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TITLE 126
PROCEDURAL RULE
WEST VIRGINIA BOARD OF EDUCATION
CHAPTER 18-2
SERIES 85
POLICY 4320

Title: Operational Manual ©f Child Nutrition

Section 1. General

1.1 Scope - This procedural rule establishes operaticnal procedures
that enhances child nutrition and provides for an efficient

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

1.2 Authority and Related Code Citation{(s) - WV Code 18-2-5
1.3 Filing bate -

1.4 Effective Date -

1.5 Repeal of Pormer Rules - None - This is a revision of former
rules filed in 1983, revised in 1991.

Section 2. Incorporation by Reference

2.1 Copy o©of rules and regulations are attached,. Coples may be
obtained in the office of the Secretary of State and the West
Virginia Department of Education, Bureau of Finance and Services,

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

State Board Policy MNumber 4320 authorizes the ¢child Nutrition
Program/Pelicy Operation Manual to comply with the federal requirements and
other State Board policies as these relate to the overall administration of
Chiild Wutrition Programs. The manual ls revised and updated periodically.

The ¢child Nutrition Program/Peolicy Operation Manual 1is
distributed to school administrateors and other personnel invelved with the
operations of Child Nutrition Programs. The Manual provides vital technical
assistance and guidance and contains all state and federal policy statements
and program regulations.

Information in the ¢hild Nutrition Pregram Policy Manual
includes the Department philosophy and goals Ffor nutrition and nutriticn
education for West virginia children. 1In addition, the Manual includes state
and federal meal requirements for school breakfast and lunch, special nilk
regulations and instructions for c¢laiming federal reimbursement for eligible
meals and milk, There are Iinstructions for completing required records and
reports and for handling government donated Foods.




WV Board of Education
Procedural Rule, '18-2
Series 4320, Sec.. 2
FPage two =

Specificatlons related to financial management include allowable
and non-allowable costs, federal procurement regulaticns, nonprofit status,
federal audit _requirements including the Assesswment, TImprovement and
Monitoring System (AIMS). ,,, .

This Manual provides federal eligibility guidelines for free or
reduced price meal benefits, and federal requirements for verification of meal
applications. 1Information regarding Civil Rights requirements are included.
Policles are detailed which apply to emergency feeding, competitive Food
sales, catered meals for senlior c¢itizens, food service for handicapped
children and regqulatory provisions for parent and student involvement.

Recommendations for personnel training are described and
programs available from the Department of Education are outlined,
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Non-nutriticus foods - namely. candy. soft drinks. chewing gum and
flavored 1lce bars - shall nect be scld 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 pericd).
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WEST VIRGINIA DEPARTMENT QOF EDUCATICN COALS

Bstablished gecals for sducation call for.

e students tc have egual sducational opportunitv:

d students to graduate with the knowledge and skills needed to
succeed in a competitive. changing society:

hd the best personnel to be recruited. retained and provided with
competitive salarvy and benefits:

. schocl personnel to improve their knowledge and skills to ensure
that each student succeeds:

. schoels to become centers for life—long learning and community
service with partnerships that suppeort teaching and learning:

ol school facilities to be safe and to meet the educatiocnal needs of

students in an efficient and economical manner,: and
. improved sceoncmic development through a well-educated and
technically literate werk ferce.

The statucory Geoals for the Year 2000 are mere specifie than State
Board Goals in terms of outccmes desired. These goals would. . .

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

L provide all students with access to agual educaticnal
opportunities;:

e have.students perfiormance on naticnal measures squal or exceed the
national average. and have student performance in the lowest
quartile improve by Fiftv percent:

. have 20% of ninth graders graduate from high school;

ol have hidgh schoeol araduates fully prepared for college. other
pest—secondary education or gainful emplovment: further, have the
number of high scheool graduates entering posc-secondary education
increase by 50%:; and

ol have a2ll werking-adge adults functionally literate.

MISSICH

To enhance learning and gquality of 1ife through nutriticon education and
nutrition services.

MAJOR FUNCTTIONS

Maijor funcrtions are cateqorized in the aresas of administration.
technical assistapge and training, monitoring andé accountability, and
outreach., Specifically, the child nutrition cffice works to achieve
the following:

L. Ensure the service of nutriticus meals which appeal to
children.

2. _Increase efficiency and accountability in food service
operacions.

3. -Assist students in achieving optimum performance and quality
of 1ife.
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4. _ Enable educators. food service personnel andé parents to
positively influence children’'s eating habits.

un

. -Collaborate with other governmental and community agencies in
astablishing gcals and nutrition services for children.

[o1]
.

“Qptimize the effectiveness of child nutrition personnel.

|-.l

Promote and expand child nutrition pregrams.

UNITED STATES DEPARTMENT OF AGRICULTURE {(USDAR} CHILD NUTRITION PROGRAMS

Seven separats Child Nutrition Programs are administered by the United
States Department of Agriculture, Division of ¥Food and Nutrition
Services: .

1. TNational sScheol Lunch Program

2. School RBreakfast Program

3. - Child and Aadult Care Food Preogram
4. Summer Focd Service for Children
5. -~ Special Milk Program

6. Nutrition EBEducation and Training
7. T Denated Foods Program

These programs are authorized by -the Naticnal Schocl Lunch aAct of 1946
and the Child Nutrition Act of 1%66. All are administerad by the West
Virginia Department of Education. except the Donated Feods Program
which is under the West Virginia Department of Health and Human
Resources. A brief description of each program follows:

NMaticnal School Lunch Program - The Naticnal Schoel Lunch Program
assists in providing nutriticous lunches to students in public and
non-profit private schools of high schoel grade and under and in
non-profit residential child care institutions.

School Breakfast Program - The Scheol Breakfast Program was
astablished by the Child Nutriticn Act of 1966 as a pilot project and
aimed only at scheeols with large numbers of needy children or students
wno traveled long distances te school. Today, the program is available
to all public and private schools and to neon-profit residentcial child
care institutiens,

Child and Adultr Care Food Program — The Child and Adult Care Feod
Program (CACFP) operates vear~round in non~residential institutions
which provide care Eor children enrolled in: day care centers. Head
Start centers, cutside—school-hours care centers and Eamily day care
homes, and adults enroiled in day care centers. Attending participants
are sarved breakfast, lunch, suppers and snacks, as needed.

0476q ) a -
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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 guardlans of each student as early as possible in
the school year to allew time for the return of applications by the end
of the first full week of school. The schoel principal, or a
designated person. shall review all applications received and determine
eligibility according te information given on the application. Parents
or guardians shall be notified of the status of approval, change or
termination of benefits (WVDE 43-10-20) [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 beneflits.

Throughout the school year, applications may be received for students
transferring from another school or from parents whose financial status
has changedqd.

If a student has received free and/or reduced price meals and transfers
tc ancother schocl, a record of eligibility shall be maintained at the
original school. Either a copy of the application may be made or a new
one submitted to the receilving school.

MEDICAID AND EDUCATICNAL BENEFITS

The United States Department of Agriculture has granted West Virginia
permission to pilot a multi-use application. The application has been
expanded to allow parents or gquardians to_ express an interest in
receiving Medicaid benefits. Additionally, the privacy act statement
on_ the reverse side of the application has been expanded to accomodate
Medicaid and educational benefits.

when an interest in Medicaid benefits has been expressed in Part VII of
the applicaticon. and Part VII has been siqned bv a parent or quardian,
the following procedures are to be used to transmit the information to

the appropriate autherities:

Each child's name, address. county of residence. and a Social Security
number of an adult family member should be sent to John A. Boles, Jr.,
Administrator, OEfice of TIncome Maintepance. Building 6, Room 817.
1900 _Kanawha Boulevard East, charleston. West Virginia 25305.

0481q : . F-2




SEVEL—RIGHTS-INEOHMATION

USBA-Zeguizes—cach-sehoel-Lto-keep-on-£ile~Lthe—aumber-of-aneslled
students-by-racey-ERe~pumber-appraved-Sor-£ree~-and-seduced—prieed
Bealsy—-and-the-—-aumber-denied-

Thig-information-should-bve-ealleased~and-on-£ile-in-the-sahast
offiee-by-Setober-31l-9f-caeh-year~——+tF-——30-83

The-zaeial-ethnic~categorios—for-which-this—information-aust-be
agllested=-armasx :

®m AWmeziean-Indian-oP-Alaskan-natives

m AsSign-op-Raeifie~Isliandans

m Bigek-tnet-o9f-Hispanie-origints~and-or
m Hispanie

m Whike

In-the-evene-that-a-household-does—-not-eomplete—~Lthe-voluntaey
self-detervmination-9on-the-free~and-reduced-price—meal-appliication
f£orms-this~information~-must-be—obtained-by~other-methods~--Cthen
nethodg-may-ineinde—dekerminstion—af-the-information-by-a—sehonl
affieial-through-obsesvation—opr-—perganasl-knowiedga-
A-mon-disenimination-postes—fF-—-26-31-musi-be-displayed-in-Lhe

- £gpd-5emvice~dining-areg-—-These~posters-are—avatlable-at~the-SFA
ae-WIDE~affiees~

0481q T : F - 14




SECTION 1
CIVIL, RIGHTS
Public Weotification I -1
Data Collecticn I-2
Review of Schools I -3
Procedures for FPiling Complaints I -4
Definitions I -5
Bxhibits
Non Discrimination Poster I - 30.1

Civil Rights Information I - 30.2




PUBLIC NOTIFICATION

It _1is the Scheogl Food Authoritv's responsibility rte train _and menitor
their schocls in regard to Civil Rights Compliance.

Sponsers . must ensure that all forms of communication and »rinted
program information that are disseminated., especially the Ereea and
reduced pricge netification  letters, application forms and publice
releases. include the Eollowing slements:

n The statement that orodram benefits and services are
available to all children without regard to race. coler. sex,
nandicap, age or natiocnal origin: and

The procedure for Filing a complaint. Particirvants whoe feel
they have been discriminated against should write to the
gSecraerary of Adqriculture, Washington, BC 20250.

{n

Parents of quardians of students in schecls participating in the school

nutritien programs, as well as local  mineority and grassroots
organizations should be informed of the availabilibty of oprodram
benefits -~ and services, the non  discrimination policy and all

sigqnificant changes in existing requirements that pertain to program
eligibility and henefits.

A non discrinination poscer mus & be displavyed in the food
service/dining area. Tz - 30.1) Posters are avaijilable at the wWest
Viraginia Department of Bducation.

The sponsor should make available to the public and to participants and
potential participants upon request, informaticn aboutr program
requirements and the preocedures for Ffiling a complaint in ®ngliszgh
and/or in the appropriate translarion to non-Engiish speaking persons.
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DATA COLLECTION

USDA requires =ach school to Xeep on file the number of enrolled
students bv race, the number approved Ffor £ree 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 vear. [T — 3C.2]

The racial/ethnic categories Ffor wnich this information must be
collected are:

~american Indian or Alaskan native:
_Asian or Pacifiic Islander:

Black (not of Hispanic origin);
Hispanic: and/or

.White,

in |8 |mim|m

In the ayent that a housshold does not complete the wvoluntary
self-determination on the free and reduced price meal application form,
this informatcion must be obtained bv other methods. Other methods may
include decermination of the information by a schoel official throughn
observation or persconal knowledge. This informaticn must be:

_Maintained on £ile for three vears: and

_ Preccedures should be established ko snsure  that the
information is made available only to authorized stare and
Federal perscnnel during reviews or as part of 0Office of
Management and Budget approved survevs.

n
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wWhen a

REVIEW OF SCHOOLS

review of a schoocl is performed. the Eollowing informaticn

should

be reviewed:

T758a
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Approved and denied free and reduced price appliications are
maintained on file. .
Whether denied Ffree and reduced oprice applications are
disproporticonally composed of minoritv applications.

Whether there is 2 need for bilinqual material or staff and
now, if it exists, 1t can be addressed.

Procedures that are used to dectermine and process civil
rights ccmplaints. )

Whether admission procedures used restrict enrollment by
minority perscons.

United States Department of Agriculture or a Food Nutrition
Service approved poster is dispiaved.

_ Free and reducsed porice applications and letters provided to

parents oF guardians of participants and potential
participants contain the non discrimination statement.




" PROCEDURE FOR FILING DISCRIMINATION COMPLAINTS

Right to .File a Complaint - Any perseon alleging discrimination bazed on
race, ccler, national origin, sex. age or handicap has a right to file
a4 complaint within 180 davs of the alleged discriminatory action.
Under special circumstances this time iimit may be extended by officse
of Minorityv affairs,

Acceptancs - 2ll comelaints, written or verbal. shall be accepted bv
the School Focd Authority and then Fforwarded t£go the Department of
Educaticn. 1t is necessarv  that the dnformaticn be sufficient to

detarmine the identity of the agencey or individual toward which the
complaint is directed,., and to indicate the possibilityvy of a violarion.
Ancnymeous complaints shall be handled as anv other complaint.

Verbal Complaints - In  the event that a complainant makes the
alilegation verbally or througn a telephone conversation and refuses or
iz not inclined to place such allegations in writing, the person to
whem the allegations are made shall write up the elements of the
coemplaint~ for the complainant. Every effort should be made to have the
complainant provide rhe Following information:

a  Name, address and telephone number or other means of
contacting the complainant.

. The specific locatiocn and name of the entity delivering the
program servics or benefit.

® _The nature of the incident(s) or action(s) that led the
complainant to feel discriminarion was a factoer.

®m _The basis on which the complainant fgel discrimination exists
(rage, coler, naticnal origin, sax, age or handicap).

®  The names., titles and addressegs of persons who may have
knowledge of rhe discriminatery action(s).

n _The date(s) during which the alleged discriminatery actiom

occurred, or if continuing, the duraticn of such actions.

77%8q - T - 4




DEFINITIONS

Grassrocts Organization - Any organizatien at the local level which
interacts with potential participants, such as a community program,
civie organization, migrant group, church, neighborhood council., local
chapter of the MNational Association Ffor the advancement of Colored
People or other similar groups.

Minority - A versocn or group of persons belongina to the protected
clagsses covered by Title VI of the Civil Rights Act of 1964, as
amended., and later specified by the 0Office of Management and 3udget

(OMB} as:

m  American Indian or Alaskan Narive
n asian or Pacific Islander
m  Black {not of Hispanic Origin)
=  Hispanic
Racial/Ethnic Cateccries - The designation of participancs/potential

participants bv race. ceolor or national origin from the collection and
reporting of racial/ethnic data as follows:

) 3 American Tndian or Alaskan Native - A person having origins
in the originai peoples of North America. and who maintains
cultural identification  through  tribal  affiliatien or
communicy recognitiecn.

" Asian or Pacific Islander - A person having crigins in any of
the criginal pecoples of the Far Zast, Southeast Asia, the
Indian Subcontinent, or the Pacific Islands. This area
incivdes, Efor example, China. India, Japan, ¥orea. the
Philippine Islands and Sameca.

2 _Black (not of Hispanic oOrigin) - A person having origins in
any cf the black racial greoups of aAfrica.

» _Hispanic - A person of Mexican. Purete Rican, Cuban, Central
gr_ South American or other Spanish culture or origins,
ragardlaess of race.

Complaint - A verbal or written allegation cf discrimination which

indicates that any ¥National School Lunch Program, Scheol 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, age or handicap.
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FORM HO <01

{10-65) - FISCAL NOTE WORKSHEET
HD NO ORAFT NO 2ILL MO AESCLUTION NO
SUYBJECT Child NuzTrition Poi lC'j Manuai 4320 FUND General

SCURCE OF REVENUE: Q GENERAL g SPECIAL 2 OTHER (SPECIFY)

COST ZSTIMATE SASED CN: I AN ORIGINAL SSTIMATE 0 8UDGET BILL g CTHER (SPECIFY)

INCOME ZSTIMATE ZASED ON: T AN CRIGINAL ESTIMATE Q BUDGET BiLL O OTHER (SPECIFY)

SHOW OVER-ALL SFFECT IN iTEMS | AND Z AND (TEM 3 GIVE ZXPLANATICN OF SREAXDOWN BY FiSCAL YEAR INCLUD!NG
LONG-RANGE ZFFECT

; ANNUAL i FiSCAL YEAR
i ! I
ZFFECT CF PROPOSAL - INCREASE | DECREASE CURRENT NEXT THEREAFTES

I, ZSTIMATED TOTAL COST R LS o0 30

PERSCNAL SERVICES N $ 0

CURRENT EXPENSES

REPALRS AND ALTERATIONS

EQUIPMENT )

OTHER ‘
2. ESTIMATED TOTAL REVENUES| 350 50 P30 | 30 30
3. SXPLANATION OF ABCVE SSTIMATES (INCLUDING LONG-RANGE SFFECT):

IMPACTS No direcst fiscal Impacz.

FISCAL: The pelicy implements the National School Lunch Prcogram, School
Breakfast Program and Child and Adult Care Food Program, which
generata approximately 49 million annually for West Virginia.

STATE
STAFF: Harriet Deel
Thomas Sands
OATE GENCY AUTHOR ! ZED REPRESENTATIVE
37/3‘/41 West Virginia Department of Educatien
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COMMENT LOG
POLICIES OF OPERATION MANUAL, CHEILD NUTRITION PROGRAMS
(POLICY 4320)

Directions: Please use this form in commenting by section on the proposed
policy and regulations on Pelicies of Operation Manual, Child ¥Wutrition

Programs. B

NAME OF INDIVIDUAL/ORGANIZATION

ADDRESS -

Proposed Policy

Section &
child Nutrition Programs
In West Virginia

Section F
Free and Reduced Price Meal
and Pree Milk Policies

Section I
civil Rights

Please submit comments by July 17. 1992 to:

Harriet Deel, Director
Offlce of Child Nutritien
West Virginia Department of Education
Building 6, Room 248
1900 Kanawha Boulevard, East
Charleston, West Virginia 25305-0330
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