduced-price meals and multiplied by 12,
It such income does not accurately reflect the household's annual
income; income shall be based on the projected annual household
income. If the prior year's income provides an accurate

reflection of the household’'s current annual income, the prior
vear may be used as a base for the projected annual income.

0491q M- 2




DA - (bistributing Agency) agency responsible for donated foods -
Department ¢f Health and Human Resources.

DEPARTMENT - the West Virginia Department of Education.

DEPRECIATION - a reasonable allowance for the deterioration., wear and
tear and obsolescence of non-expendable equipment used primarily
in connection with the operation of a food service faciiity.

DIRECT COSTIS - 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.)

DLSTRLIBUTION COST - {of Special Milk Program) - direct expenses
incurred by the school or child care institution in connection
with the sale, handling or serving of milk.

DONATED FOODS - agricultural commedities which United States bepartment
of Agriculture (USDA) makes available to various food program
outlets inciluding 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.

EMANCIPATED STUDENT - A student living alone or as a separate economic
unit is considered a household of one. Therefore, only the
student's inccme is considered for eligibility purposes.

ENRICHED - a process by which the nutrients thiamin, ribeflavin,
niacin and iron are replaced in refined grains and grain products.

EQUIPMENT = articles and physical resources other than lané or

buildings used for receiving, storing, preparing. transporting or
serving focd.

EXTRA MILK - milk scld to children exclusive of milk served as a
comporient of the breakfast or lunch and for which no reimbursement

is claimed.

FAMILY - a group of related or non-related individuvals who are not
residents of an institution or bearding house, but whe are living
as one ecconomic unit,

FISCAL YEAR - (Federal) - the period of 12 calendar months beginning
October 1 and ending with September 30 the following calendar year.

FISCAL YEAR - (State) - the period of 12 calendar menths beginning
July 1 and ending June 30 the following calendar year.

FNIC - the Food and Nutrition Information and Educaticonal Materials
Center. The Canter houses audic-visual and printed materials
related to schoecl f£ood service.

FNS - the Focd and Nutrition Service of the United States Department of
Bgriculture (USDA).

0491q — M- 3




FNSRC - the Food and Nutrition Service, Regiconal Office. 1In the case
of West Virginia, it 1is the Mid-atlantic Region with headquarters
in Robbinsville, N.J.

FOOD SERVICE MANAGEMENT COMPANY - means an organization other than a
public or private nonprefit 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 PERSCNNEL - local school food service emplovees
classified as Cooks I, Cooks II, Cooks III and local focd service
managers. :

FOOD STAMP HCUSEHOLD - Any indilvidual cr 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 addliticn 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
recelved 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.

FSER - (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) -
formerly "Non Food Assistance Program" - funds made available to .
states %fo assist them to supply schools drawing attendance from
areas in which poor eccnomic conditions exist, with equipment
other than real property for the storage, preparation, transporta-
tion and serving of food; toc enable them to establish, maintain
and expand the food service programs.

HANDICAPPED - students of high school grade or under {as determined
by the state) including students up to age 23 who are physically
or mentally handicapped as defined by the state.

HOUSEHOLD - members of a family/household whe live toge:ther and
share-expenses; a group of related or nonrelated individuals, who
are 1ot 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 Pregram and the School BSreakfast Program.
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INDIRECT COST RATE - (alsc called HEW Number of County
Non-restricted Cost Rate)} - a pre-determined factor which will N -
vield allowable indirect costs when applied to adjusted direct
costs.— This facter 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 RCCI's is 10 percent.

INDIRECT CCSTS - those costs representing supperting 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 feod services and when
added to direct costs, show the full cost of the fecod service
operation.

MANAGEMENT EVALUATION - a review of local food service
programs conducted by £ield personnel of the child nutrition state
staff _of the West Virginia Department of Education.

ME - Management Evaluation.

MEDICRAID - a government financed program of medical aid designed for
those unable to afford regqular medical services,

MILK - pasteurized fluid types of unflavored whole milk, lowfatr milk,
skim milk or cul:tured buttermilk which meet state and local
standards for such milk. BAll milk 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,

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 tc 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- EXPENDAELE EQUIPMENT - tangilble property having a useful
life of more than one year and an acquisition cost of %500 or more
per unit.

NMON PRICING PROGRAM - (3pecial Milk) - a program in which milik is
not scld to children on a daily., weekly, monthly or annual basils.
The milk is provided by funds frem linstitution, camp, schoecl eor 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 chiid nutrition program.
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NCN RESTRICTED COST RATE see INDIRECT COST RATE.

NSLA - National.Scheol Lunch Act.
NSLP - National Schoeol Lunch Program.

NUTRITIONAL STANDARDS - standards for meal patterns as prescribed
by the wWest Virginia Department of Education.

Ch - Office of Audit of USDA.

OFFER VS. SERVE - a senlor high school student is not reguired to
accept more than 3 of the 3 items of the schoeol lunch. “Offer®
means the compiete lunch 1is made availlable to students. The
"Offer” vs "Serve" may be extended to junior high and elementary
schools at the discretion of the local School Food Authority.

OI = 0Office of Investigation of USDA.
OIG - CEfice of Inspector General of USDA.
OMB - Cffice of Management and Budget.

PAID BREAKFAST OR LUNCH — a breakfast or lunch which is sold to
a child at the full price, as established by the county board of
education.

PERPETUAL INVENTORY - a running record, up to date, of each item
cn hand in the storercom.

PHYSICAL INVENTORY - the value of iltems on hand at the end of an
accounting perilod (usually a menth).

PRICING PROGRAM - (Special MLlk) - a program in which milk is sold
to children and is paid feor daily, weekly. monthly or annually.
The price that children pay for milk will be lowered by making
maximum use of the reimbursement.

PROCESSING CCONTRACTS - 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 available
by USDA, may be converted into end-products or components used in
scheool meals.

PRODUCT ANALYSIS SHEET - a statement by the producer or distributor
of a prepared entree specifying the amount of meal components
supplied by a2 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.
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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. -

RECERTIFICATION - the process by which recognition is granted an
individual whe 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 gquantities 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. Qurrently in West Virgipnia the lunch is priced at 40 cents
and the breakfast at 30 cents.

3. Neither the child nor any member of the child's familly shall
be required tc supply an egquivalent value in work for the
school or in the school's focod service.

4, Federal reimbursement for the school lunch or breakfast may
be claimed only for a child with an approved and valid
applicaticn for a reduced price meal.

REGULATION — a statement issued by a federal agency. It establishes
reguirements which must be met under laws passed by Ccngress.

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 eliglble children with valid
applications on file,

REVENUE ~ the value of resources avallable to cperate the food service
program including cash funds {(federal, state and local) and the
value ©f goeds 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.
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SCHOOL DAY - the time between the arrival of the first child at scheool
and the end of the last scheduled instructional period.

SCHOOL IN SEVERE NEED - a schocl eligible 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 yvear and ending June 30 of the following year.

SECTICN 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 SCHOQOOL STUDENT:

1. any student enrolled in a 3 vear high school (grades 10-12)
2. any student enrolled in a 4 year high school (grades 9-12)
3. dn a 5 or 6 year secondary school either:

a. students enrclled. in grades 10-12

b. students enrolled in grades 9-12

as determined by the local School Food Buthority.

SERVING PERIOD - the perliod of time which is normally required to
serve a schoel 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.

SDA - Agency responsible fer donated foods - West Virginia Department
of Health and Euman Resources.

SFA - (SCHOOL FOOD AUTHORITY) ~ the governing body which is
responsible for the administration of ons or more schecols and
which has the legal authority to operate a breakfast or lunch

program thereiln.
SMP - Special Milk Program.

SPECIAL MILK - Milk scld to children at a reduced price or given free
te eligible children. Schools participating in the federal food
service program may not participate in the Special Milk Program.
Schools may particlpate in the Special Milk Program feor
split-session kindergarten and/or other pre-primary programs in
which children do not have access to the meal service.

SPLIT SESSICN - an education program which operates for approximately
one-half of the normal schocl day.

SPONSOR - the governing body responsible for the administration of
cne or more schools or residential child care centers.

STATE AGENCY - the State Educational Agency.

0491q = ¥ -8




STATE AID ALLOTMENT - funds provided by the West Virginia

Legiglature to assist public schools in hiring local food service
personnel. This is designated as the state funding needed to meet
the state matching reqQuirements set forth in the National School
Lunch Act, The NSLA requires that 10% of the 3 to 1 state
matching reguirements of the federal dollars, funding Section 4 of
the Act, must be in the form of state appropriations to local
participating schools. These State Aid Allotments are paid to the
county school systems in guarterly installments,

STATE EDUCATIONAL AGENCY - (as determined by the State
Legislature) - the Superintendent of Schools or the State Board of
Education contreolling the State Department of Education.

STRAIGHT LINE DEPRECIATION - a method of deprecilating an item of
equipment whereby an equal portion of the cost of the item is
allocated to each pericd 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 figures are not identical to
the RDA.

VERIFICATION - means confirmation of eligibility for free/reduced price
benefits under the National Scheol Lunch Program.

WAIVER - ail 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 te implement national policy.

WVDE - West Virginia Department of Education
WV STANDARDS OF EDUCATIONAL EXCELLENCE ~ each céunty's
assessment of 1its compliance with standards for educational

guality followed by a plan for compliance.

YAC - Youth Advisory Council
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