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TITLE 126
PROCEDURAL RULE s T
WEST VIRGINLA BOARD OF EDUCATION '
CHAPTER 18-2 ML ruBzy -
SERIES 85 , S
POLICY 4320 '

Title: Operational Manual of Child Nutrition

Section 1. General
1.1 Scope - This procedural rule estabiishes operational procedures
that enhances child nutrition and provides for an efficient

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

1.2 Authority and Related Code Citation(s) - Wv Code 18-2-%
1.3  Filing Date - August 25, 1592

1.4 Effective Date - September 26, 1992

1.3 Repéal of Former Rules - None ~ This is a revision of former
rules filed in 1983, revised in 1991.

Section 2. Incorperation by Reference

2.1 Copy of rules and regulations are attached. Copies may be
obtained in the office of the Secretary of $State and the west
Virginia Department of Educaticn, Bureau of 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 regquirements and
other State Board policies as these relate fo the overall administration of
child Nutrition Programs. The manual is revised and updated periodically.

The Child Nurrition Program/Policy Operation  Manual is
distributed to school administrators and cother personnel inveolved with tha
operations of Child wutrition Programs. The Manual provides wvital technical
assistance and guidance and contains all state and federal policy statements
and program regulations.

Information in the Child WNutrition Program FPolicy Manual
includes the Department philosophy and geoals for nutrition and nutritien
education for wWest Virginia children. In additien, the Manual includes state
and federal meal requirements for school breakfast and lunch, special nmilk
regulations and instructicons for claiming federal reimbursement for eligible
meals and milk. There are instructicns for completing required records and
reports and for handling government donated foods.




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

specifications related to f£inancial management inciude allowable
and non~allowable costs, federal procurement regulaticns, nonprefit status,
federal audit requirements including the Assessment, Improvement and
Monitoring System {AIMS).

This Manual provides federal eligibility guidelines for free or
reduced price meal benefits, ahd federal requirements for verification of meal
applications. Information regarding Civil Rights requirements are included.
Policies are detailed which apply to emergency fesding, competitive food
sales, catered meals Ffor senior c¢itizens, food service Efor handlcapped
children and regulatory provisions for parent and student invelvement.

Recommendations for persennel training are described and
programs available from the Department of Education are outlined.
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Ti

3. EXPLANATION OF ARCVE ZSTIMATES (INCLUDING LONG-RANGE EFFECT):

DMPACTS No direct fiscal impace.

FISCAL: The peolicy implements the National Schocl Lunch Program, School
BreakTast Program and Child and Adult Care Fcod Program, which
generata approximately 4¢ millien annually for West Virginia.
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STAFF: MHarriet Desl
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FOREWORD

This pelicy manual is provided to schoel administrators, school food
service supervisors and others concerned with the advancement of child
nutriticn programs in our West Virginia Schoels. By observing these
state and federal policles, schools throughout the state will be better
able to:

1. Provide nutrition programs needed by the students each serves:

2. Up-grade and expand avallable services;

3; Provide attractive, nutritionally balanced meals to ail

students; and

4. Help students develop sound food habits.
The phllosophy o©f the West Virginia Board of Education, set forth in
this policy enhances . the school's ultimate goal - physically fit

adults. The following policies reflect the concerns of parents and

other interested citizens.

Henry Marockie
State Superintendent of Schools
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EXECUTIVE SUMMARY

Educators and the public generally agree that nutritionally adeguate
Child Nutritilon Programs are essential te the total education system.
Programs _are effective when they are well planned. organized and
accountable at gll levels - national, state and lccal.

The National Scheel Lunch Program - a forerunner to all the child
Nutrition Programs - was enacted....

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

The pregram was not designed as a welfare or income-transfer program,
but solely as a health education program. Although subsegquent
legislaticn has provided incentives to encourage participation of
children from low income families (based upon the greater incidence of
nutritional problems among these children), Congress has continued to
recognize that nutriticnal need 1s not limited to specific income
groups.

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

Currently, accountability of all public programs is a vital issue. The
focus of "greater fiscal accountability and automated data processing
should complement the basic purpese of the National School Lunch
Program —-"to safeguard the health of the Nation's children." Progress
depends upon continuous evaluation, direction and improvement to ensure
that each child's nutritional needs are met. Meaningful student,
parent and community involvement are essential as we continue to
improve program quality and participation.
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INDEX

Section A - Child Nutriticn Programs in West virginia
History
Philosophy
Long Range Goals for child Nutriticn Programs
USDA Child Nutrition Programs
Responsibilities for child Nutrition Programs:

o i
LA N

Federal Level
State Level
Sponsor Level
School Level

Section B ~ School Breakfast

Background

Meal Requirements and Recommendations
Sugar Content of Breakfast Items
Ccffer Versus Serve

A La Carte

Dietary Exceptions

Reimbursable Breakfasts

Severe Need Rates of Reimbursement
Producticn Records

Bus Schedule

Waiver

Terminaticon Provision

Section C - School Lunch

Background

Meal Requirements and Recommendations
Food Quantities

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

Milk Component

Product Analysis Sheet and CN Labels
Offer Versus Serve

Kindergarten Snacks

2 La Carte

Special Dietary, Cultural or Religicus Exceptions

to Basic Meal Requirements
Reimbursable Lunches
Higher Relmbursement Rates
Production Records

Section D - Donated Foods

Background

Allocaticn of Donated Foods .
Procedure for Reguesting Donated Foods
Inventory

Loss or Damage

Commodity Processing
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Secticon E - Special Milk Program

Purpose

Charges and Reimbursement
Milk Shakes

Reporting Procedures

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

Introducticon

applicaticons for Free or Reduced Price Meals

Approving applications for Heouseholds Eliglble
for AFDC/FS Benefits

Approving Applications for Households Not Eligible
for AFDC/FS Benefits

Income

Determining Household Size

Reviewing Official's Responsibilities

Reviewing 0Official's Completing an Applicaticn

Feeding Prior to Applicaticn Approwval

application Files and Working List

Collection Procedure

Daily Meal Count {(Point of Service Count)

Nondiscrimination

Civil Rights Information

Student Help

Verification (USDA)

Application Selection

Verification Procedures

Section G - Financial Management

Reporting Procedure
Reimbursement Procedure and Policy
Bccurate {(Accountable) Records:
Participation
Income
Expenditures
Allowable Costs:
Focd
Milk
Labor
Supplies and Expendable Equipment
Non-gExpendable Egquipment
Indirect
Non-Allcwable Costs
Shared Costs
Procurement Standards
Excess Balance - Net Cash Resources
Consclidation of Schocls
Pricing of adult Meals
Inventory Records
Equipment Depreclation
USDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Automation

of School Food Service Functiens
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Section H - Monitoring and Auditing
Monitoring
The Management Evaluation
on-gite visit
Corrective Action
Assessment Procedure
Free and Reduced Meal Application
Bssessment Procedure
Meal Components and Quantities
Policy Concerning Adjustment/Repayment of Funds
auditing
AIMS Menitoring
AIMS Review
Second Review Threshold
AIMS Exit Conference
AIMS Second Review

Section J - Food Service Policies
Meal Service . )
Meal Service to Adults
Meal Service feor Handicapped Children
Disciplinary Practices and Meal Service
Meal Service for Senior Citizens
Emergency Feeding
Charging Meals .

Lost, Steolen and Misused Tickets

Use of Foods, Supplies and Equipment

gafety and Sanitation

Sale of Nutritious Foods

Sale_of Non-Nutritious Foods

pefinitions

Guidelines for Selection of Snack Foods

Gulidelines for Selection of Juice or Juice Products
Meals for Secondary Students Attending College

Section K - Personnel and Training
Program Management
ClasSification of Cooks
Nutrition Educatlon and Training (NET)
Training Programs for Food Service Perscnnel
Competency Testing for Food Service Parsonnel

Section L - Student and Parent Involvement

Background
County Wutrition Rdvisory Council

Section M - Definitions
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EXHIBITS RECEIN

WVDE 43-10-10 Sponsor's Agreement
WVDE 43-10-~11 Policy Statement

WVDE 43-10-01 Application for School Lunch, R

School Breakfast and Special Milk Programs
Criteria for Determination of Eligibility for Severe Need
Breakfasi Production Worksheet
ES-DF-02 Agreement
ES-DF-05 Request for Donated Foods
ES-DF-01 Administrative Review Eeport
Report of Loss of Donated Focds
Instructicns for the Report of Loss of Donated Foods
Guides for Summer Storage of Perishable Foods
National Commodity Processing (NCP) System Post Card
Income Eligibility Guidelines
bpplication for Free or Reduced Price Mesals
Letter to Parents
WVDE 43-10-20 Notice of Zpproval, Change or

Termination of Benefits
Eligibility Guidance for School! Meal Programs
Food Stamp Information
Information Up-Date
Civil Rights Information
Nondiscrimination Poster
Procedures for Selecting a Random Sample
Documentation of Random Selection
Procedures for Selecting a Focused Sample
Decumentation of Focused Selection
Prototype Letter to Parents
Parent Infermation - Proof of Income
Procedures for Developing a Consistency Check
Parent Letter - Difference Between Documentation

and application
Summary Report to County ©ffice (School)
Sponscr's Summary Report
WVDE 43-1C=30-3 Daily Record of Program Cperations
Instructions for Completion of WVDE 43-10-30-8
WVDE 43-10-31 Menthly Financial Report
Instructions for Completion of WWDE 43-10-31
WVDE 43-10-30 Monthly Claim for Reimbursement
Current Reimbursement Rates
WVDE 43-10-37a Net Cash Rescurces
Perpetual Inventory of Consumable Items
Equipment Record -

Non-Expendable Egulpment Schedule
Nen-Expendable Equipment Depreciation Schedule
Disposition Procedure

Computer Use Time Record
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EXHIBITS (Cont.)

Management Evaluation

WVDE 43-30-03-S On Site visit

Plan of Corrective Action

WYDE 43-10-13-M2 Noted Exceptions

Assessments 43-40-22a

Monitoring of Accountability

Inspection Report for Food Service Establishments
WV Board of Education-Mandate on Non-Nutritious Foods
State Board Policy 2550.19

Children and Nutrition

Comprehensive Training Program (CTP) for Cooks
Comprehensive Training Programs

Planning a Program and Suggested Activities
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA
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SECTION A
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WVDE 43-10-01 Application for School Lunch,
School Breakfast and Special Milk Programs
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA

HISTORY — S - -

School food service gained national emphasls during the depression
days. 2As part of the naticnal effort to combat depression in the early
1930's., the National Youth BAssociation and the Works Progress
administration were established, both of which provided federal funds
for employment in school lunch programs. In 1935, Congress authorized
a direct purchase and distribution program for surplus farm preoducts to
needy families, charitable institutions and non-profit school lunch
programs. when food demands of World War II eliminated farm surpluses,
an interim cash asslstance program was initiated which proved to be a
forerunner t¢ permanent legislaticn., In 1946, after World War II draft
statistics indicated that one-third of all men rejected for military
service were physically unfit due to nutritional deficiencies, the
National School Lunch Act was enacted to provide funds to schools for
each lunch served students.

Acting upon the testimony o©f the Surgeon General, who stated
emphatically that money was being wasted in trying to educate children
with half-starved bodies, Congress defined the purpose of the Naticnal
School Lunch Act:

"It is hereby declared to 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 enccurage 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 food and other facilities for the
establishment, maintenance, operation and expansion of neonprofit
school lunch programs..."

In 1954, the Special Milk Program was enacted to increase children's
consumption of fluid milk. During the 1960's as a result of national
awareness _of hunger and malnutrition in the Unlted States (as portrayed
on the CBS deocumentary “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. In 1966, the Child Nutrition Act was passed. which complemented
the program provided under the School Lunch Act. In 1970, new
amendments to the National Schoeol Lunch Act and the Child Nutrition Act
brought about substantial changes and program expansion.

puring the 1970's a series of amendments provided: permanent
authorization of the 3School Breakfast and Child Care Food Pregrams;:
changes in_the meal pattern; "offer versus serve" provisions for older
children; establishment of a naticnal advisory council; and a
three-year authorization of the nutrition education 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 (OAR) 2Amendments 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 develoDPing plans for the 1930's, the United States Department of
Agriculture has ldentified several priorities: (a) assess, improve and
strengthen_peint of service and accountability systems; (b) operate
more efficiently; (<) integrate food service and nutrition education:
(d) involve students, parents, teachers and schoocl administrators:
(e) reduce peperwork; (f)} increase cutreach in the breakfast program;

and (g) simplify eligibility documentation. although  adequate
facilities, enabling state and federal legislation and a scund
financial . system all are necessary, the ultimate success and

effectiveness of the child nutrition program is dependent upon full
support ané¢ ccoperation at all administrative levels and upon trained
personnel._ - .

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

In an effort to increase the nutrient integrity of the Schoocl Breakfast
Program, &n additional meat or bread item was required. This addition
would raise the iron content of the school breakfast and also allow for
the increased levels of other nutrients cccuring in combination with
iron. -

PHILOSOPHY (West Virginia Department of Education)

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

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

important food needs.

An effective [Food service makes available to al! 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
for the participants involved.

All meal service in the dining area shall conform to the nutriticnal
standards prescribed and shall be priced and served as a unit. any
other food_or beverage served at any time during the day should provide
protein, vitamins and minerals in a satisfactory balance with calories
in order to contribute to the nutritional guality of the meals served.
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Non-nutritious foods - namely., candy. soft drinks. chewing gum and
flavored icz bars - shall not be sold during the school day (i.e.. that
period of time bDetween the arrival of the first chilé at schoel and :the
and of the last scheduled instructicnal peried}.
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WEST VIRGINTA DEPARTMENT OF EDUCATICN GOALS

Establisned goals for sducaticn call Sor,

pod students to have squal educational cpportunitv:

o students to draduate with the Xnowledge and skills needed to
succeed in a competitive. changing society:

* the best personnel £o be recruited., rerained and provided with
competitive salary and benefits:

hd school personnel to improve their Xnowleddge and skills to ensure
that each student succeeds:

oot scncols to become centers for life-long learning and communisy
service with vartnershiips that sucport teaching and learning:

school facilities to be safe and to meer the educarional needs of
tudents in an efficient and- economical manner.: and

pud improved economic development through a well-sducared and
technically literate work force.

The statutorv Goals for the Year 2000 are more spvecific than Stare
Beard Goais in terms of cutcomes desired. These goals would.

e have all children enterding the first grade readv for school:

. provide all students with access to equal educaticnal
opportunities:

[ have srtudents performance on natiocnal measurss aqual or exceed the
nacicnal averade. and have student performancs in the lowest
guartile improve by fifry percent: '

d have 30% of ninth graders graduate from high school:

L have high school araduates fullv prepared for college. other
pest-secondary _education or dainful empioyment: further, have the
aumber of high schoeol graduates sntering post-secondarv education
increase by 30%: and

L] have all workind-ade adults functicnally literats.

MISSION

To enhanc2 learning and quality of 1ife through nutrition education and
nucrition services.

MAJOR FUNCTIONS

Mador functions are categorized in the areas of administration.
technical assistance 2nd training, monitoring and accouncability. and
ourreach. Specificallvy. the chiid aucrition office works to achieve
the folliowing:

1. Ensure the service of nutriticus meals which appeal o
children.
2.  Increasge afficiency and accountability in food service

gperaticns.

L]
+

3. Assist students in achieving optimum performance and quality
of lifa.
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4. Znable educators. foed service perscmnel and parents to
pesitively influence children's eating habits.

3. Collaborate with other doverpmental and communityv agencies in
astabliisning goals and nusrition services for children.

8. Cprimize the affactiveness of child nutriticen personnel.

7. Promote and expand child nutrition prodrams.

UNITED STATES DEPARTMENT OF AGRICULTURE (USDA) CHILD NUTRITION PROGRAMS

Seven separates Child Nutrition Programs are administered by the United
States Department ¢f Agriculsture; Division of Fecod and Nutrition
Servige:

Natlonal Scheol Lunch Program
School Sreakfastc Pregram

CHild ané adult Care Food Program
summer Food Service for Children
Special Milk Program

Nutrition Zducation and Training
Deonataed Feods Program

[ -
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These programs are authorized by the National School Lunch act of 1946
and the Child Nutrition act cf 1966. All are administered by the West
virginia Department of Educaticn. except the Donated Foods Program
which is under the West Virginia Departmens of Health and Human
Resources. 2 brisf description of each program follows:

Macicnal Schoel Lunch Prodgram - The Naticnal Scheool Lunch Program
assists in providing nutritigus lunches te students in public and
non~profit private schools of high school grade and under angd 4in
neon-profit Tesidentcial child care 4nstitutions.

Scheol Breakfasi Program ~ The Schocl Breakfast Program was
2stablished by the Child Nutrition Act of 1966 as a pllot project and
aimed only at schools with larde numbers of neady children or students
who traveled long distances to schocol. Today, the program is available
te all public and private schools and to non-profit residential child
care institurtions.

chilid and adult Care Focd Program -~ The Child and adult Care Food
Program (CACFP}! coperates year-round in non-residential institutions
which provide care for children enrolled in: day care centers, Head
start centars, outside-~school~hours care centers and family davy care
homes, and adults enroiled in day care centers. Attending participants
are served breakfast, lunch, suppers and snacks, as needed.
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Nutrition Education and Training Program {NET) - The Nutrition
Bducation and Training Program provides funds to the states for the
dissemination of  nutriticn information to participants and for
inservice_ training of food service persennel and teachers. The program
is for "2ll participants in public and private schools and in
residential and non-residential care institutions.

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

at the federal level, the Fcod and Nutrition Service shall act on
behalf of the United States Department of Agriculture in implementing -
the cChild Nutrition Programs. It shall be responsible for the
following four areas: o

1. Progfam Administraticn

m providing timely information to the Administration and to
Congress;

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

m soliciting public comment prior to issuing federal regulations
in their final form;

® ccnducting briefing sessions and/or public hearings concerning
national pelicies related to school food service;

w negeotiating an annual written contract with each state educa-
ticnal agency for administration of the Scheol Lunch, School
Breakfast, Specilal Milk, Child Care Food Program, Summer Food
Service. Program;

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

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

»  annually reviewing and evaluating each state agency, together
with selected sponscors and schools for each c¢hild nutrition
program administered; initiating corrective acticn plans where
necessary; and

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

2. Financial Management

a allccating federal funds by means of an annual Letter of Credit
to_each state agency agreeing to administer the various child
nutrition programs;

» developing prototype contracts, reporting forms, agreements,
policy statements, financial management systems, application
forms and review and evaluation forms for use in administration
of the programs:

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

s providing budgetary information to the administration and to
Congress; ’ ’ '

m revising proposed budgets in terms of authorized and budgeted
expenditures;
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collecting, preocessing and collating monthly participation
reports;

precessing and up-dating each state's Letter of Credit to
raeflect program activity;

periodically up-dating reimbursement rates for various
programs; and

reviewing and approving state automated data processing systems.

3. Training

preparing and distributing program aids;

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

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

cooperating with community groups, professicnal associations
and allied agencies to evaluate program effectiveness; and
negotiating contracts with appropriate agencies to conduct
surveys, evaluations, and special research projects.

4. Food Distribution

04764

negotliating an annual agreement with each state for the
acceptance, allocation and delivery of government-donated foods:
developing specifications and issuing bids for the purchase of
foods te be distributed to child nutrition programs:

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

approving Commodity Processing contracts and/or implementing
the National Inventory System,




RESPONSIBHLITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

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

1. Progfam Administration

preparing annual State Plans for Child Nutrition Program
Operaticns and a State Plan for the Nutrition Education and
Training Program:

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

developing prototype Policy Statements [A - 30.2]1 for provision
of free and reduced price meals, free milk, free textboocks,
workbooks and instructional supplies;

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

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

preparing annual state and federal budget requests for the
succeeding fiscal year {(State-July 1 through June 3C;
Federal-October 1 through September 30):

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

continuously reviewing and evaluating USDA regulations and
instructions as published in the Federal Register (proposed,
interim ané £inal regulations) or as issued by the USCA
Regional Office (guides, handbooks, instructicns, memoranda and
reports);

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

cooperating with pareants, students, community groups,
professional associations, state and lccal agencies in outreach
activitles to extend program benefits and to create a positive
image;

establishing, organizing and convening State Advisory Councils
and Advisery Committees to maintain liaison with participating
agencles; and

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

2. Financial Management
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timely draw-down of federal funds Lo pay ocutstanding claims for
reimbursement;

timely and accurate processing and paying of menthly claims for
reimbursement;

preparing accurate menthly financial status reports and timely
submission at state and federal levels:

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

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

3. Menitoring And Evaluation

developing and monitoring the procedures to be used by schools
in verifying informaticn reported in a sampling of applications
for free/reduced price meals;

annually reviewing net cash resources at the sponsor level:

s conducting on-site management evaluations of program
performance;

a monitoring of sponsoring agencies and selected participating
sites in accordance with regulations (AIMS, Title VI of the
Civil Rights Act of 1964, Title IX of the EBducation Amendments
of 1972, section 504 of the Renabilitaticn Act of 1973 and the
State Standards for Educational Excellence); and

s continuously evaluating program effectiveness.

4. Training and Technical Assistance

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

m implementing a competency based training program for leccal
schoel food service personnel;

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

s developing and implementing on-going . training programs for
supervisory and administrative personnsl (sponsor level):

w reviewing and approving propesed plans and layouts for food
service facilities; and

w preparing and distributing training materials, program aids and
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At the

RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SPONSOR LEVEL

local level, each county board of education eor sponsor is

responsible for the following four areas:

1. Program Administration

m annually negotlating contracts with participating schools:

m presenting for approval to the loccal board of education the
Spcnsors Agreement [A — 30.1]} and Policy Statement [A —-30.2]
for provision of free and reduced price meals or free milk,
free textbooks, workbooks and instructional supplies; providing
coples of sponsor's approved Policy Statement to all
participating schools;

m distributing coples of Application for Free or Reduced Price
Meals and Free Textbooks, Workbooks and Instructional Materials
[F - 30.2];

® implementing required hearing procedures [Policy Statement,
n - 30.2]);:

m implementation of a county level verification procedure to he
used in the approval of applications for free and reduced price
neals;

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

k developing standard policies regarding employmen:t practices,
grievance procedures, supervisien and training of food service
perscnnel;

m crganizing, when needed for compliance with §2550.19%9, school
and county advisory cotuncils;

m assisting student-parent planning commi:itees to improve public
relations and increase student participation;

m notifying school administrators and school food service
personnel concerning rules, regulations and policies governing
school food service progranms;

s malntaining lialson with parent, student and community groups;:

m promecting National School Lunch Week and other special
activities;

m extending and expanding pregram benefits to  meet the
nutritional, emotional and social needs of all children: and

a implementing a county long range plan Ffor scheol automation of
records and reports.

2. Financial Management
m verifying and consolidating schools’ menthly  reports  of
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participation and claims for reimbursement; promptly submitting
the sponsor’'s consclidated Claim for Reimbursement [G - 30.5];
verifiving sponsor's  monthly reimbursement payments and
allocating payments to the individual schools or programs;
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Administrative Reguirements, School Food Authority

consolidating schools' financial reports each month; preparing
an annual sponscr's report of accrued income and per meal
costs; submitting report to state agency; documenting reported
income and expenditures and retaining documentation for three
years plus current coperating vear;

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

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

develcping 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

obtain attendance factor for each school.

3. Monitering And Evaluation

maintaining a regular schedule of on-site visits to participat-
ing schoeols; monitering of all food service sites prior to
February 1 of each schocl year and scheduling follow-up visits
to. schools to ensure program compliance; accompanying state
armd/or federal representatives on local school visits: and
continuously evaluating the effectiveness ©f the c¢child
nutrition program in reaching its goal to serve all children.

4. Training And Technical Assistance
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reviewing and approving bullding and renovation lay-outs, plans
and purchasing contracts; reviewing and approving major food
service eguipment purchases;

plarnning and/or approving schoecl food service menus prior to
time of service; develcping and implementing local policies
concerning the serving of nutritiocus foods at schools;

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

providing technical assistance to school .food service
personnel, school administraters and clerical personnel;
develcping and implementing an on-going training program for
fcod service personnel, school c¢lerical personnel and school
administrators;

providing resource parson(s) for school administrators,
teachers, professional groups and allied agencies;

assisting teachers and school administrators in developing an
on-going nutriticon education pregram:;

developing and/or disseminating training aids, instructional
materials, handbooks, manuals and other preogram aids; and
initiating an on-going, relevant professicnal grewth programn
for food service supervisory personnel. )

a- 11




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SCHOOL LEVEL

The local-.school administrator is responsible for the following filve
areas: -

1. Program Operation

m filing an Application for School Lunch, School Breakfast and
Sspecial ™ilk Programs [A - 30.3] with the county bocards of
education;

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

m reviewing and approving, in accordance with state and county
administrative gquidance materials, each application for free
and reduced price meals;

m verifying information reported on & sampling of applications
for free and reduced price meals and verifyving any incomplete,
illegible or guestionable information entered on the
applications;

s approving 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 approprlate areas and parents must be notified within 10
working days after the completed application has been returned
to_the school;

s informing all teachers and clerical perscnnel of the federal,
state and couniy requirements for provisicon of free and reduced
price meals or free milk;

s initiating hearing procedures when infermation entered on the
application 1s challenged, or appears to be inaccurate;

m providing copies of student applications for free and reduced
price meal benefits when an eligible student transfers to
another school;

m checking menus pricr to and during service to ensure that all
nutritional reqguirements are met:

m providing assistance to school food service personnel in
planning menus which provide for cholices within the required
meal ccmponents to all students; and

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

2. Records And Reports

m establishing a procedure for obtaining accurate meal counts at
the serving line without overt identification so that accurate
repcrts of daily student participation by category are entered
on the dally reporting fForm;

s malntaining all records pertaining to child nutrition programs
(including applications for free and reduced price meals,
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participaticn records, invoices, bills, firancial reports,
equipment inventories and production records) for three years
plus the current school vear;

s submitting complete and accurate reports of daily
participation; and

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

3. Financial Management

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

s establishing a system for payment and reporting o<f all focod
service invoices in complliance with county and state
requirements for financial management:

s obtaining prior approval for all major purchases from the
sponsering agency:

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

m documenting reported expenditures.

4. Training

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

m remaining informed concerning federal, state and county
regqulations and policies concerning the various child nutrition
programs; and

m enceuraging teachers to attend available nutrition education
training and assisting teachers in developing a seguential
nutrition education program in the classroom.

5. Public Relations

a advising all parents concerning the types o©f food service
programs eavallable at the school and surveying the need for
additional programs when these are not available;

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

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

NATIONAL SCHOOL LUNCH ACT

CHILD NUTRITION ACT OF 19€6
SPONSOR'S AGREEMENT FOR THE SCHOOL LUNCH,
SCHOOL BREAKFAST AND SPECIAL MILK PROGRAM

1. NAME OF SPONSORING AGENCY:

2. ADDRESS OF SPONSORING AGENCY: 3. EFFECTIVE DATE:
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In order to effectuate the purposes of the Naticnal School Lunch Act, as amended
(42 U.s.Cc. 1751) and the Cchild wutrition 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 1 above), hereinafter referred to
as the "“Sponsor”, agree as follows:

The DEPARTMENT agrees to make funds available to the Sponser for the programs
operated by it, as designated below, 1in accordance with the various State and
Federal Regulations applicable to such programs: National School Lunch and
Breakfast Program Regulations (7 CFR Parts 210, 220, 3015 and 245); and/or
Special Milk Program Regulations (7 CFR Part 21%) and NWutrition Education and
Training Regqulations (7 CFR Part 227), and any applicable amendments thereto, as
well as any State Laws, Regulations, or Standards.

The SPONSQR agrees to accept federal funds for expenditure in accordance with
the applicable Regulations and any amendments therete, and to comply with all
the provisions of such requiations and amendments thereto. In the event of a
proposed amendment of any applicable regulatieon, if the Sponsor gives to the
Department, prior to the eEfective date of the amendment, written notice of its
determination to discontinue cperation of any program cenducted 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 Programs: (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” schools or

split session Kindergartens conly)
Commodity Schools

A - 30.1
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This aqreement shall be effective commencing on the date specified (Item 3
above) and ending one vear thereafter, unless terminated earlier as provided
herein. The Department may renew this Agreement each year thereafter, by notice
in writing given to the Sponsor as soon as practicable after Funds have been
appropriated for carrying out any of the purposes of the WNational Schocl Lunch
act and of the ¢hiid Nutrition Aact during each such vear. 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
for school lunches, school breakfasts or special milk served to eliglble
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 Agriculture shall
be used to reimburse the Sponsor on behalf of the school or institution. For
all Sponsors, general cash-for-food assistance funds shall be used to assist the
schools or institutions 1in cobtaining food (the assigned reimbursement rate
muiltipiied by the total number of 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 Provision of Free and Reduced Price
Meals or Free Milk which covers all food services provided under the Naticnal
School Lunch Act and the Child Nutrition Act for all schools or institutions
participating in the child nutrition programs. &an approved copy of the Policy
Statement will be provided to all participating schools or instiutions by the
Sponsor. any school or institution participating in the programs indicated
above may, through the Sponser, be reimbursed for school lunches and school
breakfasts served free or at a reduged price to children meeting the Spenseor's
approved eligibility standards, provided that a current., correctly approvad
Application for Free or Reduced Price Meals is on file at the scheol or
institution. Such free and reduced price meals shall be offered to all eligible
children by all participating schools or &nstitutions. Meither the <hild ner
any member of its family may be required to work for a meal. Each participating
school or institution shall comply in all respects to the Spensor's approved
Policy Statement. When the school or institution participates in the Child
Nutrition Programs listed above, meals may not be denied any child for
disciplinary purposes and, 1if consumed in ancther school locaticn, must be the
same meal offered to other children. 1f no meal service is available at a given
school or institution. the Sponsor may apply for the Special Milk Pregram for
that particular school or institurion. An approved Pollicy Statement must be on
file. For schools or sites with split-session kindergarten programs, the
sponsor may apply for the Speclal Milk Program for those particular kindergarten
children only.

The SPONSOR and the participating schools or institutions under its jurisdiction
shall comply with all provisions of Chapter 7, Code of Federal 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. 20004 =t. seq.), Title IX of the Education
Amendments of 1972 (20 U.S.C. 168l er. seg.)., Section 504 of the Rehabllitation
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Act of 1973 (29 U.S.C. 794), the Age Discrimination Act of 1975 (42 U.S.C. 6101
et. seq.), all .provisions required by the implementing Regulations of the
Department of Agriculture, Department of Justice Enforcemen:t Guidelines (28 CFR
50.3 and 42) and FNS (USDA) directives and guidelines. Compliance will be
consistent with the objective that no person in the United States shall, on the
ground of race, —_coler, national origin, age, sex or handicap be excluded From
participation 1in, be denied the benefits of, or be otherwise subject to
discrimination under any program or activity for which the Sponsor recelves

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

maintain records and submit reperts, as required, to permit effective
enforcement of the nondiscrimination laws and permit authorized USDA/WVDE
personnel during Tiermal working hours to review such records, books and accounts
as needed to ascertain compliance with the nondiscrimination laws. If there are
any vicolations of this assurance, the United States Department of Bgriculture or
the Department shall have the right to seek 3judicial enforcement of this
assurance. Federal Cfinancial assistance 1is 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 2Agriculture. The person whose signature appears below is
authorized to sign thils assurance on the behalf of the Sponsor.

The SPONSOR heréby agrees that it will comply with Section 504 of the
Rehabilitation Act that is designed to assure that those who receive federal
financial assistance will not discriminate against handicapped persons. It
provides in relevant parts as folleows: "No otherwise qualified handicapped
Individual in the United States. . . shall, solely by reason of his handicap, be
excluded from participation in. be denied the benefits of., or be subjected to
discrimination under any program or activity receiving federal financial
assistance." —

The SPONSCR shall take appropriate initial and cortinuing steps to notify
participants, beneficiaries, applicants and employees, including those with
impaired vision 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 violation of Section 504 of the Rehabilition Act of 1973.
The notiflcation shall state, where appropriate, that the sponsor deoes not.
discriminate in admission or access to, or treatment or employment in, its
programs and activities.

all information used by the sponsor te inform the public about the program shall
contain the following nondiscrimination statemernt: "Program benefits and
services are available to all children without regard to race, color, sex,
handicap., age or "national origin. If you believe vou have been discriminated
against because of race, color, national origin, age, sex or handicap, write to
the Secretary of Agriculture, Washington b.C. 20250."

The collection and reporting of data on the racial or ethnic identity of
children who apply for free and reduced price meals is required by Department of
Justice regulations.
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THE SCHOOL FOOD AUTHORITY AGREES THAT, Eor each school listed in the Peolicy
Statement, it will conduct the program{s) indicated in the Sponsor's 2Agreement
in accordance with the Department's regulations and will conform to the
fcllowing requirements in the conduct of each program (unless the requirement is
restricted to a particular program):

Meal Counts., Monitoring and Claims

The official signing the monthly Claim for Reimbursement shall be responsible
for reviewing and analyzing meal c<ounts to ensure accuracy as specified in
Section 210.8 governing claims for reimbursement.

The schocl food authority acknowledges that failure te submit accurate claims
will result in the recovery of an overclaim and may result in the withholding of
payments, suspension or terminaticon of the program as specified in
Section 210.24.

The school food autherity acknowledges that 1f failure teo submit accurate claims
refiects embezzlement, willful misapplication of Efunds, theft, or £fraudulent
activity, the penalities specified in Section 210.25 shall apply.

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

Each schocl focd autherity with mere than one schocl shall perform no less than
orie on-site review of each school under its jurisdiction prier to February 1 of
each school year (see 210.8 (a) (1). The person who willl monitor and complete

the monitoring visits report is

whose position (title) is

Prior to the submission of a monthly Claim for Reimbursement, each school food
authority shall compare each school's dally claim agalnst data which will assist
in the identification and correction of Claims Eor Reimbursement 1in excess of
the number of reimbursable Eree, reduced price and pald lunches actually served
that day to children eligible for such lunches. Such data shall, at a minimum,
include the number of children currently approved for free and reduced price
lunches in the school, and, for every month except September, the average dally
number of free, reduced price and paid lunches served for the preceding month
(see 210.8 {a) {(2).

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

whose position {title) is
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The SPONSOR agreés: to develop a system for collection of data; to maintain
this information on File for 3 years; and to establish procedures to ensure that
the infcrmation is made available cnly to authorized state and federal personnel
during reviews or as part of OMB approved surveys. Estimated data on the
racial/ethnic make-up of the applicant organization's program service area
(NSLP, SBP, SMP) and enrollment shall be maintained by the Sponsor.

The SPONSOR agdreds to make available upon regquest, information abeout program
regquirements and procedures for filing compliant in the appropriate translation
to non-English speaking persons.

The SPONSOR, if it employs 15 or more persons, agrees to designate a coordinater
£0 carry out Section 504 activities. .

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

approval .prior to negotiaticn.

The SPONSOR and its schools or institutions participating in any or all of the
Child Nutrition Programs indicated above shall comply with the reguirements set
forth in 7 CFR Part 3015 regarding financial management; shall maintain full and
accurate records of operations under this agreement and shall keep such records
for a period of three years after the end of the fiscal vyear to which these
records pertain. Records of income and expenditures shall be maintained in such
a manner as to reflect the non-profit status of this service. The Sponscor shall
limitr its operating balance to a level consistent with program needs. ail
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
replace old eqiiipmént as approved by the Sponsor and the Department.

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

The SPONSOR, for its participating schocls or institutions, 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 SPONSCR agrees_that all income accruing to the food service predram in 1ts
office or in any schools or institutions participating in the programs aveilable
under the Natlonal School Lunch Act or the child 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.,
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The SPONSOR agrees that adequate facilities will be maintained for storing,
preparing and serving food purchased for service under the Naticnal Schoel Lunch
Act or the child Nutrition Act and for £food donated by the United States
Department of BRAgriculture. Proper sanitation and health and safety standards
conforming with all federal, state and local standards and regulations shall be
maintained by the participating schools and inmstitutions, including an adequate
and safe supply of water and sanitary disposal of all water and refuse. Such
facilities shall be provided that the children may eat thelr meal in an accepted
social manner. Adequate and empathetic supervision shall be provided in the
lunchrooi. Food or beverages other than the school lunch or school breakfast,
extra milk or other approved foods shall not be served in the dining area at the
rime the meal is served. Weals may not be denied to any child for disciplinary
purpose, and must be the same meal served to other students.

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

Extra milk served under the Special Mllk Program in schools with no food
services and/or schools with split session kindergarten programs shall be fluid
milk which meets state and local standards. Reimbursement under the Special
Milk Program shall be claimed only for fluid milk which meets state and lccal
standards and iz served in schools or institutions with ne reimbursed feood
sarvice., Reimbursement may be claimed only Efor E£luid wilk purchased and served
to children. :

The SPONSCR agrees that all lunches claimed for reimbursement must meet the
nutritional requirements for the schocl tunch and that all breakfasts claimed
for reimbursement must meet the nutritional requirements of the school
breakfast. sSchools and institutions shall cocoperate with the Department in
developing procedures Eor 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 For reimbursement must meet the requiremsnis
prescribed by the Department and the United States Department of Agriculture and
must be served during a period or periods designated as the lunch periecd. 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 Sponsor and its participating schools and institutions shall endeaver to
follow menu suggestions given by the Department and/or Spensor and shall
initiate varied types of menus, even though it may on occassion mean serving
foods with which some students are unfamiliar. Substitutions may be made in
food 1f the individual participating children are unable, because of medical or
other special needs to consume such {ocds, Such substituticns shall be
supported by a statement Erom a recognized medical authority which includes
recommended alternate focods.

The SPONSOR agrees that all schools and/or insitutions under its jurisdication
will serve meals to handicapped <children even when the child's handlcap
restricts his/her diet. These special dietary needs must be verified by a
statement from a medical doctor and must include prescribed alternate foeds, 1If
an emergency should arise preventing a school or institution Erom temporarily
obtaining delivery of milk, the Department may approve the service of meals with
an available alternate miik or without milk during the emergency period.
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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 agreement or of
the regulations have not been complied with by the Sponsor. Any termination of
this agreement shall be in accerd with applicable laws and regulations.

A SPONSOR which operates its food service program on contract with a food
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 tc comply with the provisions of the
Natlconal School Lunch Act or the Child Nutrition Aact. Notice of 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 OF
SCHOCLS
APPROVED:
(County Superintendent) or (Director) - " State Director of Child Nutrition
Programs
Date : ' Date

A - 30.1c
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25303

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

The

(County Board of Education or Nonpublic Schocl or child and Adult Care Sponsor)

has entered intc agreement with West Virginia Department of Education to
participate in the National' School LunchrPregram and/or.- the Scheol Breakfast
Program., the ¢Child and Adult Care Foocd Program or the Special Milk Program,
and/or to receive commodities donated by the United States Department of
Agriculture and accepts responsibility for providing free and reduced price
meals or free milk to eligible participants in the school(s), imstitution(s) or
center(s) under 1ts jurisdiction.

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 school system, the institution or sponscer will uniformly implement the
following policy to determine the eligibility of participants for: {1) Free and
reduced price meals in all classrooms and/or schoels and/or instltutions and/or
centers or homes under its jurisdiction which are participating in the National
Schocl btunch Program and/or the School Breakfast Pregram and/or the Child and
adult Care Food Program and/or which are receiving government-donated foods; or
(2) Pree milk in all schools and/or institutions in its jurisdiction which are
participating only in the Special Milk Program or schools which serve milk only
to split session Kindergarten children.

In Ffulfilling its responsibilities the County Board of Education or the
Nonpublic School or Child and ARdult Care Institution or Center or Home agrees:

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

B. To serve milk free to children from families whose 1lncome 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
session Xindergarten}.

C. To provide these benefits 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.

D. To insure that there shall be no physical segregation of or other
discrimination made by the school, institution, center or hcme 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 identificatlon of any

A - 30.2
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participant by use of special tokens or tickets or by any other
means. Further assurance 1s given that participants eligible for free
or reduced price meals or Efree miik 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) not be required to go through a separate
serving line, (4) not be required to enter the lunchroom/dining area
through a separate entrance, (%) not be required to eat meals or drink
milk at a diffarent time and (6} have the same choices of meals and of
milk as the paying participant.

E. That 1in the operation of €feeding programs, no participant shall be
discriminated against because of his/her race. color, naticnal origin,
sex, age or handicap.

F. To verify by December 15, in accorcdance with program regqulaticons 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 31; and (3) the percentage or number
of applications verifisd. Compliance with these requirements will be
monitored by the West Virginia Department of Education as part of its
supervisory assistance., monitering and verification efforts.

G. To establish charges Efor 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 ostablish and use a fair hearing procedure for any parent’s/adult
household member's appeal{s) of the (sponsor's) decisiens 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 applicaticn 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 ghall be retained for three vears.

Prioer to initiating the hearing procedure, the parent/quardian/adult
household member or local cfficial may request 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 to a
fair hearing.

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

1. & publicly-annocunced, simple method for making an oral or written
request £or a hearing.

2. An oppertunity tec be assisted or represented by an attorney or
other person.
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SCHOOL CObE___

WEST VIRGINIA DEPARTMENT OF EDUCATION
CHILD NUTRITION DIVISION
Charleston, West Virginia 25305
APPLICATION AND AGREEMENT FOR THE SCHOOL LUNCH, SCHOOL BREAKFAST AND SPECIAL MILK PROGRAMS

HAME OF SCHOOL OR INSTITUTION

ADDRESS S = —

COUNTY - - _ TYPE OF PROGRAM: NEW RENEWAL
CURRENT ENROLLMENT ___ AVERAGE DAILY ATTENDANCE _ = PROGRAM BEGINS

FPROGRAM ENDS —  NUMBER FOOD SERVICE WORKERS: FULL TIME _ =~ PART TIME

DOES THE SCHOOL OPERATE ITS MEAL SERVICE ON A FEE, CONCHSSION: OR CONTRACT ARRANGEMENT?

YES NO If "Yes"”, attach a copy of the current contract.

THE SCHOOL OR INSTITUTION LISTED RRBOVE 1S APPLYING FOR APPROVAL TO CPERATE THE CHILD
NUTRITION PROGRAMS AS LISTED BELOW:

SECTION A, SCHOOL LUNCH PROGRAM __ {check if appropriate)
Estimated number of lunchées to be served daily: To Children 7 To Adults
Estimated number of lunches to be served daily to children: Free _____ ; Reduced Price
Lunch Prices: Children: Regular Price _ ; Reduced Price _ = 7 Adult Price

SECTION B. SCHOOL BREAKFAST PROGRAM ___ (check 1f appropriate)

Rstimated number of breakfasts to be served dally: To Children __ ; To Adults
Estimated number of breakfasts to be served daily to children: Free _ :; Reduced Price
Breakfast Prices: Children: Reqular Price _ = ; Reduced Price ___ ; Adult Price

SECTION C. SPECIAL MLLK PROGRAM __ (check if appropriate)

NOTE: Scheols which applied for either the Schoel Lunch and/or the Schoel Breakfast Program
in Section A or Section B above, may for children in split-session kindergarten
only complete Section C. T T

Net Delivered Price (after discount) paid to supplier per 1/2 pint milk _

Unflavored. low fat ;7 Fluid, whole .. ; Flavored 1 DOther )
Price to be charged children per 1/2 pint milk: uUnflavored, low Eat : Flavored o
Fluid, whole ; Other_ (Specify tvype. e.qg., buttermilk, milk shake, etc.)

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

To effectuate the purposes of the National School bLunch Act and the child Mutriton Act and
federal/state regulations governing the School tunch Proqgram, the School Breakfast Program
and the Special Milk Program, the West Virginia Department of Education, the County ERoard of
Bducation or other Sponsoring Agency and the Schoel or 1Institution completing this
Applicaticn and Agresment do hereby agree:

1.

L

i

The West Virginla Department of Education (herelnafter referred to as "Department™)
shall reimburse the Sponsoring Agency (hereinafter referred Lo as "Sponsor") to the
extent of funds available, for lunches and/or breakfasts and/or special milk served to
children in connection with the MNational School Lunch Act and the Child HWutrition Act
during the fiscal vyear during which the Department's Agreement with the Sponsor and the
Sponsor's Adreement with the School or Institutlon {hereinafter referred to as "School")
is in effect.

Reimbursement shall be made to the Sponsor only in connection with meals which are
served Lo eligible children. which meet. the nutritional reguirements set forth in
section 3 of this Memorandum of Understanding. The School may be reimbursed, to the
extent that funds are available, by the Sponsor for school tunches and/or school
breakfasts or for special milk served by the School under the Programs indicated on
Page 1 of this Agreement. Further, compliance by the School with federal regulation set
forth in Chapter 7, Code of Federal Requlations, Parts 210, 220, 215 and 243, as
applicable to the specific child nutrition program, is prerequisite to participation in
the School Lunch Program, the School Breakfast Program and the Special Milk Program.

Reimbursement rates are established by the Department, to the extent £funds are
available, within the maximum payments prescribed by the United States Department of
agriculture. Such payments are determined by multiplying the approprliate rate by the
tetal number of school lunches, school breakfasts or one-half pints of special milk
served to the appropriate categories of eligible children {(free, reduced price or Eully
paid},

In approving &Applications fErom~ eligible schools or institutiens, 1in assigning
reimbursement rates and in approving for payment of monthly Claims Lor Reimbursemsnt,
the Department requires compliance with the Eollowing conditions.

Smeem e s e — -

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

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

C, B Sponsor {or School) which operates its food service program on contract with a
focd service management company remains responsible for assuring that the Programs
are in compliance with the Sponsor's Agresment;

D. To the extent of funds available, and upon submission of an accurate claim for
Reimbursement the Department reimburses the Sponscr on behalf of the School for
meals or milk served 1in accordance with the terms of this Memorandum of
Understanding in any fiscal year during which this Memorandum and the Sponsor's
Agreement are in effect. 1If meals or milk are served by the School during parts of
twe fiscal vyears, the Department's agreemernt to reimburse the Spensor is
cenditicnal upen apprepriation by Congress of Eunds in sufEficient amounts for the
specific meal or milk service during such second Siscal year.

E. No legal liability on the part of the Department for the payment of any money shall

arise until such appropriations have been provided by the United States Department
of agriculture.

T bn ol e 7rey " 0 I
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F. The Department will hconor Claims for Reimbursement which are submitted by the
sponsor on forms provided by the Department within 60 days following the last day .
of the month covered by the Claim. Claims not filed within 60 days will not be
paid except when the United Statez Department of Agriculture determines that late
submission of the Claim was justifiable,

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

food/milk service.

H, The Sponsor makes avallable For review or audit appropriate documentation
concerning program eligibility, licensure with the regquired State Agencies 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 schocls/sites; and in compiling and approving for payment monthly Claims for
Reimbursement, the Sponsor requires compliance with the fellowing conditions:

A. The $School .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 scheool food service program in any School participating
in the Programs under the Mational Scheool Lunch Act and the Child 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 to acquire or to construct buildings.

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

Department. it

D. No fecod, other than the school meal or milk 1is served in the dining area at the
time of meal service. HMeals or milk shall not be denied any child for disciplinary
purposes. No student shall be discriminated against by service of meals or milk
which are different from those offered to other children.

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

F. The School and Sponscor operate the School Lunch, School Breakfast and Special Milk
Program in compliance with all peolicies set forth in the West Virginia Department

of Education Policies of Operation Manual.

G. The School complies in &ll respects with the conditions set forth in the Sponsor's
current Policy Statement for Provision of Free and Reduced Price Meals and Free
Milk, Scheool lunches and/cr schocl breakfasts or special milk are offered to all
children attending a participating school.and are served without cost or at reduced
cost to all children with approved applications on file for free or reduced price

benefits.

H. The Sponseor and School maintain for a pericd of three years after the end of the
Eiscal year to which these pertain, all records and reports related to program
operation, 1including Applications and Agreements., Policy Statements for the
Provision of Free and Reduced Price Meals and Free Milk, Student Applications Ffor
Free/Reduced Price Meals or Free Milk, records of verification of eligibility,
daily participation records, Claims for Reimbursement, Meal Production Records,
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Inventery Records, inveoices, bills, receipts, purchase orders, bid requests, bid
award documentation, bank statements and ledger sheets.

I. All records related to program operation ares made available t¢ the Sponsor,
Department, United States Department of Agricalture and to State Auditors for
review and/or audit at any reasonable place and time.

J. In the operation of all child nutrition programs, the School agrees to comply with
Title VI of the Civil Rights Act of 1964, Titls IX of the Education Amendments of
1972, Section 504 of the Rehabilitation Act of 1973 and the Age Discrimination act
of 1975. Compliance is consistent with the objective that no person in the United
States shall, on the ground of race, color, national origin, age, gender or
handicap, be excluded from participation in, be denied the benefits of or be
otherwise subject to discrimination.

In the operation of the school focd service programs, the School or Instituticn agrees
to follow the policies concerning focd service as set forth in United States bDepartment
of Agriculture Meal Pattern.Guidelines. and included as part of each sponsor's annual
Agreement:

adequate facilities shall be maintained for storing. preparing and serving foeod and
milk. Sanitation, health and safety standards shall conform with all state and local
standards, including an adequate and safe supply of water and sanitary dispesal of ell
water and refuse,

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

This agreement may be terminated upon 10 days written notice on the part of either party
hereto and the Department and/or Sponsor may terminate this agreement immediately upon
receipt of evidence that the terms and conditions of this agreement or of the applicable
requlations and policies have not been fully complied with by the School or Sponsor.
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 Wational School
Lunch Act or the Child Mutrition Rct. |Notice of such adjustments shall be given in
writing to the Sponsor as far in advance of the applicable date as is practicable.

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

T CERTIFY THART THE ABOVE MEMCRANDUM HAS BEEN READ AND RGREED TO.

SIGNATURES - -

PRINCIPAL OR ADMINISTRATOR h DRTE

COUNTY SUPERINTENDENT OR SPONSORING AGENCY OFFICIAL 7 7 DATE

WD

STATE SUPERINTENDENT CF SCHOOLS DATE
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3. An opportunity to examine, pricr to and during the hearing, the
documents and records presented to support the decision under
appeal.

4, Reasonable promptness and convenience in scheduling a hearing and
adequate notice as tc the time and place of the hearing.

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

€. 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 conducted 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 decision 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
thereof be notified in writing of the decisiocn.

10. That for each hearing a written record be prepared, including the
" decisicn under appeal, any documentary evidence and a summary of
any oral 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 period of 3 years
after the close of the school/fiscal vear tc 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 period.

I. To designate by name and title the county Eood service directer,
scheool . principal. assistant principal. center directer or cother
assigned staff to review applications for free and reduced price meals
or milk and make determinations of eligibility. sSuch officials will
use the criteria outlined in this policy to determine which individual
participants are eligible for free and reduced price meals or free
milk.

J. Tco make avallable, at the beginning of each school year, and whenever
there is a change in the eligibility criterla, to the parent, quardian
or adult household member of each participant attending the schools,
centers or 1institutions participating in the School! Lunch, Schoel
Breakfast, Child and Adult Care Fcod 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.z2a
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Interested parents, guardians or adult household members are
responsible for filling out the Application and returning the
completed Application to the county office, school or site. Such
applications and documentation of all determinations made on all
applications shall be maintained at each school, center or institution
for 3 years after the end of the school/fiscal year to which they
pertain. 7 ’

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

K. APPLICATION APPROVAL PROCESS

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 participents frem households with approved applications
on file from last year. This includes: ({a) those participants
who attended the school/center last year; (b) new students in a
school with older siblings who were approved free or reduced
price last vyear: (c) previously approved participants who
transfer from one schocl/center to another under the jurisdiction
of the same school food autherity 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 ENMROLLING CHILDREN

{a) For Food Stamp/AFDC Assistance units:
{1) Mame of child:
{2} The child's food stamp or AFDC case number: anad
{3) Signature of an adult household member.

(b) Other Househeolds enrclling children:

{1} Name of child;

{2} WNames of all household members;

(3) Social security number of elither the primary wage
earner or the  Thousehold member who signs the
application or en indication that the household member
does not have a soclal security number;

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

{53) signature of an adult household member.

HOUSEHOLDS ENROLLING DAY CARE ADULTS
{c) For Food Stamp/SS1l/Medicaid participants:
(1) wame of participant(s):
(2) The participant's food stamp, SSI or Medicaid number;
and
{3) sSignature of an adult household member.
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{d) Other Households enrclling day care adults:

(1) Wame of participant;

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

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

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

(5) Signature of an adult household member.

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

Eligibility Determination:

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

(b) Households that do not claim food stamp/AFDC/SSI or Medicaid
eligibility must provide household size and income
information te 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:

() A1l  Thouseholds must be promptly notified of their
eligibility status.

{b). Households denied benefits must be given written
notification of the reascn for denial and of appeal rights
and procedures. The household shall be advised that they
may reapply at any time during the school year 1iIf their
circumstances change. The reasons for denial shall be noted
and kept on file together with the date the denial notice is
sent and the name of the denying official.

I1f a participant transfers from one school, center, home or
institution to another under the 3Jurisdiction of this County
Beard of Education or Sponsor, his/her eligibility for free or
reduced price meals or, 1if so offered, free milk will be
transferred to and honored by the receiving school. center, home
or institution, provided that the receiving school, center or
institution participates in the School Lunch and/or School
Breakfast Programs., the Child and Adult Care Food Program or in
the Commodity Only Program or the Special Milk Program. The
schoolfcenter/institution From which the participant transferred
shall retain a copy of the participant's application.
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Name*

all participants from a family will recelve the same benefits,
provided that all attend schools, centers, homes or institutions
where these feeding programs are in operation.

6. 1t 1is recognized that in certain cases Efoster children are also
eligible for these benefits. 1If a household has feoster children
living with them and wishes to apply for such meals or milk for
these children, the household will be instructed to contacl the
school, center, institution or home. '

1. The designated hearing official Ffor this County Board of

Educatlon or this Nonpublic School or this Institution or this
Center or this Home is:

Title

address

*{Note:

This person must be somecne not involved in the original eligibility
determinations. It is suggested that the designated hearing official
hold a position at a nigher administrative level than that of the
determining official.}

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 unemployment offices and major employers contemplating or
experiencing large layoffs.

To establish a procedure to collect meney from participants whe pay
for their meals cor 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 procsdure described in
Attachment B wlll be wused. No eother 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,

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

part of this Policy Statement:

Attachment A Income

Eligibility Criteria

for Free and

Reduced Price Meals and Free 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

THE POLICY STATEMENT OQUTLINED ABOVE WAS RAPPROVED BY THE

DIRECTORS ON

APPROVED BY:

_COUNTY BOARD OF EDUCATION OR THE BOARD OF

County Superintendent of Schools or
Administrator, Nonpublic School or
Child Care Institution, or

bPirector, Division of child
Nutrition Programs
wWest Virginia Department of

Director. Child and Adult Care Education
Focd Program _
Date Date

Coples of this Peclicy Statement, including Attachments A, B, C,

issued to each participating school or institution by

WVDE 43-10-11 Z Revised 6/91
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Date
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ATTACHMENT A

GUIDELINES TCO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1991-92.

ANNUAL FAMILY INCOME BEFORE DEDUCTICNS

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

YEARLY  MONTHLY WEEKLY _ YERRLY MONTHLY WEEKLY
ONE $ 8,606 § 7TL8 $166 $12,247 $1,021 $236
TWO 11,544 962 222 16,428 1,369 316
THREE 14,482 1,207 279 20,609 1,718 397
FOUR 17,420 1,452 335 24,7990 2,066 477
FIVE 20,358 1,697 392 28,971 2,415 558
SIX 23,296 1,942 448 32,152 2,763 638
SEVEN 26,234 2,187 505 37,333 3,112 718
EIGHT 29,172 2,431 561 41,514 3,460 798

FOR EACH ADDITICNAL FAMILY MEMBER, ADD

2,938 245 57 4,181 349 g1
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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 1s no overt identification of
recipients of free or reduced meals: {(a) at the time the meal payment 1is
made, (b) at the time the ticket or involice is issued, and (¢) in the
serving line.-

2. Any payment collection system must have a built—in accounting system.
Datly records must document the amcunt of reduced, and Eully 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 1s a federal regulatory
regquirement. 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. For all practical purposes, this is at
the end of the serving line.

Attachment B. serves as documentation of the system which will be used by
each school, institution, center or home during the current school year for
daily meal counts and the collection of meal payments. 1If more than one
method is used within the school district or sponsoring agency each method
must be described and the sponsor mrust indicate which (school) site uses
which system. .

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

POINT OF SERVICE COUNT AND MEAL PAYMENTS COLLECTION
In all schools/centers/homes/institutions participating in the school lunch

and/or the school breakfast programs, and/or child and adult care food program
the foliowing procedures will be used during the current school year:

METHOD 1

Before the beginning of class, participants go to the office to make daily
{(or weekly) payments for their meals. The meal payments are collected in such a
manner that other participants are unable to detect those who pay reduced
prices. Meal payments are counted and recorded in the office. Each day the
appropriate numbers of coded daily meal tickets (including those for free meals)
are sent to the individual classrooms. At mealtime, the tickets are collected
£rom 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:

o
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ATTACHMENT B
{Cont.)

METHOD 2

Participants pay for their meals in the office or classrcom at the
beginning of the school day. The meal payments are coilected in such a manner
that other participants are unable to detect those whoe pay reduced prices. BAs
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 Ffree meals is
clearly marked by an individual familiar with the participants. &at the end of
the meal service pericd names on the roster are counted by category (free,
reduced, paid) and an accurate count is recorded on the daily record of program
operation.The following schools/centers/ institutions use Method Z:

METHOD 3

Participants I.D. cards, with coded participant number, are issued to each
participant. Wwhen a reimbursable meal has been served to the participant., the
1.D. card 1s scanned electronically or the I1.D. number is manually entered into
the computer. A computer generated meal count by category, (free, reduced
priced, and fully paid participants and non participants) provides information
for the claim for reimbursement. Participants may pay in advance, weekly or
monthly or be billed weekly or monthly. The following
schools/centers/institutions use Mathod 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 paild meal service. As participants receive a
reimbursable meal, they report this number to a responsible person who records
the identification number on an adding machine tape or scme othar device. At
the end of the serving pericd, a count of free, reduced price and Eully paid
meals 1is constructed from the coded 1list. ‘Households pay £for the meals in
advance or are billed for meals copsumed during a specific billing pericd. The
following schools/centers/institutions use Method 4:
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ATTACHMENT C

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

The _ County Board of Education (or the Institution,
Center, Home or Nonpublic School) today announced its policy for (free and
reduced price meals) (free milk) for participants whe are unable to pay the full
price for meals or milk served in schools. centers, institutions or homes which
participate in the WNational School Lunch or Breakfast Programs the Child and
adult Care Food Program or in the Special Milk Program only.

The Countv Board.cf Education (or the Nonpublic Scheol, Institution., Center or
Home) has adopted the following Ffamily size income criteria for use 1in
determining the eligibility of participants for free and reduced price meals and
free milk:

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1991-92

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

FAMILY ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
SIZE “MEALS OR FREE MILX PRICE MEALS

ONE e $ 8,606 ~---~-- $12,247
TWO ~— m—mm—e—m—mme mmemm— 11,544 —mmmmmommmommmoom— oo 16,428
THREE =~ -—- 14,482 —-—--—--semmm—mmm—ooo—e 20,609
FOUR =~ ~—————mm——mmm————ee 17,420 --=m=mmmmmm—m——————— 24,790
FIVE =~ —--——- 20,358 —--mmmmmmmmmmmmmmm e 28,971
SIX mom e mmeme———— 23,296 —----—--omm—mmm o 33,152
SEVEN = ——=wsmm—m—mme e 26,234 ~m--mm-mm—mm————oo————- 37.333
EIGHT = =—==---—===-—=-——-—- 29,172 =mmmemmemsm———o— oo 41,514

FOR EACH ADDITIONAL
FAMILY MEMBER, ADD 2,938 4,181

Participants from households whose income 1s at or below the levels shown are
eligible for free and reduced price meals (or for free milk).

applicaticn forms are being sent to some homes with a letter to parents,
guardians or adult household members. All parents, guardians or adult household
members wishing to apply for free or reduced price meals or free milk may fill
out the application form sent home by the school, center., institution or home.
additional copies of the application are avallable at all sites and county
offices. The Jinformation provided on the application 1is confidential
information to be used only for the purposes of determining eligibility of the
participant. BAn 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 officials.

A - 30.2e
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ATTACHMENT C
{Cont))

So that the scheol or program offlcials can determine eligiblility for free or
reduced price benefits, the household applying for a child must provide all of
the following information listed on the application: Names of all household
members; social security number of either the primary wage earner or the
household member who signs the application or a statement that the household
member does nhot possess one; amount and source of income received by each
househeld member; and the signature of an adult household member certifving that
the information provided is correct. To determine eligibllity for free or
reduced price Dbenefitrs for adult participants, the hcusehecld or adult
participant must provide the follewing information on the application: name of
adult participant and adult participant's dependent(s) and spouse residing with
the participant; social security number of elther the primary wage esarner. adult
household member who signs the application, the participant or a statement that
the person does not possess one; participants fincome and dependent(s) and
spouse’'s income, if residing with the participant; and the signature of
participant or adult household member. Households including the participant
applying, currently recelving food stamps, AFDC, SSI or Medicald benefits for
participants may submit their Food Stamp. AFDC Program Case Number, S$SI or
Medicaid number instead of income Information. Households are required to
report increases in household income of over $50 per month or $600 per year and
decreases in household size.

Food stamp, AFDC, SSI and Medicaid households only have to provide the
participant’'s name and current and correct food stamp, AFDC case number, SST and
Medicald number and an adult household member's signature. In certain cases,
foster children are alsc eligible Eor these benefits. If a Eamily has Foster
chilldren 1living with them and wishes to apply for free or reduced price meals
and milk for them the school principal or program director should be contacted.

Under the provision of the free and reduced price meal and free milk policy the
school principal or program director wiil review applications and determine
eligibility. 1If 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. IE the parent, guardian or adult household
member wishes to make a formal complaint, he/she may make a reguest either
orally or in writing to:

Name . Telephone
address
for a hearing to appeal the decision. The county (or private school,

institution, center or home) policy contains an outline of the hearing
procedures.

1f during the school year a family member becomes unemployed or if family size
changes, the family should contact the school, institution, center or home to
file an application.
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ATTACHMENT C
(Cont.)

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

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

the county board of education has a copy of the compiete policy which may be
reviewed by any interested party.

This is the public release we will send to:

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

on {Date).

These groups nust be advised of program avallabillty, new programs or changes in
existing pregrams.

A - 30.z2f
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ATTACHMENT D
OFFER VERSUS SERVE POLICY REPORT

The adheres to child nutrition

{Name of Sponsoring Agency) '
program regulations concerning the provisions Efor ™Moffer wversus Serve" as
indicated below.

TCFR, Part 210.10 (e) Offer versus Serve. Each school shall offer its students all five
recquired 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. ®7ll ‘senior high-school students. are offered Five complete food
items, but have the option to Take three of the five food items.

2. Junlior high and middle schocl 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. ~—~— ~— 7

3. Elementary school students are offered five complete food items
daily and have the option to take:
a. three of the Eive food items.
' b. four of the five food items. — -

TCFR, Part 220.8 (3) Offer versus Serve. Each school shall offer its students all four
required food items as set forth under . . . [the school breakfast pattern]. At the option of
the school food authotity, 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 cption at breakfast:

The followlng schools do not allow offer versus serve at breakfast:
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WEST VIRGINIA DEPARTMENT OF EDUCA‘I’ION TAC N
Char]egfon. w3sT ""rg|ﬂ|ﬂ 25305 AT | ALJHMEE\H t. _
Aupllcanon for Free or Reguced Meals, and Free
Taxibooks, Morkbooks, and Educational Suppiies

PART | - ERROLLED CHILDREN'S IW@ATIG‘ - 10 BE Cd'PLETED BY ALL APPLICANTS
CHILD'S NAME AGE SCHOOL, CINTER ar CAMP GRAGDE  HCMERCOM

PARTS (1, [11 AND IV: CDI’LETE THE_PART THAT APPLIES TO YOUR FAMILY

R D S ML B - P 0 A ol A A A M TS

PART 11 - FOOO STAMPS/AFOC HOUSEHOLOS NCW RECEIYING BENEFITS - If you receive food stamps/AfDC, cumplete fhis
part and sign the appiicaticn.

____tes, | receive Food Stamps for the children listed in Part l. My case nurper is:
Tes, | receive AFDC for the children |isted in Part 1.

ARSI AN EANSRATE NS RSN SRS EEETR o - i R A Y N - S - T

PART {11 - FOSTER CHILD - If you have a foster child, campiete this part and sign the applicatien.
Child"s Name Child's Monthly Incame

m‘?“i.\n'"- ALL OTH-ER- HOUSEHOLDS. If you do not receive Fooa Stamps or AFDC, complete this part and sign the
application.

1. List ail household mamders living in your hoysehold. Include parents, children, grandpgarents and ail
peopie related or unreiated whe itve in your housenoid.

2. Llist monthly ingame by category. List income (BEFORE TAXES) aach parscn received [ast month and its
source. Example: Wages, Sociaf Secur ity, Pension, Ratiramant, welfare, Chiid Support, or Alimony.

NAMES OF ALL OTHER AGE MCNTHLY MONTHLY WELFARE, ALL

HOUSEHCLD MEMBERS EARMINGS BERNSIONS, PAYMENTS  OTHER

(Cldest o Youngest) FROM WORK RETIREMENT, CHILD I NCCME
{Batora SUPRORT, SOCIAL RECEIVED
Deductions) SECURHY AL [HONY

TOTAL NUMZER OF PERSCHS |N HOUSEROLD MOWTHLY INCOME (Before Deductions) §

SEAsaBLSATEEASEEEE sxaawus —— - —————— S NS EsEEE TSRS E S . L,

PART V - AACE/ETHNIC IDENTITY: You are not required o answar this question.
WH1TE non Hispanic SLACK non Hispanic Hi{SPANIC
ASiA.H ar =AC.F IC TSLANDER AMERICAN IHDIAR or ALASKAN NATIVE

NO CHILD MWILL BE DISCRIMINATED A-GAIHST BECAUSE OF RACE, SEX. COLOR, NATIONAL ORIGIN, AGE OR HANDICARP.

TR EARNASE AN IEAARANSENTENSERAREE NS 4 sama manmme 2 —-

PART ¥! = SIGMATURE - An aguit housenold mamper must sign this applicaricn pafore it can be approved.

PENALTIES “OR MISREPRESEMTATION - | certify that the informatich provided is correct and that ail incame was
reported. | upderstana that this informatien is being given for the recsipr of feceral funds and that dajiberate
misrepresentation of the INTOrMATION May suRjecT mB to prosacution under applicabie state and fegarat law.

Uf you did not grve 3 FOOD STAMP or AFCC case numper, Federal Law {(PL 97 35) requires you to tist secial security

numcar of aithar the primary wags earnsar of the nouseno&d mamber who signs the application before your child may

recelve tree or redyced price meais. Tou GO not have 10 give social security numbars; but if you refuse, uniess

you indicate yoy have none, your child canno! receive free or reduced price meals. The social secyrfty numbers 1
mdy be used ‘0 [dentify you for verifying the nformation you report on fhis applicarion.  vYerificartion may

include audits, investigations, contacting the State emplovment security office, food st or waifars office,

and empioyers, and checking the writien nformation provided by the houssnoid t¢ confirm fthe information

received. If ingcorrect intormation is discovered, a loss of benefits or iegdi acticn may occur,

SIGMATURE OF ADULT: Plaace Frint -
x ] '
Social Security Nutoer of Signar or Pripery Wage Earner: ADDRESS: i

| o ;
DATE: i {Hame) (Work)
Your application cannot, "?.‘?‘?‘.’f‘?‘.‘?‘?.?!?’?‘?‘.‘ﬂ‘?.?‘.".!?!.??‘?E’TETT.{‘E’T??T ..................................... N
FOR IMSTITUTION USE am:' A:orovoc for free Textbooks, Hurmoousis:nool Suoglies —

Approved: fres Meals lamporary Free Reduced Meais Tamporary Reduced
Appiication Densed: — Reason for Demial

Signature/Stamp of Approving Official: R ate
580 5q
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This letler is sent fo you sach year by your child’s school, censter of camp, It explains how your famiiy <an
appty for fres or reduced maals, free worxbocks, free lextbooks and schoo| supplies.

PRICE ©F REDUCED MEALS: Reduces Breakfast = 30 cents  Reduced Lunch = 40 cants

look at Ihe chart. find your househoid size.  HOUSEILD isi  All persons, including parenis, children,
grandparenis and ail pecple reiated or unrelaled who live in your name. Fiad your ofal hdusencid income, T0TAL
HOUSEHOLD INCOME is: The income each household modpar feceives before faxes. This includes wages, sociaf
security, pension, retirement, weifare, child support, or aiimony.

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July |, 1991 - June 30, 1992

HOUSEROLD TOIAL BOUSEHCALD 1HCOME BEFORE DEDUCTICNS:
SIIE: _ YEARLY ~ BONTHLY
OHE. . . . . - s v s 2,247, . . . L. L .. $1.02t
1o 2N ., 16,428, . . .. e . 1,369
THREE. . 0608, ... .., 1,718
FouR e e e s 24, T90. e e s 2,066
FIVE . . . . . PN 28,97t. e e e e s 2,15
SIX, ... U - S0 - 1%
SEVEN. . D T 3 1 T 3102
EIGHT, « . . . . -, . 41,514 e . 3,400
for fach Additionat
Heusehold Member, ADD 4,181, . . oL 0 0. 349

{F your fotal income is the SAME or LESS, Fill out the apq:i_in_‘._aiion ang return i1 to the school, center or cavo,
You will be rotified if the application is approvad or denied, T ) ‘

WHAT IS A COMPLETE APPLICATION?

1. For a family receiving food siamps/AFDC, a compiete arplication inciudes: child's name, case numoer and
adul! signatyre, '

2. For_a family keeping & fosier chiid, 2 comiate application includas: child's nam, incom amd adult
signature, oo T E e e

5. For ail other househoids, & campieie appiication includes: <hild's name, housenold rambers, monthly income,
soc13l security number of tha primary wage earnsr of adutt signing the application or the word “NOME™ if you
do not have one, and agul! signature.

PRAVACY

[he information thar you sand will be used 1o determine or prove your child's eligibility for frea or reduced
mals.

PROOF OF INCOME

The information you provide may be checked by the school, camp, or center’s s1aff al any time during the schoo!
year, Tou may De asked 1o send informstion 10 prove your child is sligible 15 receive free and reguced meals.

REPORT ING CHANGES
You must repard to your chiid's schooi, cenfer or como:

i. Any changs in your income of $50 per monih or $500 par year;
2. Any changss in your househoid size: and
3. wWhen you no longer receive food siawps or AFDC for your child,

FAIR HEARING

If you do not agres wilh the decision on your child*s application or the procwss used fo prove incam
eligibillty, you may taik with schooi, cenfer or camp officials, You have the right to 4 fair hearing which may
be arranged with the county supariniencent, or canler or camp direcior.

REAPPLICATION

You may apply for benefits any !ime during the schooi year. |f you should have a decreazse in housshcid incame,
an increase in housenold size, of becoma unempicyed, i1l oul an application a1 that !ime.

NONO1SCRIMINAT 10N

Childran wha receive {T#0 or reduced Drice meals are treated Ihe soww 335 children who pay for meats. WNo child
wiil ba discriminated against because of race, sex, coior, nationdl ofigihk, age, of handicap in !he oparation of
the child !seding programs. If you Delisve you have been discriminsied againsl, write 1o the Secretary of
Aqgricullure, Washingion, D.C. 20250.
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SECTION B
SCHOOL BREAKFAST.

Background o R
Meal Requirements and Recommendaticns
Sugar Content of Breakfast Items
Offer Versus Serve
R La Carte
Dietary Exceptions
Reimbursable Breakfasts
Severe Need Rates of Reimbursement
Production Records
Bus Schedule
Walver
Termination Preovision
Exhibits -

Criteria for Determination of Eligibility for

Severe Need
Breakfast Production Worksheet
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BACKGROUND

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

The value of this program is that it provides a breakfast to students
who do not eat breakfast at home. A student who has eaten breakfast is
mere alert and less fatigued, and is thought to have a better chance cf
doing well in schoel. HMany educatcers feel there are fewer discipline
problems among scme students who start the day with a good breakfast.

The school breakfast is a meazl which meets the federal and state
nutritional requirements and is served to students at or near the
beginning of the school day. Schools may serve breakfast for an
extended _period of time cor at different times during the morning
hours. In secondary schools with continucus or multi-session service
the serving/eating time can be reduced by serving prepackaged or
porticned menu items.

In an effort to improve the nutritional quality of the school breakast,
Congress directed the United States Department of Agriculture to revise
the nutritional requirements and extend the "offer versus serve" option
to school breakfasts (P.L. 99-5391). To facilitate the improvement, the
P.L. 100-43% mandated an additional three cents for each breakfast
served under the program beginning July, 1989,

An amendment to the Code of West virginia, effective July 10, 1981,
.requires each county board of education to establish and operate schocl
breakfast programs in accordance with WVDE standards:

article 18-5-37 . .. e .
"Beginning” the school year of 1981-82 and centinuing
there-after, each ccunty board of education shall establish
and operate a school breakfast program under which a
nutriticus breakfast shall be made avallable to all pupils
enrciled in the schools of the county in accord with
standards of the state department of education."
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SCHOOL BREAKFAST PROGRAM

MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA Breakfast requirements are designed to provide a simple

Eramework for planning nmutritious breakfasts.

They also.provide for

menu flexibility that can include student preferences or special food
needs at the local level.

FOOD COMPONENTS/ITEMS

AGES 1 AND 2 RAGHES 3,

4, & 5 GRADES K-12

MILK (Fluid)
(As a heverage, on

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

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

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

nt/item _

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

equivalent combination:
m Bread {(whole-grain or

enriched) 1/2 slice 1/2 slice 1 slice
m Biscuit, reoll, muffin or

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

etc, (whole-grain or

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

enriched or fortified) 1/3 ounce 1/2 ounce 1 ocunce
MEAT/MEAT ALTERNATES =
One of the following or an

equivalent combination:
m Lean meat, poultry, or fish 1/2 ounce 1/2 ounce 1 ounce
m Cheese 1/2 ounce 1/2 ounce 1 ounce
m Large Egy 1/2 i/2 1/2
m Peanut Butter or other

nut or sead butters 1 Tbsp 1 Tbsp 2 Thsp
m Cooked dry beans and peas 2 Tbsp 2 Thbsp 4 Tbsp
= Nuts and/or Seeds (as listed

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

Recommended dally: & citrus juice or fruit or a fruit or vegetable
that is_a 4ood source of vitamin C (See Menu Planning Guide For
School -Food Service, Pa-1260).
** For serving sizes of bread alternates, see Food Buying Guide for
Child Nutrition Programs, PA-1331 (1984, Revised May 1990),

***No more. than one cunce of nuts and/or seeds may be served in any one

meal.

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

All such menu items shall contain less than 40 percent sugar (in
crystalline form or in solution as syrup, both monosaccharides and
disaccharides) and/or other sweetening agents. The foliowing foods are
not recommended since they may contain a high percentage of sugar:
frosted or filled doughnuts, iced pastries and sweet rolls, frosted
tcaster products and most presweetened cereals. Schools are encouraged
to prepare_appropriate school-baked items.

It is the responsibility of the SFA or school to obtaln sugar content

statements. which indicate percentage of total sweetening agents in
questionable food and beverage items.
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OFFER V5 SERVE

BREAKFAST

Beginning July i1, 1989, the “offer versus serve' provision is extended
to the school breakfast program. The provision was included to help
reduce plate waste.

The “"offer versus serve" provision 1is a program regulation which
requires four food components to be offered (made available) for
breakfast but allows students to choose (or be served) only three of
the required food components.

The school breakfast must contain, at a minimum, four FfFood items. The
required focd items are listed below.

1. A serving of fluid milk
and
2. A serving of fruit or wvegetable, or full-strength fruit or
vegetable julce

and

3-4. Two servings of bread/bread alternate
or

3-4. -Two servings of meat/meat alternate
or

3-4. Cne serving of bread/bread alternate and one serving of
meat/meat alternate

The third and fourth fcod components may be met by offering two
servings of bread or twec servings of meat or one of each. The amounts
of the four food components served must be consistent with the minimum
quantities specified in the Chart, School Breakfast Meal Pattern, on
Page B -2,

In a school authorized by the SFA to carry out “cffer versus serve",
students are allowed to refuse one food item (from any compeonent that
the student does not intend to consume.) The student must take three
food items and one cof them must be milk or vegetable/fruit/juice. =&
student's decision to decline a food item shall not affect the charge
for breakfast.

The school food authority has the option of implementing offer vs serve
for breakast., either school by school basis or for the entire county.

In scheols..not implementing offer versus serve, a student must take
full protions of all four food items offered for breakfas:.
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A LA CARTE

To encourage students to develop good food habits and to provide for
the nutritional needs of all students in attendance, sales of certain
specific items of food may be made in the dining area at the same time
as the breakfast service. With the approval! of the SFA, schools are
authorized to sell, as separately priced menu items, the specific food
and beverage items listed below:

full strength (100%) fruit or vegstable juice;

fresh fruit, such as apples or bananas:;

miik;

bread items prepared from whole-grain or enriched flour. including
toast, biscuits, muffins, English muffins, quick breads, bagels,
rolls, or whole-grain enriched or fortified cereal; and/or

s meat/meat alternates such as lean meat, poultry, fish, cheese, eqgqg,
peanut butter or other nut or seed butters, cooked dry beans or peas
nuts.* .. . .- :

*No more than one ounce of nuts and/cr seeds may be served in any
one meal.

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

Regulations require substitutions in the fcod components of the basic
meal reguirements if individual students are unable to consume the
reguired food because of medical or other special dietary needs. &an
example would be a nutriticus substitute for milk in the case of a
student with lactose intolerance. Such an exception must be supported
by a statement from a recognized medical authority and must include
recommendad nutritious substitute focds. - The statement must be
maintained on file in the schocol and available for audit.

Regulations allow for certain other variaticons in the food components
of the basic meal requirements on an experimental or ceontinuing basis
in schools where there 1is specific evidence that such variations are
nutritionally sound and are necessary to meet ethnic, religious,
eccnomic or physical needs. However, these exceptlons must be granted
by the Focgd and Nutrition Service, USDA, Washington, D.C.

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

In order for a breakfast to be considered a reimbursable meal, 1) the
four required food items must be offered to all students and 2) the
serving sizes offered must be consistent with the minlmum guantities
identified on page B - 2. - -

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

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

m in attendance at the time of meal service; and

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

Second breakfasts consumed by students must be converted te
nen-reimbursable lunches using the formula, one breakfast equals
three-fourths of a lunch. At the end of each month, multiply the total
number of second breakfasts served by .75 and record this figure in
column 112&n Form WVDE 43-10-3035 [G - 30.1].

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

A school will be eligible for severe need reimbursement rates for
school breakfast only 1f the school served 40 percent or mere of its
lunches fr&e or at a reduced price during the second preceding year.

any eligible school must annually ccmplete and submit an application
for severe need breakfast classification [B - 30.1] for approval to the
Child Nutrition Pivision of the WVDE.

USDA regulations reqguire that schools receiving the severe need rate of

breakfast _reimbursement must document BSFAs costs to equal the total
breakfast reimbursement or repayment must be made.
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PRODUCTION RECORDS

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

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

menu;

serving size planned;

gquantity/number of food/food items prepared;

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

disposal of leftovers:

number students not yet served when food supply ran out;

nunber of meals served by category {children and adults):
date and day of the week; and

name of perscn cecmpleting report.

when production records are used to full advantage in child nutrition
service pregrams, food production costs and food waste are kept to a
minimum. Advantages of productleon records in specific school programs
are: —_— e

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

m when cholces of menus or menu items are offered, production
records help forecast the number of servings to prepare for
each menu ltem thus reducing the possibility of running out of
a choice.
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BUS SCHEDULE

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

A minimum of ten minutes eating time (after going through the serving
iine) is to be provided for the school breakfast.
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WAIVER

If, at the beginning of the school 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 waiver from the state
superintendent of schools.

Article 18-5-37 S _ B .

“"A particular school, which because of compelling
circumstances 1s not able to provide a satisfactory school
breakfast program may apply to the state superintendent of
schools for a walver, Upcn  application, the state
superintendent of schools shall give notice and the
opportunity to be heard to the parents and the schocl and
shall review the specific reasons for the waiver request and
if the state superintendent determines that a particular
school, because of compelling circumstances, 1s not able to
provide a satisfactory school breakfast program, it may be
granted a walver, not to exceed two years except upen
reapplication."”

If, after_review of the request the c¢ounty superintendent concurs that
the school has compelling circumstances which prevent the operation of
the school breakfast program, the request for the waiver shall be
approved by the county superintendent.

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

Each request for 2 waiver shall be reviewed by the WVDE. Public
anncuncenment of the dates and places for the hearings shall be made by
the state superintendent of schocls. The required hearing shall be
conducted_by local school officials. Roll 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 schools shall notify the county
superintendent of schools in writing concerning the approval or denial
of the walver request. Notification shall be given within 15 working
days after the receipt of the record <f the public hearing. The
notification shall state whether the duration of the waiver approval is
for one or 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 wunder the waiver provision and shall state the
reascns £&r such exemptions.
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TERMINATION PROVISION

If at any time, all USDA appropriations tc the WVDE for the school . B}
breakfast program are terminated, SFAs are authorized but not reguired
to continue operation of the schocl breakfast program.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

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

Name and Address of Sponsor: Name and Address of School or Institution:

New Breakfast Program _ . "Existing Breakfast Program
Breakfast Program will begin ] . ] and end
1. Percent of Needy Lunches Served a. Data From Schocl 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 second
preceeding vear 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 previcus year ¢/meal
Schools must document costs . b. Need for additicnal
which exceed the mormal breakfast labor or supervision /day
program reimbursement despite €. Unigue or additional
good managemeht. 7 . delivery costs /day
(Identify cause) =~ . _ _ d. Need for new equipment
or special supplies 3
e. Need for special menus
or foods (Specify)
Signature Lo == - Date ~
Title = - o S
Approved — - - Date

REVISED 1989 = o _ o T ~
02729 ' ;
B - 30.1




e e

DAILY MEAI, CCST WORKSHEET
{Use Cne Sheet Per Day)

COUNTY . = = = . -  SCHOOL
DATE = NUMBER BREAKFASTS SERVED _
{Include Adults)
{1) (2) (3) {(4) (3
. _ ) _ Unit Units Price Total Cost
M I S
ajer Items Used . {1lbs., Used Per of Items
#10 Unit {(Cel. 3 ¥

FOOD - etc.) Col. 4)
|
|
f
]
I
1

SUPPLIES: = |
|
3

MILK: ] ’ B ) ) ) !

I ] |

Total cost of food, milk and supplies used for breakfast

{(Add column 35)

trplovea's Nam - Program Distribution of Libor Cost R
=mpLoYye! Hame "* © ~ Breakfast =~ Lunch Total

Hours| Salary| Hours|Salary|Hours|Salary

—— .

TOTALS




Meal Production Records

Lunch only: Left-overs:
Bo you practice offer vs. serve? — No___ S-seconds W-waste  F-freezer R-refrigerator
Serv.! Leftovers Meat/Meat Amt. | Size
Day Date _ - Menus Size | amt. Disp. Alternate Used | Cont.
Breakfast - Lunch
Flanned
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Total
Day Dale
Breakfast - Lunch
Planned
Age/Grp. Served
Qroup 3
Group 4
Group$
Adults
Total
Day Date .
Breakfast - Lunch
Planned
Age/Grp. Served
Qroup 3
Group 4
Group &
Adults
Total
Day Date _
Breakfast - Lunch
Planned
Age/Grp. Served
Group 3
Qroup 4
Group &
Adufts
Totsl
Day Date
Breakfast - Lunch
Planned
Ape/Grp. Sarved
Group 3
Group 4
QGroup 5
Adults
Total

B - 30.2




Completed by

Indicate amount of food used and container size.

Vegetable/Fruit

Size
Cont.

Bread/
Bread All.

Size [{Other Foods
Cont.

Amt.
Used

Remarks

Mlik

With meals

Sold extra

Mitk

wWith meals

Sold extra

Milk

With meals ———

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Soid extra

8 - 30.23




PRODUCTION WORKSHEET Lunch only:
S-seconds  W-wasle R-relrigarator Do you practice offer va serve?._. Yes . No
Day Indicate numbar and size contalners of food used, Completed by
Fruits/ Size Bread Hemarks
Breakfast Vegetables Cont
Planned
Age/Grp. Served
Children Milke
Adults Served
Tota! Sold Extra ___|
Lunch
Planned
AQe/Grp. Served
Adulls Milk:
Total Served
Sold Extra_____|
Alternate Lunch
Supper - Snack I
" Planned _
Age/Grp. Served _
|
— || H
Adulls Served
—  Toul Sold extra___._

B - 30.2b




SECTION C

SCHOOL LUNCH

Background

Meal Regquirements and Recommendaticns
Food Quantities

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

Milk Component

Product Analysis Sheet and CN Labels
Offer Versus Serve
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A La Carte

Special Dietary., Cultural or Religious Excepticns tc
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BACKGROUND

The nutriticnal goal 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 one~third of the RDA for
all nutrients, but that, when averaged over a period of time - in which
a wide variety of foods are served - the goal will be met.

In develcoping the USDA meal reguirements, amounts of food energy
(calories) and all nutrients for which adequate reliable food
composition data are available were considered. Additionally, since
the meal requirements aliow for a wvarlety of foods, it is assumed that
other nutrients for which no RDA have been established or for which
inadequate food composition data are available will alsc be supplied.
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NEEAI.FUECHIHQEEIEPTTS AND RECOMMENDATIONS

The United States Department of Agriculture (USDA) lunch reguirements
are desigried to provide a simple and easy-to-follow framework for
planning nutritious and well-balanced lunches. They provide for broad
food cholces that can include local food preferences, cultural, ethnic
and religlous focod practices.

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

Components: Food Items:
1. _Meat/Meat Alternate 1. Meat/Meat Alternate
2. Vegetable/Fruit - 2. Vegetable/Pruit
3. Rread/Bread Alternate 3. Vegetable/Fruit
4. Milk 4. Bread/Bread alternate
5. Milk

Other foods may be added as needed to complete the lunch and will
provide additional food energy {(calories) and other 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 contaln less than 4C percent sugar {(in
crystalling form or in solution as syrup, both monosaccharides and
disaccharides) and/or other sweetening agents. {(Page J - 13-14.)

Schools are encouraged to serve scheool-baked items from recipes using
limited amounts of sugar. It is the responsibility of the School Food
Ruthority (SFA) or schoel to obtain sugar content statements which
indicate percentage of total sweetening agents in guestionable food and
beverage items."”

0478q — - c- 2




FOOD QUANTITIES

As specified in the National Scheol Lunch Program regulations, a school
lunch must contain a specified gquantity of each of the food

components. The following chart specifies quantities by age/grade
group.
MINIMUM QUANTITIES RECOMMENDLD
QUARTITIES
PRESCHOOL PRESCHOOL GRADES GRADES GRADES
K-3 4-12 7-12
Ages (-2 Ages -4 Ages 5-8 Age 3 L overlage 12 % over
(Group 1} {Group 1) |{Group 11} | (Group 1Y} (Group V)
HEAT A serving of one of the
OR MEAT foilowing or a combination
ALTERNATE to give an equivaient
quantity:
Lean meat, poultry, or fish | oz 1 1/2 oz i 1/2 oz 2 oz 3 oz,
{edible portion as served)
Chesse | o2 | 1/2 oz | 1/2 oz 2oz 3 oz.
Large ego(s) 1/2 3/4 3/4 1 | 172
Cogked dry beans or peas 1/4 cup 3/8 cup 3/8 cup t/2 cup 3/4 cup
Peanut butter 2 Jbsp 3 Thsp 3 Tbsp 4 Tosp 6 Thsp
/2o = 3/4 o1 = /4 o7 = | oz = I 1/2 0z =
Nuts or seeds S0 0% 50T 5oL UL
VEGETABLE Must serve at least two 1/2 cup 1/2 cup 1/2 eup 34 cup /& cup
AND/OR
FRULT
BREAD Servings of bread or bread 5 par 8 per 8 per 8 per 19 per
OR BREAD  alternate. weak week waak week waak
ALTERNATE A serving s
*i slice of whole—grain or
enriched bread
*A whole-grain or enriched
biscuit, roll, muffin, etc.
¢1/2 cup of cooked whole-
grain or enriched rice,
macaroni, noodles, whole-
grain or enriched pasta
products, or other cereal
grains such as bulgur or
corn grits
*A combination of any of
the above
HiLK A serving of fluid milk 374 cup 3/4 cup 1/2 pint 1/2 pint 172 pint
_ 6 fl o2) (6 f1 oz) (8 f1 o2} (8 fi oz) (8 fl oz}

Note that —Groups I through IV are minimum requirements, but the
quantities_ specified in Group V are recommendations. Schools are
encouraged, not required, to vary portion sizes to better meet the Ffood
and nutriticnal needs of students by age. If a school chooses not to
vary portion sizes, 1t is important to assure that the oldest group of
students being served is receliving the minimum requirements for that
age greup. In other werds, for a given age greup of students, more
than the minimum quantity may be served, but not less.

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

Minimum Quantities for students, grades K-12:

Grades K-3
ages 5-8

one of the following or a

combination to glive an

equivalent quantity: .
{Group ITI)

Lean meat, poultry, or f£ish 1 1/2 oz.

Cheese 1 1/2 oz.

Large eggs . _ 3/4 .

Cocked dry beans or peas 3/8 cup

Peanut butter or soynut 3 Thsp.

butter or other nut or

seed butters

Peanuts or soynuts or 3/4 oz, =
50%

tree nuts or seeds

Grades 4-12
age 9 and
over

{Group IV}

2 oz.
2 ozZ.

1

172 cup
4 Tbsp.

1l oz, =
50%

Grades 7-12
age 12 and
over

(Group V)

3 oz.
3 oz.
1 1/2
3/4 cup
& Tbsp.

1 1/2 oz.
50%

The meat/meat alternate must be served in the main dish or the main

dish and one other menu item.

This means that two menu items are the

maximum number which may be used to meet the meat/meat alternate

requirement.

Textured vegetable protein products, cheese alternate products, and
enriched macarcni with fortified protein may be used to meet part of

the meat/meat alternate requirement.

alternate foods give detalled instructions for use.

Fact sheets on each of these

No more than 50% of the meat/meat alternate requirement shall be met

with nuts or seeds.

meat/meat alternate to Fulfill the requirement.

Nuts or seeds shall be combined with another

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

meat alternate to meet the full requirement.

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

single week.

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

pages 12-14.
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VEGETABLE/FRUIT COMPONENT

Minimum quantities for students, grades K-12:

Grades K-3 Grades 4-12
ages 5-8 age 9 and over
{(Group 1II) (Group IV)

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

The required servings must consist of twe 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
reguirement 1f belng served as the entree.

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

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

Include a vegetable or frult rich in vitamin A at least twlce a week
and a vegetable or fruit rich in vitamin C at least two or threes 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 ¥~3 Grades 4-12 .Grades 7-12

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

2 serving is:
cne slice of whole-grain or enriched breagd;
a biscuit, roll, mufflin., etc., whole-grain or enriched;
1/2 cup of cooked whole—-grain or enriched rice;
1/2 cup of macaronl, noodles, cther whole-grain or enriched pasta
products, or other cereal grains such as bulgur of corn grits; or
. & combination of any of the above.

At least cne serving of bread or bread alternate must be served daily.

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

Enriched macaroni products with fortified protein may be used to meet a
part of the meat/meat alternate reguirement or tc meet the bread/bread
alternate requirement. but not both in the same meazl.

Refer to the United States Department of Agriculture (USDA) Food Buying
Guide for Child Nutrition Programs (1990), Bread and Bread RAlternates
Section, for welights of servings and a detailed list of breads and
bread alternates.
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MILK COMPONENT

Minimum quantities for students, grades K-12:

Grades K-3 Grades 4-12 Grades T~12

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

{8 f1. oz.) (8 fi. oz.) (8 fl. oz.)

Both whole milk and unflavored lowfat milk are regquired. 'The whole
milk may be flavored or unflaveored. The lowfat milk may be 2% white,
skim milk or buttermilk.

This requirement does not prohibit cffering other milks, such as whole
flavored milk or flavored .lowfat milk, alcng with two or more of the
above.

Milk must be offered as a beverage for lunch.
Milkshakes containing 1/2 pint of fluid milk meeting state or local
standards for fluid milk may be served as a cheolce to meet the milk

reguirement.

Further information on the milk component is found in the USbaA Menu
Planning Guide, page 18.
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PRODUCT ANAILYSIS SHEETS AND CN LABELS

When commercially prepared focd items, especlally breaded, €£frozen,
protein items, are purchased for use in the school lunch program, a
product analysis sheet or CN label must be on file in the school
kitchen. For example, in the case of plzza, the produgt analysis sheet
should specify the exact amount of meat and cheese per portion. & CN
label, on commercially prepared individual portions, clearly identifies
the contribution o¢f a product toward the meal pattern requirement.
[C - 30.1]7 1If this information is not available, the prepared item may
not be counted to meet the component requirements since the item's
contribution to the meal pattern is unkncwn.

A CN label will always corntain the following:
The CN logo which is a distinct border.
= The meal pattern contribution statement.
n AR § digit product identification number.
= USDA/FNS authorization.
] The month and vear of approval.

SAMPLE LABEL STATEMENT

This 5.00 oz. -- Pizza with Ground
Beef and Vegetable Protein Pro-
duct provides 2.90 coz. 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 logc and state-
ment authorized by the Focd and
Nutrition Service, USDA 05-84.)

—_—————m e e e e N
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OFFER VERSUS SERVE

"OFffar vs serve” is a serving method designed teo reduce focd waste and
food costs in the National School Lunch Program without jecpardizing
the nutritional integrity of the lunches served. It allows senior high
school students and when approved by the lecal Scheel Feod Authority
(sFa), students in other grades to decline fcod they do not intend to
eat. To be considered a reimbursable lunch under the "offer vs serve"
provision, the lunch selected must contalin at least three of the filve
required food items specified in the quantity requirements.

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

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

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

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

04778q c - 10




A LA CARTE

2 la carté& meal service for students and/cr adults at lunch is not
permitted. Each 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
not be priced and scold separately.

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

Students may purchase these meals.

u Second meals must be counted as non-reimbursable meals.
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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 could
substitute juice for milk. Such an exception must be supported by a
statement Erom a medical authority which includes recommended
substitute foods. The statement should be maintained on file in the
school. _

United States bepartment of Agriculture (USDA) regulaticns allow for
other variations in the fcod components on a continuing basis in
schools where there is evidence that such variations are nutritionally
sound and are necessary to meei ethnic, religious, economic or physical
needs. However, these excepticns 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),
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REIMBURSABLE LUNCHES

Lunches that meet United States Department of Agriculture {USDA)
requirements are eligible for reimbursement. Only one lunch per day
may be claimed@ for a student who is:

enrollied in the educational program of the School Food
Buthority (SFR};

in attendance at the time of meal service; and

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
43-10-308 [G - 30.1].

G478g
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HIGHER REIMBURSEMENT RATES

SFAs which served 60 percent or more free or reduced price meals during
the second preceding vear are entitled to & higher rate of

reimbursement. These SFAs are named on the back of the page listing
the current reimbursement rates [G - 30.8].
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PRODUCTION RECORDS

Preoduction records for lunch are reguired in every child nutrition
program in West Virginia. Booklets containing these production sheets
as well as salad bar production sheets will be furnished by the West
Virginia Department of Education (WVDE). After completicn, should be
kept on file in the scheol's child nutrition department for three years.

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

m menu {recipe number if one is used, brand nawme of prepared
entree):

serving size planned;

quantity/number of food/food items prepared;

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

dlisposal cf leftovers;

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

date and day of the week:

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

name of person completing report.

wWhen production records are sucessfully used, preduction costs and food
waste are kept to a2 minimum. BaAdvantages of preducticon records in
specific school programs are:

» in single cholce situations, production records help forecast
the amount cf food to prepare;

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

m in situations where offer versus serve is used, production
records ensure that encugh food is prepared to offer the menu
items throuchcut the serving period and tec avoid over-
producticen, which increases cost: and

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

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

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

In West Virginia, the West Virginia Department of Health and Human
Resources is the distribution agency for USDA deonated foods. EBach
school Food Authority (SFA) mus:t sign an agreement [D - 30.17 with the
Distributing Agency (DA} in order to receive donated foods. The
agreement assures the West Virginia Department of Health and Human
Resources that donated foods will be distributed properly to schools
and upon receip:t by the scheools,. the food will be properly stored,
inventoried and utilized by child nutrition programs.

There are two types of USDA foods which are available:

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

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

The three groups of foods within the twe types of USDA foods are:
1. Group A — frults, meats and vegetables;
2. Group B - grains and oil products; and
3. -Bonus items - butter., cheese and milk, and also some Group A

bonus items.

The SFA is billed for transportaticn and storage costs. This cost may
pe passed on to the lecal school.

04794 _ D -1




ALT.OCATICN OF DONATED FOODS

Criteria that may be used in determining the quantity of USDA
foods to be allocated to each school are as fcllows:

0479q

the number of lunches served;

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

I
o
!
™

donated




PROCEDURE FOR REQUESTING DONATED FOODS

The Schoecl Food Ruthority (SFA) focd service supervisor distributes to
individual schools the West Virginia Department of Health and Human
Resources request Form ES-DF-05 [D - 30.2] which includes instructiocns
for completion and a date to be returned to the SFA. Based on the
schools' requests, the SFA then orders United States Department of
ngriculture: (USDA) donated foods on or by the 15th of each month.
Request forms must be returned to the Department of Health and Human
Resources (DHHR) 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 alse be used for training (home eccnomics
classes, vocational foods classes. scheol food service training and
Wutrition Education and Training (MET).
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INVENTORY

The West Virginia Department of Health and Human Resources requires
that a perpetual inventory be kept at each school for all United States
Department of Agriculture (USDA) donated foods. Donated foods
inventories shall not be removed from the premises. These records must
be current and available for review by a field representative from the
Department of Health and Human Resources. Reviews by 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). Full restitution shall be made to the Department of Health
and Human Resources for any loss or damage to donated foods resulting
from failure tec provide facilities for proper care or from any acts of
negligence..on the part of the Schocl Food Autherity (SFA) or local
school. - :

Donated foods which are found te 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 received from the Department of Health and Human Resources.

Special 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].

0479g — , D~ 5




COMMODITY PROCESSING

Federal regulations permit SDAs and/or SFAS to enter into agreements
with commercial companies to process any of the donated foods
available. The 3DA usually enters into 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
preoducts.

In addition to state and local agreements the USDA alsc enters into
processing agreements through 1its WNational Commedity (NCD)} Program.
The NCP 1s 1limited to producing end-preducts using designated bonus
foods, suth 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 scheol
applies for a refund for the wvalue 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 3C days for FNS-NCP
agreements. Date ©f purchase is censidered to be the last day of the
month in which purchase/delivery occurred.

Processors are required to make refunds promptly upon receipt of
applications. Funds received by SFA‘s or schools from the processors
must be deposited into the food service account, and reported as income
on form 43-10-31. ..__. - e

To participate in the NCP, a SFA must not only be approved by the State
but alsc be registered with USDA. To register for the NCP, a SFA need
only ccmplete a registration card [D - 30.8] and send it to USDA.
These cards may be obtained from the SDA.

The SDA will provide te the SFA at the beginning of the school year any

relevant informaticn concerning preocessing agreements by both the SDA
and USDA.
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WEST VIRGINIA
DEPARTMENT OF HUMAR SERVICES DONATED FOODE PROGRAM

AGREEMENT berween the West Virginia Department of Human Services (herein referred to as Distributing Agency) and its
recipient agency for foods donated by the United States Department of Agriculture,

The

Name of Agency , Address

-» 8 Recipilent Agency hereby makes application for donated foods and agrees to the

following terms and conditions.

The Recipien: Agencv Is:

Councy T.

Cperating a nonprofit school lunch program under the National School Lunch Program. Average daily breakfastcs
served 3 average daily lunches served » Total enroliment . ) o

Cperating a nomprofit Residential Child Care Center certified by the State Department of Education. Average daily
breakfasts served ; lunches served ; suppers served . Total enrocllment .

Cperating & Sumrer Feeding Prograh for.children certified By the Srate Department of Education., Avergge daily

Eligibility Requirements

breakfasts served —; lunches served ; euppers served - Total eprollment .

_Operating a feeding program for the Nutrition Program for the Elderly eand certified by the State Commission om
Aging. Averzge meals served daily - « Total enrollment .

Operating a nmonprefit summer camp Where feeding services are conducted for
¢r under. - T - pll ) -

children of h;gh school grade

Operating a nonpenzl, non—éducationzl (Federal, State or lecal) imstitution serving an average of indigent
Ferscns. -

Cperating 2 nomprefit, fag;ral tax-exempt private hospital or a noaprefit, non—educational, federal tax-exempt
private institution organized for charitable purposes and serving persons who are unable to pay full cost
or persoms who would, if not an izmate, be eligible o receive USDA donated foods.

1.

- .

Schoels cperating programs under ‘the Katfonal School Lunch Program are eligible to receive Section 6, Sectiom 32
and Sectlion 416 donated £5ods. Other schools operating nonprofit programs are eligible to receive Section 32 and
Sectiom 416 donated foods provided, however, that the food service in elther type school is not operated under a
fee, concession or contract arrangement.

Instituticns are eligible to receive available Section 32 and Seation 416 donated foods to the extent of the needy
persens served by them whe are unable to pay the full cost for services provided for whom the instifution does not
receive payment for the full cost from another persen legally obligated for the suppert of such perscns.

Summer camps operating on a nouprofit basis and conducting a nenprofit feeding gervice for children of high school
grade or under are eligible to receive available Section 32 apd Section 416 donated foods.

Institutions and Summer Camps mey employ food ser&ice companies to conduct their feeding operations provided that
such services are caly on 'z fee-for-gervice tasis and the coantract is approved by the Regional QOffice, Food and
Rutrition Service, USDA.

"Recipient Agency assures the United States Department of Agriculture and the State Distriburing Agemcy that it now
complies with and shall in the future comply with all requirements impoged by or pursuant to the Civil Rights Act
cf 1964 and the USDA Regulations (7 CFR Part 15), including any subsequent amendments, issued to effectuate that
Act. Compliance will be consistent with the objective that no person in the United States shall, on the ground of
race, color, national origin, 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 =ssistance iz provided by
the USDA. Admission policies are understood and zgreed by Recipient Agency to be a part of such programs and
activities, Recipient Agency agrees to be obligated by this assurance as long as it receives assistance hereunder
or retains possession of any assistance provided by the USDA or the State Digtriburing Agency. Should Recipient
Agency fail to comply with this assurance,.the United States or the State Distributing Agency shall have the cight
to seek its ernforcement by judicial or any other means authorized by law. TFedaral fipancilal sssistance is extended
under this agreement in reliance on the representations made herein."

Receipt and Use of Donared Foods

6.

Donared foeods shall be requested cnly in such qﬁaﬁciéiegias can be consumed without waste.,

E5-DF-02 - -
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10.

Donated foods received shall be used only in the manner prescribed by the United States Department ¢f Agriculrure,

Donated foods mot sc used shall not be scld, exchanged or otherwise disposed of without the approval of che
Discributing Agency. L .

Denated foods recsived shall not be used as a means of furthering the political interest of any individual er
party. There shall be no discrimination because of race, creed, celor, national origin, sex, age, or handicap.

Recipient Agencies wmay be requived to pay part or all of the within-state costs of distribution through & system of
charges assessed by the Diarriburing, Agencey. The charges assessed ghall be Teasonable in relaticon to the services
provided and any funds collected shail be used by the Distributing Agency oaly for pTOgrAm purposes,

Donared foods shall not be distributed to any Recipient Agency or recipiens whose notmal food expenditures are
reduced because of the receipt of dorpated foods, exeept that this provision shall mot apply te the distrzibution of
Sectlon & domated foods.

Recipient Agencies may employ commercial or institutional facilities to process donated foods by converting them
into different end products or by repackaging them. When this is dene, Recipient Agencies shall eater into a
written agreement with the processing facility under such terms and conditions as required by the United States
Deparmment of Agriculture apd subject to approval of the State Digtributing Agency.

or Damage to Donated Feods

14,

Loss or damzge to donated foeods from any cause whatever sball be immediately reported to the Distribucing Agency.

Facilities will be proﬁided for the proper care, nandling, storing and distribution of -the donated foods requested
and accepted. TFull restitution shall be made to the Distributing Agency for any loss or d:maga to donated foods

resulting from faflure to provide such facilities or from any acts of negligence on the part of the Recipien:
Agency.

Upon the happening of any event creating a claim in favor.of the Recipient Agency from loss or damage to dopated
foods caused by a warehouseman, carrier or other person, the Recipient Agency shall take all necessary action to
obraiv restitution. All amounts collected by such action shall be reported to the Distriburing Agency and used
only in accordence with imstruestions.

Donated foods which are found to be damaged or cut of conditicn and are determined to be uanfit for humaz -

consumption by Federal or State officisis or local health officers shall be disposed of only in accordance wi

instructicns received from the Distributing Ageney.
- 1

Qther Prcvisions

18. The State Distributing Agency shall to the. extent possible notify the RBecipient 4gency at leas: 24 hours prior to
delivery. Adequate personnel shall be provided by the Recipient Agency to effect discribution of donated foods in
zecordance with instructioms of the Distributing Ageccy. Storage facilities (dry, cooler and freezer} shall be
wonitered =t least once every 72 hours.

17. FProceeds from szle of containers received with donated foods shall be uged only in accordanca with instructicns cf
the Distributing Agency. -

is. Represen:atives ¢f the Distributing Agency and the ﬁnited Sta:es Department of Agriculture may at all times inspect
the operations of the Recipient Agency. including all records and reports pertaining te the digtribution of donated
foods.

15. The Recipient Agency sgrees to abide by any furthsr Tequirements contained in the Genaral Begulaticns and Policics

© pertaining to the distribution of .donated foods as- issued by the United States Department of Agriculture.

20, Eirher agency mDay tarminate this agreement by giving 30 days' wrizten notice. Eowaver, the Distributing Agency,
upon receipt of evidence that the Recipient Agency has not complied with the terms hereof, may terminace the
agreenent immedistely. Upon termimsrion, the Recipient Agency agrees to distribute or return all donated foods in
its possesgion in accordance with the instructions of the Distributing Agency.

"Except that any termination .of this agreement for noncompliance with Title VI of the Civil Rights Act of 1964
shall be in accordance with applicable laws and regulations.”
DEPARTMENT OF HUMAN SERVICES N . RECTIPIEMT AGENCY
By Charles L. Stewart By
(Print or Type) (Priat or Type)

Signature - e oo Lo — T _Signature

Title Chief, Donated Focods Program B Title

Date -

Date
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WEST VIRGINIA CEPARTMENT (F HUMAN SERVICES
DONATED FOCDS PROGRAM
ADHINISTRATIV§ REVIEW REPQORT

Date Ccunty'

1. Name of Recipiant Agency

2. Address , Telechcna No.
3, Name of pirsoﬁ‘con:acted B Title

4, 00 you have a contract for processing USDA Donated Foods? Yes No

. 0o you smploy a food service company for feeding cperations? Yes __:Ho —

§. Date, signature and title on Agreement‘(Es-DF.oz)

7. Are recetpts of USDA dorated focds on file? Yes Ko
Where ire records maintaineg?

8. MNumber of schools/sitas participating in feeding operation
Kumber af schools/si1tes where mmals are prepared reeding sices

only
9. Total enrsliment ADP for noon meal ADP for
breakfast Prica far noon meal

10. 1If this is a charitahle instituticn, wnat is tha number of eligibla
participants 7 Wnich category most nearly describes S0% aof

the number of 2ligiaie participants? Age 1§ years and under Age
A0 yemars and over Mixed Ages

11. DNoes this agancy have central storage on the premisas? Yas No
What is the temperature in dry , coolar , freeszar

12, Was any food found unfit for human consumption? Ves No

13. Is food ﬁ;Bperly stared? Yas ] No Is firstein, first-out
procedures teing followed? Yes No

14, floes the perpetual inventory Salance with the floor count? Yes No

15, Has the Recipient Agency informad all appropriate employees of the proger =
~ ‘handling and utilization of USDA Donated Food itams? Yes Na

REMARKS : ‘

ES=0F-01
(Rev. (7-1=87)
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Ttem & Packace

on

Qor

Date

Month's
Supply

Pkg.

Item & Packace

on

Hand

Date
of
Pkg.

Almends, Natural 25#

2Arclasance, Cnd.6/#10

Beans, Lima 6/%#10

Beans, Pinto 6/#10

Macarcni 20#

Maycnnaise 4/1 Gal,

Milk, Nonfat Dry 50#

Qats, Bolled 12/3%

Seans, Cnd.Green 6/410

Beans, Dry 254

0il, Veg. 6/1 Gal.

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

Beans, Kidney, Cnd.6/#10

Peaches, Cnd. 6/%10

Beans, Veg. Cnd. 6/310

Pearm:t Butter 6/%#10

Beef, Cnd. 24/29 Oz,

Pears, Cnd. 6/%#10

Peef ,Frz. Grn. S5#

Peas, Cnd. 6/410

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

Beef, Patties Frz. 36#

Potatoes, Delnyd. 6/5#%

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

Burter, Print 32/1l%

Potato Rds. ,Frz. 6/5#

Butter, Print 36/1#

Boultry, Cnd. 24/29 Oz.

Charrias 30#

Cheese, Proceas 6/5#

Prumes, Dried Pithed 25#%

Pork, Frz. 554

Cheasea, MozzZ.

Chicken, Frz.o/U 40#

Chicken, Frz.Dr.& Th.40#

Chicken Nuggets 4/10%

Corn, Cad. 6/#10

Cormmeal 5/10%

Eog Mix 4/10#

Figs, Dried 30#

Plour, A.P. 5/104#

Grape Juica 12/46 Oz.

Honey, Proc. 6/5%

State Representative

Raisins 30#

Rice, Milled 25#

Salmon 48/13.3 Qz.

Shortening, Veg, 12/3%

Spaghatti, Enrichad 20%

Sweat Potatoes, Cnd.6/%#10

Tomatoes, Cnd. 67210

Temato Paste, Cnd. 6/#%10

Tuna 6/66.5 Cz.

Tarkey,Frz.Whole 12§-244

Turkey Roasts,Frz.4/8«12#

Vegetables, Mixed 30#

Walnuts, Eng.Pes. 304

Recipient Agency Cfficial

Jonth' s




(1)
(2)
(3)

(4)
(3)
(6)

(7}

(2)

(9)

{10)

WEST VIRGINIA DEPARTHVENT OF HMAN SERVICES
DIVISION CF ECONOMIC SERVICES
DOVATED FOCDS PROGRAM

REFCRT CF LOSS QF DONATED FOCDS

COUNTY - DATE CF REFCRT

STREET CITY 2IP CCOE

NAME CF SCHOOL (CENTER) WHERE LOSS OCCURRED

WHEN WAS THE LCSS DISCOVERED?

MONTH DAY YEAR

WHD DISOOVERED THEE IL0OSS?

NaME TITLE

PRIOR TO THE DISCOVERY OF THIS LOSS, THE FREEZER, COCQLER, OR DEY STCORAGE AREA
IN WHICH TEE I0SS OCCURRED WAS LAST CHECKED (N

MCONTH DATE YEAR
BY
NAME TITLE
NAME OF ITEM . PALCKING SIZETF QUANTITY OF TYPE OF STURAGE
1OST — _DATE =~ PEACXAGS PACKAGES 08T DRY, CCCLER CR FREEZER

DONATED FOODS CETERMINED (NFIT FOR HUMAN CONSIMPTICN ARE NOT TC RE DISPOSED OF
WITHOUT PRIOR AUTHORIZATION OF THE STATE DISTRIBUTING AGENCY..

WAS ANY DAMAGED USDA DCNATED FOOD ITEM DISPOSED CF?  YES NO

9 - 1304




(11)

(12)

(13)

(14)

- (15)

(16)

(17)
{18}

{19)

(20}
(21)
{22)

(23)

{24)

(25)

GIVE THE NAME AND TITLE OF THE STATE DISTRIBUTING AGENCY REPRESENTATIVE WHD
AUTHORIZED THE DISPCSAL

NAME TITLE

WHAT METHCD OF DISPCSAL WAS USED?

DISPCSAL WAS MADE BY

mE TS

AND WITNESSED BY

NAME TITIE

IF THE LOSS WAS THE RESULT OF A FOWER FATLURE OR OUTAGE, EXPLAIN BRIEFLY WHAT
CAUSED THE PCWER' INTERRUPTION

IF THE I0SS WAS DUE TO A FREEZER MALFUNCTION, ARE THE DONATED FOODS COINVERED BY
A VENDCR GIIARANTEE? YES NO

EXPLAIN THE MALITRNCTICON

WAS THE LOSS OF DONATED FOCDS COVERED BY INSURANCE? YES NO
THIS LOSS WAS DUE TO INFESTATION » SPOILAGE » OR CONTRMDNATION
OF DOMATED FCOD RECEIVED N AND THE CONTRACT NLMEER THE

MINTH DAY  YEAR
CONTADNER IS5 .

WEAT WAS THE TEMPERATURE CF THE DRY STURAGE AREA ON THE DATE THE LOSS V&S
DISCOVERED?

WAS FIRST=IN, FIRST-OUT PROCEDRES FCLLOWED? YES NO

WAS THE FOOD STORED OFF THE FLOCR? YES NO

THIS LCSS DUE TO A BEREAKING AND ENTERING WAS INVESTIGATED BY

cr
RANK LAN ENFORCEMENT AGENCY

EXFLATN HOW ENTRANCE WAS MADE

EXPLATN WHAT PRECAUTIONARY MEASURES WILL BE USED TO PREVENT ANY FURTHER LOSS
CF DCNATED FOQDS

PREPARED BY

SIGNATURE CF SCHOCL PRINCIPAL OR SIGAIURE
AGENCY ADMINISTRATOR

DATE

DATE




INSTRUCTICNS FOR COMPLETION OF FORM
"REPCRT CF LCSS OF DONATED FOCDS"

any loss of denated foods regardless of the cause is to he reported imediately
to the state distributing agency. Donated foods determined to be unfit for human
consumption are not to be disposed of without pricr approval and instructicns
from the state distributing agency. Any unauthorized disposal is subiject to

restitution in cash of the total dollar velue of the donated food items.

Following are instrictions for the campletion of the form "Report of Loss of Donated
Foocds." The state distributing agency suprlies each recipient agency a form from
which ccpies are made by the recipient agency as needed.

{1)

(2)

(3)

(5)
(6)
(7)

(8}

(%}

(10}
(11}

Entaer the county in which the recipient agency is located ard 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 complete address of the recipient agency.

Enter the talephocne mumber of the recipient agency as named on the agreement

form. Public Schocols should show the talephons mumber of the county board of
education. _

Self-explanatory.
This should be the exact date the loss was discoverad.

Enter the name and title of the person whe first discovered the less and
reported it to appropriate officials.

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

Urder +he colum "Name of Ttem Lost" enter the conplets name of the item. -

Under the colum "Packing Date" entsr the packing date shown on the container
(case, bag, baler, etc.).

Under the colum "Size of Packages" show the item lost in whele cases if
in fact whole cases were 1lost, or in units such as #6 cans, 29 oz. cans,
3# bags, 5% bags, etc.

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

Under the colum "Type of Storage - Dry, Cocler or Freezer” write the appropriate
word to define the type of storage being used at the time the loss was discoversd.

This questicn must be answered.
Enter the name and title of the individual contacted who authorized the disposal.

D - 30.4a




{12) Explain the method of disposal. Any item found unfit for human consumption
arnd authorized for dispesal is to be disposed of by taking 2o a landfill
and buried, ineinerated, or put in a garbage disposal.

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

(13} Gilve the names and titles of the persons who are involved in the actual disposal.

(14) =plain what caused the intermuption; for example, breaker was thrown, fuse
blown, unplugged from Sutlets, equipment quit running.

{15) Answer "ves" or "no." o
{16) Describe briefly what happened to the- freezer or cocler.
(17) Answer "ves" or "no."

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

(19) This cuestion must be answered if the leoss of the food occurred while in dry
storace.

(20) Answer "ves" or "no."

{21) Answer "yes" or "no."

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

(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 donatad focd due to similiar circumstances.

(25) The report is to be signed by both the person who prepared the repert and the
schoel principal or agency administrator.

4/01/83




GUIDES FOR SUMMER STORAGE OF PERISHABLE FOODS

Improper storage practices and malfunctioning refrigeration equipment usually
results in spoilage, infestation, contaminatiorn and deterioration of foads.

The following is a Tisting of geood storage practices to follow when perishable
foods are being sicred during the summer:

(1) Store foods only in properiy operating refrigerators and
freeZers. Do not store food in equipment that is in
nesd of repair.

(2) Be certain the refrigeration egquipment is thoroughly cleaned
and dried before any food is placed in it.

{3) Never place food directly on the floor; walk-in refrigerators
and freezers should have dunnage racks on which food can be
placed or shelving which allows 2 circulation of air. Foods
shculd be stacked in an orderly manner in a walk-in refrigerator

or fréezer.

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

(5) Rafrigeration equipment shouid be checked at least every
saventy-two hours to insure that it is operating properiy.
Any needed repairs sheould be taken care of immediately.

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

(7). A1l areas in which frozen food is_stored should be secured
by Tocks during the summer months. Onty authorized
parsonnel should have access to the keys and be allowed to
check the equipment and take temperatures.

(8) Any grain product left on hand should be placed in
refrigeration during the summer months and utilized
immediately following the re-cpening of school.

Dry storage areas Should be adeguately ventilated and secured by Tocks.
The temperature should never exceed 70° Fahranheit. An effective rodent
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 ON PART OF THE RECIPIENT AGENCY.

3/21/86 |
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SECTIONE

SPECIAL MILK PROGRAM

Purpose
Charges and keimbursement o
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 schools, students determined
eligible may receive milk free if the Schocl Food Authority (SFA)
elects to serve it. The SFA may or may not choose to provide free milk
to students determined eligible by applications used for £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 to a student at
any time during the school's established milk breaks or meal periods.

Effective with the passage of P.L. 99-661, split session
pre-kindergarten and kindergarten children may participate in the
Special MLlik Program if they do not have access to any school meal
{school iunch or school breakfast). Whenever possible all children
attending a scheool shall have access to elither the school lunch or the
school breakfast program.

"Split Session” is defined as an educational program which coperates for
approximately one-half of the nermal schocl day.
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CHARGES AND REIMBURSEMENT

The charge to students for miik shall net exceed the difference between
the current rate of reimbursement and the cost of the milk plus an
established distribution cost of no more than two cents per half pint.

Schools without food programs participating in the Special Milk Program
are required by United States Department of 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 cost to the students.

Schools serving/selling special milk to Kindergarten and/or pre-primary
students should report any income from milk sold 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 non-pricing programs, all milk served .throuch the Special Milk

Program 1is reimbursed at the current rate of reimbursement per half
pint.
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MILK SHAKES

1f milk shakes are scld 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.
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REPORTING PROCEDURES

A daily record of the actual number of half pints of milk served
students .and adults shall be maintained on Form WVDE 43-10-30S
[G - 30.1], according to instructions. The report must be detailed
daily at_each participating school by & responsible person. The
menthly claim for reimbursement is based on information recorded on
this report. The completed form is submitted to the SFA on or before
the fifth day of the succeeding calendar month. A copy will alsc be
filed at the school.

At the end of each month during which milk was served to students, a
morithly financial report, Form WVDE 43-1C-31 [G - 30.3] is completed by
each participating school according to instructions. Financial data
provided on this report is 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. A copy will also be
filed at the school.

The school or SFR is responsible for sending a copy of Form WVDE
43-10-30 [G - 30.5] to the WVDE for reimbursement.

0480q . .. . EB-4.




SECTION F

FREE AND REDUCED PRICE MEAL AND FREE MILK POLICIES

Intreduction F -
applications for Free or Reduced Price Meals F -

Rpproving-Applications for Househelds Eligible. for

AFDC/FS Renefits F -
Approving Applicatiens for Households Not Eligible for
AFDC/FS .Benefits F -
Inccme } F -
Determining Household Size B -
Reviewing Official's Responsibilities F ~
Reviewing Official's Completing an Application 7 -
Feeding Prior tc Application Approval F -
Application Files and Working List F —
Collection Procedure F -
Daily Meal Count (Point of Service Couni) F -
Nondiscrimination F -~
Civil Rights Information F -
Student Help F -
Verification (USDA) F -
Application Selection F -
Verilfication Procedures F -
Exhibits _
Income Eligibility Guidelines F -
Zpplication for Free or Reduced Price Meals F -
Letter to Parents F -
Notice of Approval, Change or Termination
of Benefits F -
Eligibility Guidance for School Meal Programs F -

Food Stamp Infermation F -

10

11

12

13

14

15
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17

18

30.1
30.2
30.3

30.4
30.5
30.6




Exhibits (Cont.)

Information Up-Date F -~ 30.7
Civil Rights Information F ~ 30.8
Nor: Discriminaticon Poster F - 30.9
Procedures for Selecting a Random Sample F - 30.10
Documientaticn of Random Selection F - 30.11
Procedures for Selecting a Focused Sample F - 30,12
Decumentation of Pocused Selection F - 306.13
Prototype Letter to Parents ¥ - 30.14
Parent Information-Proof of Income F - 30.15
Procedures for Developing a Consistency Check F - 3C.16
Parent Letter - Difference Between Documentation
and Application F - 30.17
Summary Report to County Office {School) P - 30.18
F - 306.19

Sponsor's Summary Report




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 Income Eligibility Guidelines
[F - 30.11.

Tc meke it possible for a student to receive a free or recuced price
meal, USDR 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 [P - 30.2] and the Letter to Parents [F - 320.3] shall be
sent to parents or guardians of each student as early as poszssible in
the school year to allow time for the return of applications by the end
of the £irst £ull week of school. The schoel principal, or a
designated person, shall review all applications recelved and determine
eligibility according to information given on the application. Parents
or guardians shall be neotified of the status of approval., change or
termination of benefits (WVDE 43-10-20) [F - 30.4].

COMPUTERIZED PROGRAMS

County schocol systems or individual scheocols may choose to approve Eree
and reduced price meal applications by computer. A computer-—-generated

application mavy be sent t¢ the parents to update anmually for continued
program benefits.

Throughout the school vear, applicaticns may be recsived for students
transferring Erom another scheool or from parents whose f£inancial status
has changed.

If a student has received {ree and/or reduced price meals and transfers
to another school, 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 receliving scheool.

MEDICAID AND EDUCATIONAL BENEFITS

The United States Department of Agriculturea has dranted West Virginia
permission to pilot a muiti-use application. The application has been
axpanded bto allow parents or quardians to express an __intarest in
receiving Medicaid benefits. Additriomally, the orivacy act statement
on_the raverse side of the application has been expanded to accomodate
Medicaid and educational benefits.

When an_interest in Medicaid benefits has been expressed in Part VIT of
the application. and Part VII has been sidqned bv a parent or quardiam,
the following procedures are to be used to transmit the information to
the appropriate authorities:

Rach child's name. address, county of residence, and a Social Security
number of an adult family member should be sent to John aA. Boles, Jr.,
administrater, Office of Income Maintenance, Building 6. Room 817,
1900 Kanawha Boulevard East, Charlaeston. West Viraginia 25305.
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APPROVING APPLICATIONS FOR HOUSEHOLDS ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENEFTIS

applications returned for review and approval which have AFDC or FS
numbers [F - 20.6] must include the following informaticn:

s student's name;
R AFDC or FS number; and
m 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;

s list of household members;

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

s total household income; and

a parent or guardian's signature

All approved applications must show:
m eligibility category {free or reduced price);
m reviewing cofficial’'s signature; and

a date of approval or denial.

Applicaticns must be filed by categeory with corresponding master list.
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INCOME

Income to :be reported on the household's free and reduced price meal
application form i1s a gross figure and generally is considered toc be
any monles received on a recurring basis. Specifically, gross income
means money earned before deductions for income taxes, employee's
social security taxes, insurance premiums, charitible contributions,
bonds and the like. 1Income includes the following:

® payments of money for services, 1ncluding wages, salary,
commission or fees;

social security:

dividends or interest on savings or bonds;

income from estates or trusts;

supplemental security income;

public assistance or welfare payments;

unemployment compensations;

government civilian emplovee or military retirement or pensicns;
veterans' payments;

private pensions or annuities;

alimony or child support payments:

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

students regular part time earnings; and

other cash income.

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

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

» food stamps;

m benefits received under the WNational School Lunch and Child
Nutrition Acts;

= monies received by veolunteers for services performed under such
programs authorized by the bDomestic Volunteer Services Adct of
1973, as amended;

m mwilitary base housing or other subsidized housing, medical and
dental services;

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

m leoans; and

m 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 figure
is zero (0). The word ‘"none" 1s not accepted by United States
Department of RAgriculture (USDA).

wWhen there is a temporary reduction of dincome, eligibility should be
determined on the present rate of income rather than on regular annual
income. The approving official should 1ssue temporary approval of the
application. The temporary approval should cover nc mere than three
pay periods after income has been restored.
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DETERMINING HOUSEHOLD SIZE

Basically. household size 1is determined by counting the number of
related or unrelated individuals who live in a dwelling and who share
living expenses or meals.

Students who are temporarily away at school and who receive their
primary support from the family 1l.e., students attending bocarding
schools or colleges should be counted as members of the household.

Military personnel not actually living with the household are not
considered a member of the household for purposes of determining
eligibility, but the money he/she sends to the household is included in
the household's income.

A foster child is a child whe is living with a family but who remains
the legal_responsibility of the welfare agency or court. For purposes
of determining eligibility, a foster child is consicdered a househcld of
one. [F —30.5 page 14]

In cases. 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 cor friends of the family, the child
shall be .considered to be a member of the family with whom he/she
resides, and the size and total income of the househcld shall be used
to determine the child's eligibility.

an adopted child is a child feor whom a family has accepted legal
respensibility and is considered to be a member of the househeold in
which the 'child resides.

An institutrionalized child is a child who resides in a residential-type
facility which the state has determined is neot a boarding school. A
child who is instituticnalized is considered to be a household of one
and, in most cases, has no income. Only income a chlld 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
reside as_a member of a household (but rather as a single econcnic
unit) 1is considered a household of cne. Earned income and money from
all other sources are considered income for such a child.

A student who attends bur dges neot reside in an. institution is
considered- a member of the household in which he/she resides.
Eligibility must be determined by the household size and income of that
househeold..
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Foreign exchange students, refugees, aliens and citizens of other

countries and/cr their dependent children are considered to be members
of the househcld in which they reside. The total household size and
income are used in determining eligibilizy.

Whether or not the stepparent supperts a stepchild, the child in this
situation falls within the definition of a household. Therefore, the
total household income, including ADC or child support payments to the
parent, must be included in determining eligibility.
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REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing official is responsible for ensuring that applications
have been classified correctly by category of eligibility. If the
reviewing -official 1is authorized by the SFA to delegate the
responsibility for reviewing applications, then the person so
designated_shall be informed about program regqguirements and policy.
Since the SFA official who signed the policy statement agreement with
the State agency ultimately is responsible for the integrity of the
approval _process, the principal's signature stamp may be used. A
suggested .alternative would be to place a statement in the schocl's
files as tc the name and/cr title of the designee, who would then be
permitted _te sign the applications without having to use the
principal's signature stamp.

The reviewing official may reguest verification of informaticn
submitted con any application under the following circumstances:

s a written, signed complaint;

a illegible, incomplete or gquesticnable information on the
application; and/or

s the USDA required verification sampling.

Indication_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
applicaticon for the proper signature.

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

Other questicns pertaining to free/reduced price meal policies are

answered _in the (Eligibility Guidance for School Meal Programs
[F - 30.5]1.) '
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REVIEWING OFFICIAL'S COMPLETING AN APPLICATION

L 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 cofficial must complete an
application on behalf of the student based on the best househcld size
and income information available and make an eligibility
determinaticn. The source of the information must be noted. Social
security numbers of household members need not be secured and these
applications may be excluded from verification. The household must be
notified that the student has been certified and is receiving free or
reduced price benefits.

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

During the opening week of school, before applicaticons for the current
school vear are received ané approved, school officials shall serve
free and reduced price meals or free milk to eligible students. To
assist with eligibility determination during the first davs of school,
officials may use:

m applications on file from the previcus school year;

B self-certification of secondary students under special
circumstances;

m naw students in a school with older siblings that were approved
fFor benefits the previous year; and/or

m students that transfer within the county.

If students are provided free o©or reduced price meals or free milk in
eligible schools (based on the previous year's application approval)
during the period prior tc the current year's application approval 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 _schools (not based on the previous vear's application
approval) during the period prieor to the current year's application
approval and are later determined te be ineligible, reimbursement may
not be claimed at the free and reduced price rate. These meals may be
reimbursed at the paild rate.

0481lg ) F-9




APPLICATION FILES AND WORKING LIST

Folleowing _the review and approval or denial of applications, a file and
working list of all applicaticns shall be established and malntained in
a current fashion accerding to:

1. _RActive free students whose current household income
definitely indicates free status
according to USDA Income Eligibility
Guidelines [F - 30.1]

2. Active reduced students whose current househeold . income
definitely qualifies them for reduced
status accerding to uspa Incoms

Eligibility Guldelines

3. Temporary free students whose current household income
Temporary reduced indicates eligibility according tc USDA
Income Eligibility Guidelines determinead
temporary based on: unemployed 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 whese current household income
does not meet the USDA Income Eligibility
Guidelines

The temporary flile 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 application or the suggested form for updating information
{F ~ 30.7] by the reviewing official. The working 1list shall bhe
corrected, 1if needed, to agree with the application classification.

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

21l applicaticons and documentation of action taken shall be maintained
for three years not including the current school year.
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COLLECTION PROCEDURE

A procedure tc collect pavments £rom 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 o©f the number of free, reduced price,
fully paid and adult meals served under the school. lunch and breakfast
programs. The collection procedure shall be approved by WVDE. The
procedure is reviewed along with the county application for program
benefits. .. [A - 30.2] Buggested methcds of collection may be found in
the Pclicy Statement [A - 30.2].
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DATLY MEAL COUNT (POINT OF SERVICE COUNT)

buring the peried of school breakfast and/cr school lunch setrvice,
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 paid rate. The system shall prevent overt
identification of students served £free or reduced price meals.
Suggestied _methods of obtaining point of service meal counts may be
found in “the Policy Statement. [a - 30.2] Any additional methods
anticipated must be submitted in detail to WVDE for approval prior to
implementation.

Systems which are accepted include:

] computerized point of service;

[ ] 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

= calculater tapes used with other source documents such as

coded ticket or student number.

Systems which are nct acceptable include:

n tallies (slash marks ////);

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

] different color tickets/tokens;

= updated merning counts;

n tray count; and

n deduction (cash recelved divided by cost per meal, total

meals minus free and reduced equal paid. total meals minus
paid and reduced equal free}.

Schools must maintain, for a pericd of one year, source documents
(tickets, rcster, etc.) to verify number of meals claimed Ffor
reimbursement.

Iin instances when second meals are served or scld accurate

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

go through a separate serving line;

enter the lunchroom through a separate entrance;

eat meals at a different time; nor

eat a different meal from the one sold to students paying the
full price.

It is not considered discriminatlion te serve meals to students in a
separate location and/or at a different time if the students are being
disciplined for violaticn of schoecl policies. However, there must be
no difference in treatment of students based on eligibility to pay for
meals. In no case shall a student be denied a meal or served a
different type of meal as a means of discipline or as a result of
discipline for viclatlon of scheol pelicies.

It is not considered discrimination to serve a different meal to the
student who reguires special consideration due to a handlcap.

0481q ) F - 13
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STUDENT HELP

USDR regulations state that recipients of free or reduced price meals
shall_not be required to work for those benefits. However, they are
not prohibited from working voluntarily in the lunchroom. Scome schools
employ student helpers in the lunchroom for monetary or other
compensation. 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 no way dependent upon the student's working
status. Additionally, the letter shoculd not be a part of, nor attached
to, the free and reduced price letter teo parents, application or notice
of approval/denial.

students who work in the food service program can be given a free
iunch. However, free or reduced price meal reimbursement may not be
claimed unless the students® application has been approved in
accordance with their eligibility, either full price, reduced price or
free, =

C481q - F - 13




VERIFICATION (USDA)

The USDA income verification pllot 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 USDR Office of Inspecter
General in 1980 estimated $200 million in meal benefits were granted
erroneously each year due to applicant misreporting and 28.8 percent of
the students receiving free and reduced price lunches were ineligible
for such benefits.

Each school food authority must verify a sample of the total number of
applications approved for benefits by selecting a sample through either
random or focused sample as described on page F - 17. The sample must
be taken from approved free and reduced price applications on file as
of Octcber 31. Confirmation of eligibility must be completed by
December 15, and the Sponsors Summary Report [F ~ 30.19] submitted to
WVDE by January 10.

0481qg F - 16




APPLICATION SELECTION

sSFAs shall satisfy the verification requirement by using either random
sampling or focused.sampling.

Opticn 1

Cption 2

0481g

_Random Sampling consists of selecting and verifving three

percent of applications on fille.. Procedures have been
developed [F - 30.10] teo provide a method for the random
selecticn of free/reduced applications. Documentation of the
random selection [F - 30.11] will be kept on file at the
school.

Focused Sampling consists of (1) selecting and verifying a
minimum of one percent of 1,000 of total applications
selected from non-food stamp households claiming monthly
inceme within $100 or yearly incomes within $1,200 of the
income eligibility limit for free or reduced price meals plus
(2) the lesser of one-half percent or 500 applicatlons of
food stamp households that provide food stamp case numbers in
lieu of income information. Procedures have been developed
[F - 30.12] to provide a method for the focused sampling
selection of free/reduced appllcations. Documentation of the
focused sampling [F - 30.13] 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 schoocls.

- 7 - F —-17




VERIFICATION PROCEDURES

To provide a uniform method for obtaining informaticon for verification,
forms will be sent to the household. The suggested letter [F — 30.14]
should be_duplicated on each school's letterhead. The letter is tc be
accompanied by the parent information form, Proof of Income [F - 30.15].

Procedures Ffor developing a consistency <check for vwerification
[F - 30.16] will provide a uniform method for verifving Information on
free/reduced meal applicaticns.

Notations should be made on all applications reviewed indicating date
and findings.

Following ~“the consistency check, 1if there is a difference between
documentation and application, the household must be infermed of the
findings [F - 30.17]. This must be accompanisd by a new free/reduced
price meal application. When the revised applicaticn has been approved
or denied..the househecld 1s notified.

When the verificatlon procedure has been completed, a School Summary
Report [F - 30.18] shall be sent to the SFA and a copy filed at the
school.

The SPFA shall compile all School Summary Sheets [F - 30.18] and send a
copy of Spensor's Summary Repert [F —~ 30.19] to WVDE.

0481q - F - 18
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charlesteon, West Virginia 25305
Afp ication for Free or Reduced Meals, and free
xtbooks, Workbooks, and Educational Supplies

FART 1 - ERRCLLED CHILDREN'S INFORMATION - 10 Bf COMPLETED BY ALL APPLICANTS _
HILD'S NAME - AGE SCHOOL, CENTER or CAMP GRADE  HCHEROOH

FARTS 11, 11t AND iV: COMPLETE TAE FART THAT APFLIES 30 YOUR FAHILY

-----:-=Hasaa:s:::---maasmx.-w.-:m--m-n-

PART 11 = FOOD STAMPS/AFDC HOUSEHOLDS WOW RECEIVING BENEFITS - If \,rou receive food stamps/AFDC, complete this
part and sign the application.

___ Yes, 1 receive food Stamps for the children listed in Part I, My case numbar is!

_ Yes, 1 receive AFDC for the children listed in Part I

A AT NAREN NN T AXICK T TES

.... —— maxaxmmas 2z

EMASEEIAXEEENATETAI IO AR LR ATRE

PART |} — FOSTER CHILD - I{ you hava a fosfer child, complete this part and sign the application.
Chiid's Name _ 3 _ Chiid’s Monthly Income

PARll' ]Vf— ALL OTHER HOUSEROLDS. If you do not receive Food Stamps or AFDC, campiete this part and sign the
application.

1. List a!! househeld members living in your household. Include parents, childrea, grandparents and all
pecple relatad or unrelated Whe live in your household.

2. List monthiy incame by cateqorg List income (BEFORE TAXES) each person received last month and its
source, Example: Wages, Social Security, Pension, Retirement, Welfare, Child Support, or Alimony.

NAMES OF ALL OTHER _ ME HONTHLY HONTHLY WELFARE, ALL
HOUSEHOLD MEMBERS EARNINGS PENSIONS, PAYMENTS  OTHER
(0ldest to Youngest) FROH WORK RETIREMENT, CHILD | RCOME
(Bafore SUPPORT, SOCIAL RECEIVED
Deductions) SECURITY, ALIMONY
TOTAL NUMBER OF PERSONS IN HOUSEHCLD MONTHLY INCOME (Before Deductions) $
PART V - RACEZETHNIC IDENTITY: You are not required toc answer this question. )
WHITE non_Hispanic BLACK non Hispanic HISPANIC
ASIAN or PACIFIC |SLANDER AHERICAN INDIAN or ALASKAN NATIVE .
RO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE OF RACE SEX, COi.OR HATIONAL ORIGIN, AGE OR HANDICAP,
PART ¥I - SIGNATURE ~ An adult househoid member must sign this appl:cahon before it can be approved.
PENALTIES CSOR MISREPRESENTATION - | certify that the information provided is correct and that all income was
reported. | undersiand thar this information is being givsn for the receipt of fedsra! funds and that deliberate

misrepresentation of tha information may subject me to prosscution under applicable state and federal law.

If you did not give a FOOD STAKP or AFDC case number, Federal Law (PL 97 35) requires you to iist social security
nuroer of either the primary wage earner or the household member whe signs the application before your child may
receive free or reduced price méals. You do not have ¢ give social security n rs; but if you rafuse, unless
you indicate ¥ou have none, your child cannot recgive free or reduced price meals. The social securjty numbers
may be wused fo idenfify you for verlfying the Information you report on this appljcation. Verification may
in¢lude audits, Investigations, contacting the State employwent sscurity office, food st or wolfare office,
and employers, and checking 1he written information provided by the househcld to confirm the information
received. ' Lf incorrect information Is discoversd, a loss of benefits or {egal action may occur.

Pieass Print

SIGNATURE OF ADULT: e e e -
X - NAME:
Social Security Numbsr of Signer or Primary Wage Earner: ADDRESS:

_ _ . . Wy
DATE: = . 7 PHONE: (Homa) (Work)
Your application cannot be approved without a Social Security Number.
FOR INSTITUTION USE ONLTY: Approved for Fres 1exibooks, Workbooks, School Supliss _
Approved: free Meals Temparary Free Reduced Meals Temporary Reduced
Application Denied:_ Raason for Denial B
Signature/Stamp of Appraving Official: Date )

58034 -
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DEAR PARERN! Gt GUARDLIAN:

This ielter is sen! 1o you each year by your child's school, cenier or camp. |t explains how your famliy can
apply for free or reduced meals, frea workbeeks, fres lexibocks and scheo! suppliaes,

PRICE OF REDUCED MEALS:  Reduted Breakfast ~ 30 cents Reduced Lunch = 40 cents

look al the chart.  Find your household size. HOUSEHKOLD is:  All persens, inciuding parents, children,
grandparents and all people related or unrelated who live in your home. Find your total household income. TOTAL
HOUSEHOLD INCOME is: The income each household member receives before taxes. This includes wages, social
security, pansion, reliremeni, welfare, child support, or alimony.

[RCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1991 = June 30, (992

HOUSEHCLD TOTAL HOUSEHQLD INCOME BEFORE DEDUCTIONS:
SIZE: ) YEARLY MONTHLY

ONE. .+ v 4 v v o v o« $EZ,40 0 0 L3002

T .. e 16,4280 .. L v owos 13B9
THREE. . . .+ . . . . 20,609 s 1,118

FOUR . . 24,750 e e e 2,066

FIVE . ., .. . 8,97 . .. .. 2,405

SIX. .. e 33,182, Coa o 2,183

SEVEN. ., . . 37,333, N AN T4

EIGHT. . . . 4,814, . . ., v 3,460

i For Each Additicnal
Housshold Mamber, ADD 4,180, . . . ... .. 349

U your 1otal income is the SAME or LESS, fill ou! lhe applicalion and return it to the school, center or camp.
You will be notified |¥ the application is approved or denied,

WHAT [S A COMPLETE APPLICATION?

1. For_a family recaiving feod stamps/AFEC, 3 complets appiication includes: child's name, case munber and

adult signature,
2. For_a famity keeping & Foster child, a comlete applicalion includes: «child's rame, income and adult

signature. .
3. For all cther houssholds, a complele application includes: c¢hild's name, household members, monthly Encome,

social sgcurity number of the primary wage earner or adult signing the appiicalion or the word "MONE™ if you
do not have one, and adulf signature.

PRIVACY

The information that you send will be used 1o delermine or prove your child's eligibility for free or reduced
meals.

PROOE OF INCOME

The informalion you provide may be checked by the school, carp, or center's staff at any time during the schoal
year. ‘You may be asked 1o send information 10 prove your child is eligible 1o receive free and reduced meals.

REPORTING CHANGES
You must repor! to your child's school, center or camp:

I, Any change in your income of %50 per monih or $600 per year;
2. Any changes in your household size; and
3. HWhen you no longer receive food stavps or AFDC for your child.

FAIR HEARING

If you do not agree Wilh the decision on your c¢hild's appficalion or thz process used io prove income
eligibility, you may falk wilh school, center or comp officials. You have the right to a fair hearing which may
be arranged with the counly superiniendent, or cenler or camp direcior,

REAPPLICATION

You may apply for benefits any time during the schoo! year. |{f you should have a docreasa in househald income,
an increase in hausehold sizae, or became unaployed, fiE) out an application at that 1ime.

HONDISCRIMINATION

Chiidren who receive [Tee or reduced price meals are ireated lhe some as children who pay for meals. HNo child
will be discriminated against because of race, ssx, ¢oler, national origin, age, or handicap In the operaiion of

ihe child feeding programs. | you believe you have been discriminaled againsl, write 1o the Secretary of
Agriculiure, Washingion, D.C. 20250.
F - 30.3
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO: .

{Name of Parent, Guardian or Adult Household Menber)

{Address)

FROM:

(NMame 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 -CON

Your 1991-92 application for Eree 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 appiication has been approved for reduced price meals,
and {in public schocls) £free textbocks, workbhooks, and
instructional supplies., pending a request for verification.

Your application has been temporarily approved for Eree
meals, pending a request for verificaticn.

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

applicant(s) 1is/are no leonger eligible for free meals but
eligible for reduced prices meals.

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

applicant(s) 1is/are no longer eligible Eor either free or
reduced price meals.

REASON FOR DENIAL OR CHANGE IN BENEFITS'

If you have any question, please contact vour schocl or center.

You may apply or reapply for free or reduced meal benefits at any time during the
school vear. Applications are avallable at the school, institution or center.

F - 30.4
WVDE 43-10-20 Revised 6/91 1 0268q




ELIGIBILITY GUIDANCE

FOR
SCHOOL MEALS

Food and Nutrition Service
United States Department of Agriculture
August 1990
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INTRODUCTION

The Feood and Nutriition Service of the U.S. Department of
Agriculture (USDA) is responsibkble at the Federal level for the
administration &f the National Schocl Lunch Program, Schoeol
Breakfast Program, Commodlty School Program and Special Milk
Program. State.agencies, usually State educational agencies,
through agreements with USDA, administer the programs within
their respective States. Withln each State, local schocl food
authorities enter inte agreements with their State agency to
cperate one cr more of the programs in the schoecl(s) under their -
jurisdiction. In agreeing to operate the programs, State
agencies and school food authorltles agree to comply with the
applicable regulations and instructions.

In addition tec the regulations for operating the National School
Lunch Program and Commodity Scheecl Program, 7 CFR Part 210, the
School Breakfast Program, 7 -CFR Part 220, and the Special Milk
Program, 7 CFR Part 215, the USDA has established regulaticns (7
CFR Part 245} to carry out the intent of Congress that nutritiocus
meals or milk be available to all. schoeolchildren regardless of =
the househcld's.ability to pay. This guidance sets forth
guidelines to assist school cfficials in determlnlng a chilé's
eligibility for—frés and Teduced price meals in schools that
participate in the National Schocl Lunch Program or the Commodity
School Program, and/or the School Breakfast Program and for free
milk.in schools that participate in the Special Milk Program and
elect to serve free milk to eligikle children.

This guidance is primarily directed to State agencies and school
food authorities that operate pricing pregrams in which free,
reduced price and paid reimbursement is claimed for meals served
to eligible children under the National Scheol Lunch Program 3
and/or School Breakfast Program and to the few schools that serve
lunches under the Commodity School Program. School food
authorities that participate in the Special Milk Program and that
have elected toSserve free milk to eligible children, MUST do so
under the same terms and conditions as set forth for frége meals,
except where noted.

211 Pregrams of the U.S. Department of Agriculture are available
to everycne without regard to race, coler, national erigin, age,
sex or handicap. If anyone believes that they have been
discriminated against, they should write immediately to the
Secretary of Agriculture, Waskingtor, D.C. 20250.

F - 30.5a
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OVERVIEW

A1l schools participating in the federally-assisted NSLP, S2P,
SMP or. Commodity School Program MUST make meals or milk
availakle to all children in attendance that wish to
participate in the progran(s;.

211 schools participating in the NSLP, SBP or Commedity Schocl
Program MUST make free and reduced price neals available to
eligikble children, and all schools participating in the free
milk ecption of the SMP MUST make free milk available to
eligikle children.

SAs and SFAs MUST provide free and reduced price benefits in
accerdance with the provisions under 7 CFR Part 245 and
applicable FNS and Departmental regulations.

SAs MUST issue free and reduced price policy guidance,
including prototype free and reduced price policy statements,
to SFAs and any other instructions necessary to ensure that
SFAs are aware of Federal and State reguirements pertaining to
free and reduced price meals and free milk.

Each SFA may adopt all or parts of the free and reduced price
policy statement issued by the SA or develop its own in
accordance with current preogram regulations (7 CFR Part 243).
If the SFA intends to develcp its own peclicy statement, the Sa ;
should be contacted for specific instructions. To be eligible —
to receive reimbursement for meals and milk served, each SFA
MUST have an approved policy statement on file at the SA by
Cctober 15. ° :

Once a SFA's:policy statement is approved, the policy
statement is considered part of its SA-SFA agreement to
operate the programs.

The specific peolicy statement requirements and a sample policy
statement are on pages 82-8%9. :

F - 30.5e




PUBLIC ANNOUNCEMENT ABOUT BENEFITS
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PUBLIC ANNOUNCEMENT ABOUT BENEFITS

Public (Media) Release

o

AT or near the start of schocl, an annocuncement to notify the
public of the availability of the NSLP, SBP, SMP, and
Commodity Schoel Program and the eligibility criteriaz for free
and reduced price meals and/or free milk MUST be provided to
the local news media, the emplovment office, and any major
emplovers who are contemplating large layoffs in the '
attendance area of the school.

The public release MUST contain the same information supplied
in the Letter/Notice t¢ Housesholds (see page 3), except that
the public release MUST contailn both the free and reduced

price IEGs.

Any SA may assume résponsibility for the public release for
any or all of.its SFas. Such a provision MUST be included in
the free and reduced price policy statement which is attendant
to the SA-SFA agreement. The free and reduced price policy
statement MUST specify the precise responsikbilities the Sa
will assumé, Such as the dissemination of the public release
to the local media, employment cffice, etec. and the names of
the schoecls affected by the policy.

Copies of the public release MUST be nmade available upen
reguest to any interested person.

2 sample public release for free and reduced price mezls is
included on page 10.

Letter/Notice to Eousehelds

o

A letter or rnotice neotifying households about the availabilizy
of the scheoel nutriticn programs and about free and reducsd
price benefits and an application form MUST be distributad at
or near the beginning of each school year to the househelds of
children in attendance at the school.

The letter/notice should be sent tc households of all
schecolchildren as early as possible in the scheoecl vear so that
eligipility determinations may be made and free and reduced
price benefits provided as sosn as possible.

New students ‘enrolling in the SFa after the start of school

should be preovided a2 letter/notice and application form when
they enrcll.

F - 30.5g




The letter/notice MUST ceontain the following information:

In scheools participating in the NSLP, SBP or Commodity
School Program, the notice to households MUST contain only
the reduced price guidelines with an explanaticon that
househclds with incomes at or belcew the reduced price limits
are eligible for either free or reduced price meals.

In schools participating in the SMP with the free milk

- option, the free guidelines MUST be provided with the

application.

In schools.participating in the NSLP, SBP or Commodity
Schocl Program and also participating in the SMP with the
free milk Bpticn for their split-session kindergarten
students, the notice to households with children in the
split-session kindergarten MUST contain the free milk
guidelines and the households 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.

Instructiocns on how a househcld may apply for free or
reduced price meals or for free milk for its children.

An explanation that an application for free or reduced price
benefits cannct be approved unless it contains complete
eligibility information as specified cn page 25.

An explanation that households with children who are members
of currently certified food stamp households or AFDC
assistance units may submit applicaticns for these children
with the abbreviated infermation described on page 5.

An explanat¥ion that the information on the application may
be verified at any time during the school year.

An explanation that (a) households receiving free or reduced
price benefits based on income and household size
information, MUST notify school officials during the school
year cf any decreases in household size and any increases in
income of over $50 per month or $600 per vear (or a lesser
amount if -&stablished by the Sa):; and (b) households that
provide a food stamp or AFDC case number, in lieu of income
information, 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 ccomplete
another application listing income information.

F - 30.5h




A statement that a housszshold may applv for benefits at any
time durin@ the schoeol year, as circumstances change.

- A statement that children ¢f parents cr guardians who become
unemployed_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 cor
reduced price meals or free milk regardless of the income of
the hcuseholds with whom they reside. _The SFA may wish to

_ include ingtructions on how to complete the applicatien for
a foster child.

- The following statements: "In the cperation of child feeding
programs, ne child will ke discriminated against because of
race, sex, cclor, naticnal origin, age or handicap:" and "If
yvou believe you have been discriminated against, you should
write immediately to the Secretary of Agriculture,
Washington, D.C. 20250."

- An explanaticn that a househeold may appeal the decision of
the SFA with respect tec the application under the hearing
procedure described on page 85.

The SFA should include a cenfidentiality statement informing
the hcuseholds that the informaticn they provide will be used
only feor determining eligibility for meal cr milk benefits and
verification of eligibility.

Sample "Notice to Eouseholds" and applicaticon forms are on
pages 13-23...

2pplication Form Reguirements

O

An application form MUST accompany the letter/notice to
households. - In general, unless the SA or SFA 1is cbtaining
information directly from the food stamp/AFDC office that
childreéen 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 reguirements:

(1) The application MUST be clear and simple in design;

(2) The application MUST include clear instructions for
submissicon of a completed application.

(2) The applicaticon MUST request that the household provide
the following:
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(4)

FOR FOOD STAMP/AFDC HOUSEEOLDS:

a.
b.

c.

Name of the child for whom applicaticon is made;
Food Stamp or AFDC case number for the child for
wheom application is made;

Signature of an adult household member.

FOR OTHER HOUSEHQLDS (INCOME EQUSEHOLDSE)

a.
b.

d.

Names of all househecld members;

Amount of income received by each member, the source
of the income and how often the member receives the
income:

Social security number of either the parent or
guardian wheo is the primary wage earner respeonsible
for the care c¢f the child(ren) or the adult
househecld member who signs the application or an
indicaticn that the hcusehcld member does not have
one;

Signature of an adult household member.

The application form MUST contain:

a.

The Privacy Act statement. The Privacy Act of 1974
requires any Federal, State, cr local agency which
requests individuals te disclose their sccial
security numbers teo inform these individuals (1)
whether that disclesure is mandatory or veluntary,
{(2) by what statutory or other authority the number
is solicited and (2) what uses will be made of it.
Additionally, Office of Management and Budget
guidelines require that the Privacy Act statement
incliude an explanation about the conseguences cf 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 income. 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.

& statement above the signature block to certify (1)
that the person signing is furnishing true
information and to advise that person that the
application is being made in connection with the
receipt of Federal funds, (2) that school officiails
may verify the information on the application and
(3) that deliberate misrepresentation cof the

5
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informaticn may subject the applicant to prosecuticon
under State and Federal statutes.

d. 2dditionally, the SFA may wish to include =a
racial/ethnic identificaticn guesticn if the
application is the only scurce of this data.

When SAs and SFAs develop their own application te accommodate
more than one child in the houssheld, a multi-child
application, the application MUST provide space fcr
identifying each child separately as a member cof a focd stamp
household or AFDC assistance unit. This is necessary because
of the possibility of "mixed" househeolds in which some
children may be part of a food.stamp hcouseholid or AFDC
assistance unit and some may not. Theose children who are part
of the focod stamp household or AFDC assistance unit MUST be
given the copportunity to apply under categerical eligibllity
criteria. However, to establish eligibility for those
children in *he household whe are net categerically eligible,
all household names and household income information,
ingluding the amount of any AFDC assistance that is received,
MUST also be provided on the application.

Scheools using the mulii-child application should reguire the
household tc-submit a separate application for sach foster
child. =

This guidance includes two prototype applicaticns for mezl
benefits: one i1s designed for cne child per applicaticn; the
other is for more than one child per applicaticn. A sample
aprlication feor free milk is also included. By substituting
the appropriate reference to free milk for free and reduced
price meals, the multi-child application for meal benefits may
be used in SFAs participating in the SMP and wishing to use a
multi-child application.
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PROCESSING OF APPLICATIONS
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PROCESSING OF APPLICATIONS

Free and Reduced Price Reimbursement

© The SFA or school MUST have a valid application on file for
each child sérved a meal or milk meeting program reguirements
and which is claimed for Federal reimbursement at the free or
reduced price. rate. A valid application is one which is
complete and has been correctly approved for free or reduced
price beneflts.

© The only excBpticon is for RCCIs which may document eligibility
by other means. For more information on this precess, STAs
should contact their SA.

Benefits Pricr to Processing Applications

© Pricor tc proZessing applications for the school year, the SFA
may clainm and be reimbursed for free and reducsd price meals
or free milk served to (a) children from households with
approved applications on file from the previous year; (b)) new
children in & SFa from households. with children who were
approved for._benefits the previous year; and (c) previously
approved children whe transfer from one school to another
under the jurisdiction of the same SFA. If the applications
are not centrally maintained, both the sending and the
receiving school MUST maintain a copy of the transfer
student's application. Applications from the prior year may
only be used for the children represented by these
applications, A child's categorical eligibility may not be
extended to a sibling.

o Prior to processing applications for the school year, SFAs
cannot claim or be reimbursed for free and reduced price meals
or free milk served to nesw children who are not part of
households approved the previous year or te 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 determinaticns for all such
new enrollees.

© Prior year's-applications are neot valid after October 15, or

as ctherwise specified by the SA.

Application Processing Timeframe

o Applications should be reviewed and an eligibility
determination made within 10 working davs ¢f the receipt of
the application. Whenever pecssible, applications should be

24
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processed immediately, particularly for new students who do
not have approved applicaticns on file from the previcus year.

Eligibility Criteria

© For a child t© be eligible for free or reduced price benefits,
the household MUST submit a complete applicaticn and bz either
categorically eligible or income eligible. _

- Complete Application -~ An applicatiocn that contains all
_regquired information for making an eligibility determination
as discussed below.

- Categorical Eligibility - A cniléd for whom food stamps/AFDC
is received . is autcmatically eligible for free meals cr milk
when the household subnits a complete application as
indicated below.

~ Income Eligibility - A child from a household that submits a
complete applicaticn and the sum of the reported inceome for
the household is at or belew 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
tc ensure that the household submitted a complete application.
If the application is complete, the official MUST then
determine whether the household is categorically eligible or
income eligible for kenefits.

© U.S. citizenship is not a condition of eligibility for free
and reduced price kenefits. SFAs MUST apply the sane
eligibility criteria for citizens and non-citizens.

Complete 2Application

c A complete apblication MUST include all the following reguired
information before the determining cfficial can make an
eligibility determination:

o FPor food stamp/AFDC households — Reguired informaition to
determine categeorical eligibilitv:

l. Name of the child,
2. The child's food stamp or AFDC case number, and
3. Signature of an adult household member.

© For non-Focd stamp/non—-AFDC households - Reguired
informaticn~to determine income eligibility:

th
o]
H

1. Names cof 211 household members including the child
whem applicaticn is made:

25
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2. Social Security number of either the adult who signs the
application or the primary wage earner or an indication
that the household member does not have a soclal security
number; ‘

3. The current amcunt of income received by each householid
member identified by the individual whe receives it, the
source of the income, such as wages, welfare, alimony,
and how often +he individual receives it, such as weekly,
every two weeks, monthly, etec; and

4., Signature of an adult household menber.

o For foster children - Required jinfermation fto determine
income eligibility:

1. Name of the child,
2. Child's. perscnal. income, and
3. Signature of an adult household member.

¢ For children from mixed househeolds:

If a child.is net a2 member of a fcod stamp household or an
AFDC assistance unit, but resides in a larger hcusehold with
cther children who are food stamp or AFDC recipients, the
applicatioii feor that child MUST include all information to
establish income eligibility for that child; i.e., the names
of all household members, the social security nunmber of
either the adult who signs the application cr the parent or
guardian who i1s the primary wage earner responsible for the
care of the child or an indicaticn that the household member
does not have a social security number, the amount of income
received by each household member identified by the
individual "who receives it, the scurce (including the amount
of any AFDC or cther welfare grant), how coften it is
received, &nd the signature of an adult hcusehcld nmember.
Food stamp benefits are not counted as inceme. When the STA
uses a multi-child application, the application would
include both the food stamp/AFDC case number(s) for tThe
child(ren) who are categorically eligikle and the househeold
size/incomeé infermation for the income eligible child(ren).

The STA MUST net delzy abproval of the application i1f the
househeold fails to prdvide any nenregquired information, for
example, the household does not complete the racial/ethnic
identity gquesSticn. -

Cemputation of Current Income

o

Households MUST provide the amount cf income received,
identified by the individual who received it, where it ccmes
from, such as wages, welfare, etc, and how cften it is
received., It is the respeonsibility of the determining

26
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official to compute the househeld's teotal current income and
compare the total amount to the IEGS.

When households report 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
eguivalent, such as a monthly eguivalent, and total the sums
to determine total household income. The official MUST then
compare this_figure and the household size tc the IEGs and
determine the eligibility of the househeld.

To compute monthly income:

Every Week: Multiply the total gross inccome by 4.33.
Every Two Weeks: Multiply the total gross income by 2.15,
Twice a Month: Multiply the total gross income by 2.

To compute annual inéome;

Every Week: Multiply the total gross income by 52.

Every Two Weeks: Multiply the total gross income by 26.

Twice a Mcnth: Multiply the teotal gross inccme by 24.

Applicaticen Appreoval or Denial

=

Households that submit a complete application which includes a
valid feed stamp or AFDC case number for the child for whom
appllcation i1s made MUST be approved for free benefits.

- School officials should contact local Fcod Stamp and AFDC
officials if there is any doubt concerning the validity of a
case number.

Households that submit a complete applicatien indicating that
total heouseheld income is at or below the inceme limits for
free or reducded price benefits MUST be approved for free cor
reduced price benefits, as appropriate.

Househeolds that submit an incomplete application cannot be
appreved. If any regquired infermation is missing, the
information MUST be cobtained befcore an eligibility
determination can be made.

- To get the required information, the school may return the
application to the houssheld or ccntact the househeld either
by phone or in writing. The determining official should
document the detazils of the contact, and date and initial
the entry. Exception: if the application is missing the
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signature of an aduli household member, the application MUST
be returned tc the household. In signing the application,
the househcld member is certifying that the information on
the application is true and correct.

- Every reasgnabkle. effort sheould be made to obtain the missing
required information prior to denying the application.

Housenolds that are nect categorically eligible or inccme
eligible canrot be approved for benefits.

If there are inconsistencies or any questions ceoncerning the
required eligibility infermaticn preovided, the household's
application MUST be denied, unless the inconsistencies or
guestions are resolved (for instance, if it is unclear whether
the househecld provided weekly or biweekly income). The
official may contact the household prior to denial, document
the details &f the contact, and date and initial the entry.

Temporary Appreval

o}

When a household reports zero income or a temporary reduction
in income, eligibility MUST ke determined based on the present
rate cf income rather than on regular annual income. Heowever,
the approving official should issue temporary approval ¢f the
application. _

The timeframe for a temporary approval may vary depending on
the household's circumstances. For example, the primary wage
earner expects te return to work in 2 weeKs. In general, 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 schoecl should contact the household
to determine _if the household circumstances have changed. If
there has been nc change, the school should document the
contact and extend tha temporary aprproval. If the household
circumstances have changed, the school should send a new
application to the household sco that they may reapply for
benefits. Exception: Zero income on an applicatien for a
foster child or instituticnalized child is acceptable and may
be approved for the schocl year.

Eligible children should receive temporary approval in the
following types of eccnomic Situations:

- Tempecrary layeffs,

- Strikes (vdluntary work stoppage),

- Temporary receipt cf public assistance (in cases where the
aprlication specifies receipt cof public assistance for a
limited time), '

- Zerc incom&, for whatever reason (except foster children and
institutionalized children),

- Temporary disability.
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Households That Fail +o 2Apply

O

Notification of the Eligibility Determination

s}

lLocal officidls may complete anl applicaticon for a student
¥rnown to be eligible 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 sife and income infermation available and make an
eligibility determination. The source of the information MUST
be noted on the application. A household social security
number, househcld names, and signature of an adult household
member need Tot be secured. These applications should ke
excluded frorm verificatieon. However, the heousehold MUST be
notified that the student has been certified and is receiving
free or reduCed price benefits.

This cption is intended for limited use in individual
situaticons and MUST not be used to make eligibility
determinations fer categeories or groups ef children.

All households MUST be notified of their eligibility status.

Households déhnied benefits MUST be given written notification
of the denial. The notification MUST advise the household of:

- The reason for the denial cof benefits;

- The right to appeal;

- Instructicns on how to appeal; and

- A statement that househclds may reapply for free and reduced -
price benefits at any time during the scheol year.

A sample notification letter is on page 36.

Changes in Househeld Circumstances.

c

If approval for benefits was bkased on inceme and household
size, the househecld MUST repeort increases in income of over
$50 per month or $600 per vear and any decreases In household
size. -Wnen a household reports such changes, the SFaA MUST
review the information, make any appropriate change in
eligibility and notify the hcusehold.

If appreval was based on receipt of food stamp or AFDC
benefits, the household MUST report when it no lcnger receives
benefits fer 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/inceme eligibility
information, as well as a social security number for either
the adult househcld member who signs the applicaticn or that
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of the primary wage earner respensible for the care of the
child. The determining official MUST review the infermation, -
make an eligikility determination and notify the househeold of
the determination.

Appeals . _

o A household may appeal the denial of benefits or the level cof
benefits for which they have been approved. .. When a household
requests an appeal, the hearing procedures cutlined in the
STA's .free and reduced price pclicy statement MUST be
followed. Hearing recuirements are described in the prototype
pollicy statément on page 85.

Recordkeering

o All free and reduced price applicaticns, including
applicaticns from households denied renefits and inactive
applications, MUST be kept on file for a minimum cof 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 required for
resclution of the issues raised by the audit.

© For applicaticns from househclds apprcved for benefits, the
determining official sheuld 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 households denied benefits, the
determining official MUST identify and retain on file the ..
reasons for-the denial. Records shcoculd alsc include the date
of the denial, the date the denial notice is sent and the name
of the determining official. These may be noted directly on
the application.

o For changes Tin application status, determining officials
should note-the change and the date of the change cn the
application and on any rosters used. When a child transfers
to another school within the same schocl fcod autheority, a
copy of %the application MUST be retained at both the sending
and receivirg schools and the date of the transfer noted.
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INCOME ELIGIBILITY

General _
To determine indome eligibility for benefits, schocl cfficials
MUST compare the housshold size and the total househcld income to
the IEGs. Schocl officials may be asked by househclds for
guidance on whe to include as a household member or .what to
include as inceome on the application for kenefits. Although
schoel officials may have to use their own discretion in scme
instances, the following guidelines are intended to provide
assistance in answering guesticns from househclds and in making
income eligikility determinaticns.

General Guidelines for Determining Heusehold Size

o Heousehold (Family) - A group of related or unrelated
individuals who are hot residents of an instituticon or
boarding heuse, but who are living as one economic unit.

¢ Economic Unit - A group of related or unrelated peoplile who
share housing and/cr all significant income and expenses of
its members. Generally, individuals residing in the same
house are an economic unit. However, more than cne eccnenic
unit may réside together in the same house. Separate-
economic units in the same house are characterized by
prorating of expenses and econonic independence from cne
another. _-

© Household of One -~ A one-person household. This term
applies tc an emancipated student living alone or as a
separate economic unit, a foster child, and an
ingtituticnalized child.

Special gsituations

o Adopted Child - An adopted child for whom a household has
accepted leégal respensibility is considered to be a nember
cf that household. -

¢ Child Attending an Ingtitution - A child who attends but )
does not reside in an institution is considered a member of
the househeld in which he/she resides.

o Child Away at School - A child who is temporarily away at
school (e.g., attending boarding school cr college) should
be counted as z member of the household.

c €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 witl
cne parent,; other relatives or friends of the family, the
child is considered to be a member of the household with
whom he/she resides. Children of divorced or separated
parents are generally part ¢f the househecld which has
custedy. -

c Emancipated Child « A child determined tec ke emancipated by
the State .and living alone cor as a separate eccnomic unit is
considered a housenold of one. In some cases, an

- emancipated child may be living with relatives or friends,
none of which are adults. If the househecld is one eceonomic
unit, all income and househcld members MUST be included to
determine eligibility. Age is not a factor in defining an
emancipated child.

o Foreign Exchange Student - A foreign exchange student is
considered a member of the hcusehcld in which he/she
resides, ive., the household hosting the student.

o Foster Child - A foster child is a child who 1is living with
a household but who remains the legal responsibility of the
welfare ageéncy or court. Such a child is ceonsidered a
heocusehold of one.

© Institutionalized Child - An institutionalized child is a
chilé who resides in a residential-type facility which the
State has determined is not a boarding schocl. Such a child
is considered a hcuseheold of one.

o Joint Custody - In cases where jeoint custcedy has been
awarded and the child physically changes residence, the
child is part of the househcld where he/she resides.
Therefore, the child's eligibiliity could change monthly,
weekly cor even daily depending on the rotating time perioeds
at each household. The SFA must develop a mechanism to
ensure that the child receives the benefits to which the
child is entitled duing periods of eligikility.

o Family Members Living Apart - Family members living apart on
a temporary basis are considered househcld members. TFamily
members living overseas or not living with the househeld for
an extended pericd of time are neot considered members ¢f the
housencld for purposes of determining eligibkility, but any
money made_avallable by them or on their behalf for the
nouseheold is included as income to the household.

General Guidelines for Determining Household Income

o Reportable Income - Income ls any meney received on a
recurring basis, including gress earned inceome, unless
specifically excluded by legislation. Specifically, gross
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earnad income means all money earned before such deductions
as income taxes, employee's social security taxes, insurance
premiums, and bonds. Income includes the feollowing:

- Earnings from werk: o
Wages, salaries, tips, commissions, net income from self-
owned businesses and farms, strike benefits, unemployment
compensaticn, workers' compensation.

- VWelfare/Child sSupport/alimony:
Public assistance payments/welfare payments (AFDC, Aid to
Dependent Children (ADC), General Assistance, Genaral
Relief, etc.); alimony cor child support payments; BUT NOT
TOOD STAMP RBENETFITS.

- Payments from Pensions, Retirements, Social Security:
Pensions, retirement incecme, social security,
supplemd&ntal security incceme, and veteran's payments.

- Any Other Tncome:
Rental income; annuities; royalties; disability benefits; .
interest; dividend income; cash withdrawn from savings:
inceome from estates, trusts, investments; regular
contributions from persons not living in the household:
and any other money that may be available to pay feor the
child(ren) 's meals.

current Income _

¢ Household's MUST report current income on a free and reduced
price application.

o Current income means income received by the hcusehold during
the month priecr to application. If this inceome is higher or
lower than usual and does not fairly or accurately represent
the hcusehold's actual circumstances, the housshold may
project its annual income based on the guidelines identified
below. h

Special situaticns

c Projected Income for Seasonal Workers and Others - Seascnal
workers, such as migrants, and cothers whose incomes
fluctuate usually earn mere money in some months than in
other months. Conseguently, the previous month's inceome
will commonly distort the household's actual circumstances.
In these situations, the household may project its annual .
rate cf income and report this amount as its current income.
If the prior year's income provides an accurate reiflection
of the household's current annual rate of income, the prior
yvear may be used as a basis for the projected annual rate of
inconme.
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o Income for the gSelf-Emploved - Self-employed perscns may use
last year's income as a basis to preject their current
year's net income, unless thelr current net income provides
a more accurate measure.

- Self-employed persons are credited with net income rather
than gross inceme as described here. Net income for
self-employment is determined by subtracting business
expenses from gross receipts.

- Gress recelpts include the total income from geods sold
or services rendered by the business.

- Deductible business expenses include the cost of goods
purchased, rent, utilities, depreciation charges, wages
and salaries paid, and business taxes (not rersonal
Federal, State or local inccome taxes).

- Non-deductible business expenses include the value of
saleable merchandise used by the proprietors of retail
businesses.

- Net income for self-emploved farmers is figured by
subtracting the farmer's cperating expenses from the
gross receipts.

~ Gross receipts include the wvalue of all preducts sold,
money received from the rental of farm land, buildings
cr eguipment to others, and incidental receipts from
the sale of items such as woed, sand, cor gravel.

- Cperating expenses include cost of feed, fertilizer,
seed and cother farming supplies; cash wages paid to
farmhands; depreciation charges; cash rent; interest on
farm mortgages; farm bullding repairs; and farm taxes
{but not local, State and Tederal Iincome taxes).

o Income from Wages and Belf-Employment - For a househcold with
income fron wages and self-emplcoyment, each amount MUST ke
listed sepaTFately. When there is a business lcss, inccme
from wages may not be reduced by the amcunt of the business
loss. If ihcome from self-employment is negative, it should
be listed as zero income.

40

F - 30.5x




o . Income Exelusions - Inccme not to be reported or counted as
inceme in the determinaticn of a househeold's eligibility feor
free and redlced price benefits includes:

- Any cash income cr value of bénefits a househcld receives
from any Federal program that excludes such income by
legislative prohibitien, such as the value of food stanmps
provided under the Food Stamp Program; (See page 43 for a
cemplete 1list) )

- 8tudent financial assistance provided for the costs of o .
attendance at an educational institution, such as grants and
schelarships, awarded to meet educational expanses and not
available to pay for meals;:

- Loans, such as bank lecans, since these funds are only
temporarily avallable and MUST ke repaid;

= The value cf in-kind compensation, such as military on~base
housing or—any other non-cash benefit; and

- Occasional earnings received on an irregular basis: i.e.,
not recurring, such as payment for occasional babysitting or
mowing lawns.

Special Bituations

¢ Military Benefits - Military benefits received in gash, such
as housing allowances for military households living cff-
base and focd or clothing allowances, MUST be considered as
income. An in-kiné benefit, such as on-base housing, is net

counted. _

o Feoster Child's Income - Only the child's inccome is
considered for ellglblllty purposes. The child's income
includes: :

- Funds previded by the welfare agency which are .
specifically identified by category for. the perscnal use
of the child, such as for clothing, school fees and
allowandes. 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 cannct be identified by
categery, nc portion of the provided funds is considered
as incomre.

= Other funds received by the child, including any income
the chiid earns for full-time or regular part-time
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employment, and money provided by the child's family for
perscnal use. _

Institutienalized Child's Income - Payments from any source
directly received by the institution on a child's behalf are
not considered as income to the child. ©Only the income a
child earns from full-time or regular part-time employment
and/cor personally receives while in residence at the
institution is considered as income.

.Child's Income - The earnings c¢f a child who is a full-time
or regular part-time employee MUST be listed on the
applicatien as inceme. However, occasional earnings, such
as income from occasional kabysitting or mowing lawns,
should not be listed on the application as incone.

Alimony and Cchild support - Any money received by a
household in the form of alimony or child support is

considered_as income to the receiving househeld. However,
any money paid out for alimeny or child suppcrt may not be
deducted from that household's reported gross income.

Lump Sum Payments - Lump sSum payments cor largs cash
settlements are not counted as income since they are nect

received on a regular kasis. These funds may be provided as
compensation for a loss that MUST be replaced, such as
payment from an insurance ccmpany for fire damage to a
house, or they may be payments from lottery or other
winnings. When lump sum payments are put into a savings
acccunt and the household regularly draws from that account
for living expenses, the amcunt withdrawn is counted as
inccme.

Garnished Wages and Bankruptcy -~ Inccme is the gross income
received by a household before deducticns. In the case of

garnished wages and income crdered to be used in a specified
manner, the total gross income MUST be considered regardless
of whatever portions are garnished or used toc pay creditors.
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CATEGORICAL ELIGIBILITY

Application Recuirement

o A child from a household currently certified to receive faod
stamps or from an AFDC assistance unit i1s categorically
eligible £0r free benefits.

o SFAs MUST provide a household applying for free and reduced

" price meals for their child the opportunity teo indicate on
the application that the child is categorically eligible for
free benefits.

© When a household submits a complete application that
contains the name cf the child, a current food stamp/AFDC
case number and the application contains an adult signature,
the determining official MUST approve the child for free
meals or free milk, as applicable. No further application
informatiofl is regquired.

Direct Certification

© A recent legislative preovision now allows the SFA to
determine a child as eligible for free meals or free milk
based on information obtained directly from the State cor
local agency responsible for the administration of the Food
Stamp Program or AFDC Program that a child is a member of a
household currently certified to receive food stamps or an
assistance unit currently certified to receive AFDC
kenefits.

o School food authorities MUST have State agency approval, and
State agencies MUST ensure that schocel food authorities!
plans include the folleowing:

{1} Documentation for those children certified as eligible
by direct certification which includes a list of names
of children from households currently certified %o
receive food stamps or AFDC; specific identifying
information, such as the c¢children's birth dates,
addresses, parents' names, soclal security numbers or
other- appropriate personal identifiers, which will
match the names c¢cn the list with the names of the
children attending schecols in the school food
authority; the signature cf the responsikle official
certifying that the children are members cf households
currently certified to receive food stamps or AFDC; and
the dazte. - .
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(2} A notice to households advising them that their
children are eligible for free meals or free milk, as
appropriate and that neo further application is
recuired; that the household should notify the school
if they do not want their children to receive free
benefits; and that the household MUST notify the school
when they are no longer certified to receive food
stamps or AFDC.

{3) The distripution of letters/notices and applications to
householids of all children at the beginning of the
school year tc prevent overt identification and to
ensure that ne child is inadvertently excluded from
participation. The letter/notice MUST advise that
households currently certified to receive food stamps
or AFDC for their children will be neotified of <heir
eligibility and their children will be provided free
benefits, unless households notify the schocl that they
decline benefits; and that food stamp and AFDC
households should not submit an application unless they
are not notified of their eligibility by a specified
date, as determined ky the school.

© State agencies and school food authorities should be aware
that while compliance with the above reguirements is
sufficient for School Year 1590-19%1, procedures for School
Year 1991-1992 may change as a result of the regulaticn
comment process.
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VERIFICATION OF ELIGIBILITY FOR SCHOOL MEALS

Definitiecn

Verification is confirmation of eligibility for free and reduced
price meals under the National Schoeol Lunch Program or School .
Breakfast Program. Verification MUST include either

confirmation of=income eligibility or confirmation that the chiid
is included in & currently certified food stamp household or AFDC
assistance unit. At State or local discreticn, verification may
alsc include coffirmation of any other information on the
application which is required as a condition of eligibility.

Exemptions from Verification

© Verification efforts are not reguired in:

- RCCIs, exceépt for applications for any day students
attending the institution:

- schools in which FNS has approved special cash assistance
claims based cn economic statistics regarding per capita
income, i.e., Puerto Rico and the Virgin Islands:

- schools in which all zhildren are served with no separate
charge for food service and ho special cash assistance is
claimed, iJe., nonpricing programs claiming only the paid
rate of reimbursement; and

~ schocls participating in the Special Milk Program. (Ncte:
Schools may choose not to count applications feor children in
split-session kindergarten programs participating in the
Special Milk Program in meal program schools when
determining the verification sample size.)

~ SFAs in which a2ll schools participate in the Special
Assistance Certification and Reimbursement Alternatives
except in those years in which applications are taken for
all children in attendance.

General Reguirements

o Annually, each SFA MUST select and verify a sample of
applicationg  approved for benefits, unless the SA assumes
responsibkility for verification or the SFA is ctherwise exempt
from the verification regquirement.

o SFAs MUST use either a "random" sampling methed or "focused!
sampling method to select applications to be verified. (The
SA may reguire all its SFAs to do either random or focusead
sampling.) ' ’ :

© The required sample size is based on (1) the total number of
approved applications on file on October 31 and on (2) whether
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Implementation

the SFA employs random or focused sampling for selecting the
applications fo be verified.

- Under randcom sampling the SFA MUST verify a minimum of the
lesser of 3 .percent or 300C of the total number o©of approved
applications, selected randomly. '

- Under focuséd sampling, the SFA MUST verify a minimum of (1)
the lesser of 1 percent or 1,000 cf the tectal number of
approved applications, selected frecm applications with tetal

- household income within $100 meonthly or $1200 annually of
the IEGs fof free and reduced price meals; BLUS (2} the
lesser of I5 percent (one half of 1 percent) or 500 of the
total number of applications that were approved based con
categerical eligibility, selected from applications with a
food stamp or AFDC number.

The SFA MUST complete verification of the minimum recquired
sample size by December 15. Completion of verification is
discussed further on page 6C.

Verification MUST take place after the applicaticn has been
approved ever; whnen the SFA requires households tec subnit
documentaticn of eligibility with the applicaticn.

Q

Although the required sample size under beth random and

focused sampling is based on the number cf approved

applications on file on Cctober 31, SFAs may begin

verification pricr to this date. §SFAs may, based on

experience, project the number of approved applications that

they anticipate will be on file on Octcbker 31, However, the

SFA MUST compare this estimate with the actual number of

applicaticns on file on QOctobker 21 and increase the sample

size if the total number of approved applications on file : _
exceeds the estimate.

SFAs may verify more than the required minimum sample, up to
100 percent of all approved applications, as lcng as the
selection of @pplicaticns does not involve discrimination
against anyone on the basis of race, color, naticnal origin,
age, sex or handicap. The SFA has an cbligatiocn to verify all
questionable applications. ‘

The SFA MUST complete the verification prccess for all

households that have been notified cf their selection for
verificaticn and have been asked to submit verification
information.  For example, the SFA cannot select 5 percent of

the applications on file and notify those households cof their -
selection with the hopes of getting 3 percent tec respond to
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fulfill the verification requirement. The SFA MUST followup
with any household notified of their selection.

o SAs that are assuming the verificatiocn responsibility for any
or all of its SFAs may use a method cther than random or
focused selecticn.

© When calculating sample sizes, round all fractions or decimals
upward to the nearest whole number.

Random Sampling .

© Under the randem sampling method, each application MUST have
an egual chance cof being selectead.

o Regquired Random Sample Size and Selection

- The minimum required sample size 1s 3 _percent or 3000,
whichever is less, of all approved applications on file on
October Z1l.

© Calculation and selection of the minimum reguired number of
applications in the SFA to verify under random sampling:

Step 1.

tep 2.

Step 3.

Count the total number of approved applicaticns on file
on Octeober 31. Multiply the total by .03. Round
decimals upward. At least one application MUST be
verified.

e.g. 300 applicaticns x .03 = 9 applications.

Compare -the result in Step 1 to 3,000. The sample size

is the lesser number.

e.g. In this example, 9 applicaticns MUST be verifled to.
meet the reguired sample size.

Randorly select the reguired number cf applications.

(1) A selection interval may be used. This can be
acconplished by dividing the total number of approved
applications ¢n file in the SFA by the sanple size to
determine the selection interval {if there are 30C
applications on file and 9 are reguired to be verifiled,
divide 300 by 9 = 33.3. In this case, the selection
interval is 33. Number all the applications. Randorly
select an applicatiocn from the tctal appreoved, and then
choose every 33rd application until 9 applications have
been selected.
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(2) Ancther random method of selecticn would be to put
all the applications in a contalner and draw the regquired
number of applicaticns.

Focused Sampling

o

A

minimum regquired percentage or number of applications

approved based on income eligibility MUST be selected for
verificaticen AND a minimunm reguired percentage or number of
applications approved based on categerical eligibility MUST be
selected for vVerification.

Required Focused Sample Size and Selection of Applications

Foy applicdtions approved based on income information:

1 percent of the total number cf all approved applications
in the SFA or 1000 applications, whichever is less (the
calculation includes applicaticns approved based on inccme
eligibility and those approved based con categorical
eligibility):

Select the 1 percent from applications that were appreved
based on househcld size/income informatieon and that indicate
teotal houssheld income within $100 ($1200 yvearly) of the
inccme eligibility guidelines;

AND

For applications arproved based on categorical eligibilityv:

.5 percent-of the total number of applications in the SFa
approved based on categorical eligibility or 500
applications, whichever is less;

Select the .5 percent from the applications approved based
cn categorical eligibility

. The calculation of the minimnum reguired number of applications

with income infecrmaticon and the minimum number of applicatiocns
with AFDC/focd stamp case numbers that MUST be verified in the
SFA under focused sampling follows:

Step 1. To deterTiine the number of applications with income

information that MUST be verified, count the total number
of approved applications on file on October 31. Multiply
this number by 1 percent, round any decimals up.

e.g., 50 applications with inceme infermation plus 250
applications with food stamp/AFDC case numbers = 300
total applicaticns x .01 = 3 applications.
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Step 2. Compare the result in Step 1 to 1,000. The reguired
number of aprlications with income infeormation to verify
is the lesser number. In this case, 3 applications
approved based on income eligibility MUST be verified;

Stepr 3. Tec determine the number of applications with food
stamp/AFDC case numbers that MUST be verified, count the
number that were approved based on categorical
eligibility. Multiply this number by .005, round any
decimals up:

e.g., 250 applications with Food stamp/AFDC case numbers
x .005 =_1.2% = 2 applications.

Ster 4. Compare the result in Step 3 to 500. The reguired number
cf applications with a food stamp/AFDC case number to
verify 1S the lesser number., In this example, 2
applications approved based on categorical eligibility
MUST be wverified.

3tep 5. Separate the applications into two groups: (1) the
categorically eligible zpplicants that provided an AFDC
or food stamp case number; and (2) the applicants that
were approved con the basis cf income infeormation.

Step 6. From the _greoup that reported inceome information, select
the reguired sample size (as determined in Step 2) from
applications with monthly incomes within 3100 or annual
inceme within $1,200 of the income eligibility limits.

If there are more applications with monthly income within
these limits than needed to meet the minimum sample size,
select the sample using any method that is eguitable and
ensures that the same househeclds will neot be selected
vear after year.

If there are not enough applicaticns within the Iimits to
meet the_-required minimum sample size, complete the
sample usSing those applicaticns with monthly income
closest Yo the eligibility levels.

If the total number of applications ceontaining income
information is smaller than the required minimum sample
size, verify all applications approved on the basis of
income information.

Step 7. From the categorically eligible group, select the sample
using any method that is eguitable and ensures that the
same household is not selected each year.

© A minimum of ©ne categorically eligible applicaticn and cne
inccme application MUST be verified.
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Verification at the Time of 2Application

© SFAs may require househeclds to provide information to verify
eligibility for free and reduced price benefits at the time of
applicaticen.. Scheools electing this option are cautioned that
they MUST NCOT allow verification efforts to delay the approval
of applications; nor can scheoels disapprove applications based
on informaticn submitted for verification. If an application
is complete and indicates that the child is eligible for free
or reduced pTrice benefits, the application MUST be approved.
Only after the determination of eligibility has been made can
the scheool kegin the verification process. Schools electing
this cption MUST observe the following procedures:

1. Hotice to Household - Include in the notice to the
household a statement that, although the initial eligibility
determination will be based solely on the application,
households are reguired te submit verification of eligibility
infermation with thé application.

2. Determination of Eligikility - As applications are
returned, review each applicaticn to determine household
eligibility based on the submission of a complete application.
Houssholds MUST be informed cof this initial determination of
eligibility. Lack of verification infermation or submission
of verification information that does not support the content
of the application MUST NOT affect the initial determination
of eligibkility.

3. Review of Verification Documentation and Notice cf 2adverse
Actien - Any household which fails to submit requested
verification infeormation ky the date specified ky the SFA or
which submits verification information which does not support
the initial determination of eligibility, MUST be sent a
notice of adverse action. This notice MUST include all the
required items in the standard termination/reduction notice,
including giving the household 10 days advance notice cf the
termination or reduction of thelr benefits. (Note: This step
may be combined with Step 2 s$2 that the notice of initial
approval and netice of adverse acticn are combined in a single
letter.) - ) ' '

o ©Once households have been notified of selection and requested
to provide income documentation, the SFA MUST complete the
verification process for such households. Verification
efforts should be completed within a reasonable time.

Househeld Notification of Belection fer Verificatien

© When a househcld is selected for verification and is required
by the SF& to submit documents or cther forms of evidence to

54

F - 30.53]




document eligibility, the househcld MUST be sent a
notice/letter informing them of their selectien and of the
types of infeormation acceptable ©o the SFA (see2 pages 69-71).
The letter/notice MUST include the following:

1. -That the household has been selected for verification:

2. That the household MUST provide the sccial security
number -for each adult househecld member or indicate that a
household member does not possess one;

3. A Privaly Act statement (See page 5 for the Privacy Act

reguirements)
4. The types c¢f acceptable information that may be provided

to confirm current inceome, including pay stubs, award -
letters from welfare departments, social security, and

support payment decrees from courts (See page 71 for an
example) ;

5. That the household MUST submit documentation of income
received during the most recent menth that is available.
If this amount is not representative, the househcld
should contact the SFA for assistance in determining
accertable documentation:

6. That the household may provide proof that the child is a
member of . a currently certified food stamp/AFDC househeld
instead cf providing income infermaticen and social
security numbers of adult househcld members:

7. That informaticn MUST be provided by a date as specified
by the SFa and that failure to do so will result in
termination of benefits; and

8. .The name and telephone number of a school official who
can answer guestions and provide assistance.

When the SFA uses agendy records (see page 56 "Agency
Records") to wverify eligibility, the letter/notice of
selection i1sTHCT reguired, since the hcusehcld will not have .
to provide deocuments and household cooperation will not be
necessary.
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Verification Methods

c

‘Written Evidence - Written evidence 1s the primary source of.

eligibility confirmation for all househelds including fcod
stamp and AFDC households.

- Written Evidence 1s most often pay stubs from employers or
award letters from welfare departments or cother government
agencies submitted by the household to the verifying

-officials as confirmation of eligibkbility.

- Acceptable written evidence contains the name of the
household member, amount of income received, fregquency
received and the date.

Collateral Contacts - A collateral contact 1s a person outside
cf the househecld who i1s knowledgeable about the household's
circumstances. and can give ceonfirmation of a household's
inceoeme or food stamp/AFDC status.

- Cellateral contacts include employers, social service
agencies, migrant workers' agencies, and religious or civic
organizations.

- The verifying official should request a collateral contact
only in cases when the househeld has not been able to
provide adequate written evidence.

- The verifying cfficial MUST give the household the
opportunity to designate the collateral contact. However,
the verifying officlial may select a ccllateral contact if
the household fails to designate one or designates one which
is unacceptable to the verifying official. In either case,
ne centact may be made without first neotifying tThe heousehold
and cbtaining their permission.

- A1l cocllateTal contacts are to be documented, dated and
initialed. ’

Agency Records - A houseshold's eligibility may ke confirmed
through the use of information maintained by other government
agencies to which the SA, SFA or schocl has legal access.
Although USDA regulatiens deo not reguire that households be
notified ¢f selecticn when verificaticn is made thrcough agency
records, such agencies may have their own notification
requirements._— - - :

- One scurce cf agency reccrds is the wage and benefit
infoermaticon maintained by the State empleyment agency, if
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that infeormation is available to the verifying official.
Such recgrds are State records, and the release of
information maintained by State employment cffices is
governed kY State law.

- The SFA may also submit the names and case numbers of
categorically eligible households to the local food stamp or
AFDC office. Food stamp/AFDC offices are permitted by law
to release.eligibility information from their files to other
Federal asf€istance programs and federally-assisted State

_programs. =

-~ When using agency records, the SFA should request
1nformatlon for the nost recent month avallable. Housenolds

through svstems of records MUST be qlven_the opportunltv to

send more recent income information during the 10-day period
of advance notice of adverse action. (See page 77)

Verification of Income Eligikility

© Reguest for Written Evidence

o The notification of selection for verification (sSample on
page 69) MUST include a request for the househeld to submit
written evidence cf current inceme for all househcld menmbers
and the sccial security number of each adult household
member 21 years of age or older.

© One of the following three situaticns will result:

1) The household submits the reguired soclal security
numbers and written evidence of current income that
confirmg the eligibility determination previously made.
VerificZticn is considered complete.

2) The household subnits the recuired social security
numbers and written evidence of current income that shows
that the household's eligibility should be for either =
higher or lower level of benefits than the eligibility
determinaticn previously made. Verification is
considered complete when the letter of adverse action is
sent or the hcousehold is notified that its benefits will
be increased.

3} The household does not respond to the regquest for income
informaticn and/or social séd¢trity numbers or submits
insuffi@ient or obsclete written evidence. When either
situation occurs, the SFA can do cone of two things:

- Schocl officials may contact the househeld to request
the missing written evidence and inform the household
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that failure to comply or te designate a collateral
contact will result in termination. If the household
subseqguently ccoperates, then either # 1 or 2 2 above
would ‘apply:; ' I o '

= School cfficials may terminate the heousehold for
failure to respond to the reguest for written evidence.
Verification is considered completed when the advance
notice of adverse acticn is sent to the household.

Verification Using Collateral Contacts

© When the househcld has been unable to provide adequate

written evidence, the household may identify a collateral
coentact from which the SFA could obtain the regquested
informatiofi, either orally cr in writing.

A collateral centact would not be expected to provide social
security numbers of the adult household members. These
still MUST be provided by the household.

The SFA will examine any written information provided by the
collateral contact or evaluate any oral information. Based
on this, either situaticn # 1 or # 2 discussed above would

arply.

If the collateral contact is unwilling or unable tc provide
the reguested information, then the househecld is to be
terminated for failure to¢ respond as discussed in # 2 above.

" Yerification Using Agency Records

© A househeld's eligikbility may be confirmed through the use .

of information maintained by cther government agencies to
which the SFA has legal access. See page 56 for more
details. - '

The SFA will examine the information received from the
agency. Based on this review, either situation # 1 or = 2
would apply. Except that, households which dispute the
validity of—the information MUST be given the opportunity *o
provide more recent income information during the 10-cay
advance notice period of adverse action.

Advance Notice of Adverse Action

c All househeclds with children for whom benefitz are to be

reduced or terminated MUST be given 1C days written advance
notice of the change.
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© The first day of the 10 day advance notice period is the day
the notlice-is sant.

© A sample nctification of adverse action is on page 77.

Verification of Categerical Eligibility

o Recquest for Written Evidence

0 A schoel can place the responsibility for verifying receipt

. 0f food stamps/AFDC kenefits cn the household. The
notificatiocn of selection (sample on page 6%) MUST include a
request for the household teo submit written evidence of
current certification to receive food stamp/AFDC benefits.
Every time "a household is approved for fcod stamps/AFDC,
they are furnished with a written letter of certification or
notice of £ligibkility. The verifying official sheculd
examine this notice of eligibility to ensure that the child
for whom application was made is part of a household
currently participating in the Food Stamp/AFDC Program. If
a food stamp househcld has misplaced the notice of
eligibility or notice of certificaticn, a current ,
"Authorization te Participate" (ATP) card is adeguate proof
of current certification. ATP cards are usually issued once
a month and are immediately redeemable by the houseshold at a
bank cr elsewhere for the actual food stamps.

© A fcod stamp/AFDC document that does net specify the
certificatidn period is pot adeguate for documentation. For
example, the food stamp identification card is not
acceptable because it usually does not have an expiraticn
date.

© A household which does nct have satisfactory food stamp/AFDC
documentation may request a signed, dated letter from the .
focd stamp/AFDC office certifying that the child is part of .
a household currently receiving benefits.

© Verificatich is complete when the household submits adequate
documentatidn of current participation in either the Food -
Tamp or AFDC Program cr a letter of adverse action is sent.

o Agency Records

o Verification of eligibility for househelds that provided a
food stamp/AFDC case number on the application may be
accomplished by submitting a list ¢f names and food
stamp/AFDC case numbers to the local food stamp or welfare
office for Confirmation of receipt of benefits (Agency
recerds) .
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o To fac¢llitate the verification process, contact should be
made with the lccal food stamp/welfare office prior to
subnmitting such lists to discuss the methods by which
verificaticn requests should be handled. SFas that verify
eligibility through the local food stamp/AFDC office should
de sc as early as possible. This will ensure that there is
sufficient time for that office tc respond to the reguest,
and sufficient time to acguire other verificaticen if
households are identified as pot currently receiving feood
stamps/AFDC or if the food stamp/AFDC office dces nct

s respond in a timely manner. If circumstances bsyvond the
contrel of Tthe SFA delay verification, the SFA may request
that the SA allow an extension of the verification deadline.
Any extension of the deadline MUST be approved by FNSRO.

o A sample letter and a form for SFAs to use in reguesting
assistance from a fcod stamp/AFDC office are included cn
pages 74-75.

© Verification is complete when the lccal focod stamp/AFDC
cffice certifies that the househeold is currently receiving
food stamps or AFDC cr a notice of adverse acticn is sent.

o Advance Notice of Adverse Action

© When i1t is determined that the child is net part of a
househeld currently receiving food stamps/AFDC, the
househecld MUST be given 10 days written advance notice of
termination and MUST be infermed that to continue school
meal benefits they MUST:

(1} submit an application providing income information;

{2) submit names and social security numbers for each adult
household member; and

{3) submit-written evidence which confirms current
househcld incone :

© The first day of the 10 day advance notice peried is the day
the notice is sent. ,

o A sample notification cof adverse acticn for food stamp/ATFDC
households i1s on page 78.

Cempletion of Verification

© Verificaticn-of the required sample size MUST be completed by
December 15 .of each year. If the SFA believes that it will
not meet this deadline, a written reguest for an extension
MUST ke submitted to the SA pricor to December 15. This
regquest MUST then be submitted tc FNS for approval.
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o Verlfication-of an individual application i1s completed when a
household's ellglblllty for the level of benefits for which it
was approved is: :

) confirmed,

y  changed’ to a higher level of benefit, or

) a letter of adverse action has been sent informing the
household that benefits will be reduced

(4) a letter of adverse action has been sent informing the

househeold that benefits will be terminated.

e,
Lo

Verification Resgults

o Verification of a househcld's income eligikility for free or
reduced price meals MUST result in one of the following:

- No change jin benefit level - The househeld's current
documentation supports the level of benefits for which the

household has been approved.

- i ir i evel - The hcusehgld's current _
documentatlon ldentlfles income tec high for the level of
benefits for which the child has been approved, Therefore,
the household's eligibility MUST be changed frem free to
reduced price or from reduced price to paid.

- Increase in benefit level - The household's current
documentation qualifies the household for free meals rather
than reduced price meals. Therefore, the househecld’'s
eligibility MUST be changed from reduced price to free
meals, —

- Terminatiof of henefits -~ Free and reduced price benefits
MUST be terminated for households that do neot respond to
verification efforts or whose current decumentation does not
support eligibility for either free or reduced price meals.

o If verificaticn TYesults in a change in benefit level or
termination, the change MUST be extended to zll children in
the heousehcld whe were determined eligible by information
which no lenger supports the bsnefit level.

o If verification results in higher benefits (e.g., a child who
is moved from the reduced price to free category), this change
is effective Ammediately. Parents should be notified througn
whatever channels the SFA uses to notify the househeld of
approval for.benefits.

Notification of Adverse Action

o All households for whem benefits are to be reduced or
terminated MUST be given 10 calendar days advance notice of
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the change.  The first day of the 10-day pericd is the day the
notice is sent. T

© The first day cof the advance notice pericd is the day the
notice is sent. ' :

o The notice MUST advise the household of the following:

- The change in benefits:

- The reascons fcr the change;

- That an appeal MUST be filed within the 10 day advance
notice period to ensure continued benefits while awaiting a
hearing and decision;

- The instructions on hcow to appeal;

- That the Household may reapply for benefits at any time
during the school year; and

- That food stamp/AFDC households may submit an application
containing househcld names and income information and
provide written evidence of current household income and the
social security numbers of adult hcocusehcld members.

Benefits During Appeal of Verification Resultsg

© When & housshold appeals a reduction or terminaticn of
benefits within the 10 calendar day advance notice periocd, the
SFA MUST continue to provide the benefits for which the chil
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 period, the
actual reduction or termination cof benefits MUST take place
immediately after the 10 day advance notice peried.

Hearing Procedure

¢ The hearing procedure in the SFA's free and reduced price
pelicy statement MUST bhe follcowed (see page 85, "Appeal
Process").

¢ The hearing official MUST be an individual who was not
connected with the approval or verification process.

© The househcld may request a school conference prior to a
formal hearing. &any such conference MUST KNOT prejudice a
later appeal. . ’ )

Househelds that Reapply for Program Benefits

o Households affected by a reduction or terminaticn of benefits
may reapply for kenefits at any time during the school year.
However, those hcuseholds terminated for failure to respond to
verification effcrts that reapply in the same school year may
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bPe required to submit inceme documentaticon or proof of
participaticon in the food stamp/AFDC case number at the time
of reapplidation. The SFA may verify the households'
eligibility prior to approval. These are not considered new
applications, since these households did not comply with the
varification requirements.

Recoxrdkeeping

© " Documentation, as described below, i1s useful in demenstrating
compliance with the verificaticon requirements when SFAs are
reviewed by the State and would also be needed in case of an
applicant's appeal.

© SFAs MUST maintain a description of their verification
efforts. The description MUST include:

- A summary cf the verification efforts, including the
selection process and the source of information used, such
as the Food Stamp Cffice, wage stubs, and collateral
contacts. .

- The total number of applications on file on Octcber 31.

- The percentage or number of applications that are/will be
verified by December 13.

- Reasons for any denial or change of eligibility and the
date. o '

¢ Either directly on the application or elsewhere, SFAs should
keep a furll receord of:

- Dates notices were sent;

- Notes on any contacts made;

- Results Of verification and dates of any eligibility
changes; _ . )

- Signature of the verifying cfficial.
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FOOD STAMP INFORMATION

Focd stamp case number will start with the letter of the alphabet. It could
be: .

F - for food stamp

C --For child assistance (there are different kinds of assistance)
U - for unemployment or other severe need

B - for hlind

A - for aged

D

- -for disabled

The alphabet letter is followed by seven digits, a period or a dash, and two
digits. The two digits are county codes. The codes are as follows:

01 Barbour _ 15 Hancock 25 Mingo 43 Ritchie
02 Berkeley o 16 Hardy 30 Mcnongalia 44 Recane
03 Bocne = 17 Harrison 31 Monroce 45 Summers
04 Braxton B 18 Jackson 32 Morgan 46 Taylor
05 Brooke T 19  Jefferson 33 Mchowell 47  Tucker
06 cCabell ' 20 Kanawha 34 Nicholas 48 Tyler
07 Calhoun 21 Lewis 35 Ohio 49 Upshur
08 Clay - 22 Lincoln 36 Pendleton 50 Wayne
09 Doddridge i 23 Logan 37 Pleasants 51 Webster
10 Fayette - .24 Marion 38 Pocahonfas 52 Wetzel
11 Gilmer - 25 Marshall - 39 Presteon 53 wirt
12 Grant R 26 Mason 40 Putnam 54  Wood
13 Greenbrier - 27 Mercer 41 Raleigh 55 Wyoming
14 Hampshire = 28 Mineral 42  Randelph

F - 30.6
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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 gevernment 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 soon as possible.

My income is still the same as it was on {date).
;3 - per month. L

My income has changed. At presentitis $ per
month.

PARENTS SIGNATURE
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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

Allcwable Costs: Milk

Rllowable Costs: Labor

Allowable Costs: Supplies and Expendable Equipment
Allcowable Costs: Non-Expendable Eguipment
Allowable Costs: Indirect

Non—Rllowable Costs

Shared Costs

Procuremertt Standards

Excess Balance - Net Cash Resources
consolidation of Schools

Pricing of Adult Meals

Inventory Records

Equipment Dépreciatien

USDA Food Service Equipment Assistance

Guldelines for Purchase of Computers for Autcmaticn
of Schogl Food Service Functlions
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Exhibits _.

WVDE 43-10-30-S (Dally Record of Program Operations)
Instructions for Completion of WVDE 43-10-30-8
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)

Perpetual Inventory of Consumable Items
Equipment Record

Non-Expendable Equipment Schedule
Non-Expendable Eguipment Depreclation Schedule
Disposition Procedure

Computer Use Time Record

AR RANANANAEANANANANANANA!

30.1
30.2
30.3
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30.5
30.6

- 30.8

30.9
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REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk served
students and adults shall be maintained on Form WVDE 43-10-30-3 (Dally
Record of - Program Operations) [G - 30.1] completed according to
instructions [G - 30.2]. The report must be detailed daily at each
participating school by a responsible perscn. The monthly claim for
reimbursement is based on information recorded on this report. The
completed form is submitted to the SFA on or before the fifth day of
the succeeding calendar menth or as required by the SFA. A copy will
also be filed at the school.

Computerlized Entrles - Schools utilizing micro-computers shall maintain
daily records of meal service which provide identical information as
that reguired on form WVDE 43-10-30-S.

At the end of each month during which mealis and/or milk were served to
students, -a monthly financial report, Form WVDE 43-10-31 (Monthly
Financial _Report) [G - 30.3] 1s completed by each participating school
according —te  instructions [G - 30.4]1. Schools in  counties with
centralized purchasing and accounting do not need to complete the
WVDE 43-10-31 monthly. Financial data provided on this report is the
basis for justifying reimbursement payments. The completed report is
submitted -tc the SFA on or before the fifth day of the succeeding
calendar month or as reguired by the SFA. A copy will alsc be filed at
the scheol.

The SFA is responsible for sending coples of the five following monthly
or annual consclidated reports or appropriate computer printouts to the
respective WVDE ccordinator:

1. WVDE  43-10-30-8 (Daily Record ©Of Program Qperations)
fG - 30.1]

WVDE 43-10-31 (Monthly Financial Report) [G - 30.3]

WVDE 43-10-30 (Monthly Claim for Reimbursement) [G - 30.5]
Sponseor's Summary Report (Verification) [F - 30.187

. WVDE 43-10-32 (Annual Report) [G - 30.8].

O N

All reports, involces and other records pertaining to the Child
Nutrition Program at both the school 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] Erom the data submitted by each participating school under
its jurisdiction. Form WVDE 43-10-30 is submitted to the WVDE or cor
before the tenth day of the succeeding wonth fto claim reimbursement for
eligible meals and/or milk. Payment of the claim for reimbursement is
made to _the SFA which will forward the appropriate amcunts te 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 nc case shall
reimbursement be claimed for meals and/or milk served te adul:is.

Average and/or maximum reimbursement rates [G - 30.6] are determined by
the UsSpha for programs operating under the ¥National School NWukrition
act. Since these rates are subject to change, only the current rates

are included and will need te be updated periodically. SFAs which
served 60 percent more E£ree or reduced price meals during the second
praceding year are entitled to a higher rate of reimbursement for lunch.

in all casSes, the total reimbursement paid to an SFA and/or school
shall not exceed the actual allowable costs of preparing and serving
the meals for which the reimbursement 1s 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-off date will not be paid until the
following “month. Federal regqulations require all! county claims for
reimbursement to be submitted to WVDE no later than 60 days after the
end of the month. Claims recelved 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 do not exceed the maximum rate on the list of reimbursement rates
[G ~ 30.6]. The SFA will receive only the standard reimbursement rate
per meal served., 1f reimbursement rates pald one {(¢r more} school(s)
are higher than standard, 1t will be necessary tc lower the rates paid
to another school or schoels in eorder to allocate only the total amount
of reimbursement received. Such schocls receiving higher than standargd
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 Dailly Record of Program Operations [G - 30.1]
reflects complete and accurate information. The system used to obtain
participation data (including all types of cemputer systems) must
guarantee an accurate daily count concerning the following:

= actual number of meals served dally by categqory, regardless of
when payment was made;

a all meals served to all adults (program and nonprogram);

m all meals served as “second meals" and/or other non-reim-
bursable meal service;

® a2 la carte breakfast sales;

m sale of extra milk; and

m catered meals.
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ACCURATE (ACCOUNTABLE) RECORDS: INCOME

Records and receipts documenting income te the program shall be
maintained by a responsible person in the school in accordance with the
procadures listed below:

» All inccme to the program shall be properly receipted, reported
and deposited. .

® There must be separate deposit slips which list only monies
deposited to the child nutrition account.

s Financial reports must reflect accurate cash balances, cash due
the program, source of cash due the program and all invested
funds with accruing interest.

m Bad debts are non-allowable costs to _the child nutrition
program. Payments for bad debts are not reported as new
program income.
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ACCURATE (ACCOUNTABLE) RECORDS: EXPENDITURES

The USDA instruction, FNS Instruction 796-1, Revisicn 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 - 3C.3] at the school level.

USDA regulations reguire that the SFA maintain effective control over,
and accountability for, all funds, property and other child nutriticn
programs’' -assets to assure that they are safeguarded and used solely
for authorized purposes. These costs are reported in order to claim
uspa funds at the SFA level and to Justify individual costs at the
school level. Therefore, all records, reports, itemized invoices and
labor wvouchers to support program expenditures shall be maintalned at
both the schocl and the SFA levels for the required length of time of
three years in additlion to the current year.

Income accruing from operation of the child nutrition program may be
used for program purposes but not for:

m purchase of land;

a acquisition or construction of buildings; and/or
s addition(s) to existing buildings.
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ALLOWABLE COSTS: FOOD

all foods purchased with school c¢hilé nutrition pregram funds shall be
supported by itemized invoices which list as a minimum:

specific food items;
amount purchased;
cost per unit;

total cost; and
purchase date.

All involces 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 inventeory items {including stelen 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 SFA shall ensure that the cost of food claimed for meal reimburse-
ment includes only the cost of focd used 1m child nutrition programs.

Coffee may be purchased with program funds to be served with adult

meals. Coffee served other than with adult meals is not an allcowable
child nutrition program expense.
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ALLOWABLE COSTS: MILK

Itemized, signed invoices must be available to support the cost of all
milk used_in child nutritien 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 nutriticn
programs. _ _ _ _ . B L

The chiid nutrition program funds may nct be used to pay for milk or
other bsverages sold in the school if the proceeds do not acgrue to the
child nuzrition program account.

Wwhen food items, such as cottage cheese and ice cream, are included on

"milk" invoices, the cost of these items shall be separated and
reported as "food" on Form WVDE 43-10-31.
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ALLOWABLE COSTS: LABOR

Ttemized, signed documentation of labor costs must be on 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;

# salaries of students who are employed in child nutrition
programs: and/or

m direct salary costs of non-cooking perscnnel with specific food
service responsibilities as documented by functien and time
sheets.

The SFA shall establish controls to ensure that ne laber cest be
claimed for federal funds more than once. Therefore, partial salary
payments -to secretaries, clerks, principals, teachers, custodians,
truck drivers or any other SFA employee included in data used to obtain
WVDE indirect cost rates, are not allowed as direct labor costs. In
addition, supplemental payments to reqular employees of the SFA are not
allowable costs, except in instances where there 1is documentation that
the payment 1is for services beyond reqular 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 involces signed by
the person who received the items.

Expendable equipment 1is equipment with a useful life of one year or
less or with an acquisition cost of less than %500 per unit.

The SFA shall epsure 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 are neot allowable c¢hild nutrition program
expenses. _
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ALLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

Non-expendable equipment includes all food service equipment with a
useful life of more than one yvear and with an acguisition cost of $500
Oor moOre per unit.

Depreciation 1is the expense associated with physical deterioration of
equipment and conseguent loss of value. UDepreclation may be claimed as
a direct cost for reimbursement purposes. All depreciation claimed as
child nutrition program costs for federal reimbursement must be
documented by the SFA. See G - 20 for instructions on depreciaticn.
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ALLOWABLE COSTS: INDIRECT

In addition to direct c¢osts o©of operating child nutrition programs,
indirect costs are incurred. Indirect costs are those which contribute
to the cost of producing a meal but are not readlily identifiable to the
child nutrition account, such as custeodial services. USDA 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 te all expenditures except food, on an
annual basis,

Financial data to obtaln the indirect cost rate is submitted to the
WVDE Bureau of Finance and Administration by the SFA. The
respensibility for the develcpment 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 for inclusion in c¢laims f{er 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 personnel! above the
school food service employee level without direct program
responsibility;

USDA donated food or cash recelved in lieu of food:

other donations of cash, services and gocds:

equipment depreciation costs for:

a.” 1ltems which have been fully depreciated;

b.. items in storage for future use or disposal; and

c._. that portion of the eguipment purchased with federal funds.
capital expenditures for:

a. land or construction; and

b.. facilities;

occupancy by contractual agreements which are classifled as
rental-purchase or leased with an option-to-purchase; and

cost assocliated with sales or service to adults and other a la
carte sales.
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SHARED COSTS

Eguipment such as computers, typewriters, copy machines or calculators
may be  purchased for wuse jointly by the child nutrition and
instructional programs. Cost of the equipment shall be pro-rated
according to time of use by each program. Documentation of the time
study must be kept on f£ile at the school and SFA. [G - 30.14] 1In no
case shall the child nutrition program pay more than the properticnal
share of the total cost of the equipment.

only the child nutrition program's share of the cost may be included in
the calculaticn of deprecliation.
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PROCUREMENT STANDARDS

USDA regulations provide standards for the use of the child nutrition
program funds. These standards ensure that the procurement of supplies
(including food and equipment) and services is in compliance with
applicable federal law and executive orders. A complete description of
the procurement standards for child nutrition programs is found in 7
CFR Part 3015.180 or Attachment O, OMB Cilrcular A - 102.

Each SFa shall maintain a written code of conduct to govern the
performance of its employees who have the autherity to contract or
expend program funds which shall provide for disciplinary action feor
violators of such standards. No person shall solicit neor accept
perscnal gratuities, favors or anything of material monetary value from
contractors and vendors or potential contractors and vendors.

All procurement transactions, regardless of method or deollar value of
purchase, shall be conducted in a manner which will provide open and
free competition. Positive efforts shall be made to utilize small
businesses . and minority owned businesses as scurces of supplies and
services. . Cost plus a percentage of cost method of contract shall not
be used. A Firm-fixed-price ceontract or cost reimbursable centract 1is
allowable.

Each SFA shall also have written selection procedures for procurement.
Federal regulaticns require agencies receiving federal Eunds to obtain
price quotations Ffrom an adequate number of qualified sources ané to
purchase from 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 features which unduly restrict
competition. 1If a particular brand 1s specified, a clear descriptien
of the specific features which must be met shall be clearly stated.
The invitation to bid must be publicly advertised and all bilds shall be
opened publicly at the time and place stated in the invitatien to bid.
a firm-fixed-price contract shall be awarded to the lowest, responsible
bidder. any bild may be rejected when there 1is documentation of
unsuccessful bidder performance.

Contracts awarded for an extended period of time or recurring contract
renewals cduld be considered a vieolation 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. If the net cash resources exceed three months
normal operating costs then:

a a Jjustification letter must be filed with the WVDE stating a
short term plan of action for use of the funds; or

m adjustments in the rates of reimbursement shall be made until
the net cash resources of the SFA are reduced to the required
level.

In turn, the SFA shall review annually the operating balance reported
by the schools under its jurisdiction.
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CONSOLIDATION OF SCHOOLS

when schools are consolidated, c<hild nutrition program funds may be

credited to the school food service program account{s) of the school(s)

wnich the students will attend in proportion to the number of students
involved.
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PRICING OF ADULT MEALS

Meals served to teachers, administrators, custodians and other adults,
such as =school patrons, elderly volunteers and Foster Grandparents
Program participants, must be priced so that the adult payments in
compination with income from other sources (such as state or local
fringe benefits or payroll funds, or funding from voluntary agencies)
are sufficient to cover the meal costs. The charge for adult meals is
determined by the county board of educatien and approved by the
Department of Education in the Agreement between SFA ancd State Agency.
It is recommended that the charge(s) be established at or near the
county per meal costs. Bdult meals are not reimbursable nor counted in
the commodity allocation entitlement.

Meals served to adults who are directly invelved in the operation and
administration of child nutrition programs may, at the discretion of
the SFA, be Ffurnished at no charge. As such, their cost may be fully
attributed. to the nonprofit child nutrition pregram cperation and
supported _by revenues to the child nutrition program. These meals
should be shown as program adult meals., [Column & or 12 on form
43-10-308]1 School employees whoe supervise during the lunch or
breakfast ~periods, sell tickets or perform other duties directly
related to the Food program should do sc on a contract basils 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 administratcrs, teachers, aides, student teachers and
other persons working or visiting in the school may not be served free
of charge_  unless the cost of the meal is covered from another source.
These meals should be reported as non-program adult meals.

Student teachers and other persons working in the schools whe are not
eanrollied in the educational program of the SFA are not eligible for
free or reduced price meals. They must pay the same price as adults
unless the cost is pald by another agency.
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INVENTORY RECORDS

The physical or perpetual inventory is necessary to document food and
supply costs as required on the HMonthly Financial Report, Form WVDE
43-10-31 [G - 30.3]. USDA denated food items must be inventoried
separately. (See the Donated Foods section). These inventories shall
be maintained by a respcnsibie person and copies shall be kept on flle
at the school for one vear follcocwing the date on which they are
prepared. _ The "cost of food used" as claimed for USDA reimbursement
shall not include the wvalue of USDA donated foods or missing inventory
items, including stclen or spoiled £ood. A suggested perpetual
inventory form is shown [G - 30.9].

A c¢hild nutriticn program inventory of large equipment shall be
maintained by a responsible person for sach participating schoel. USDA
regulations require a reconciliation of equipment on hand at the end of
each school vyear. Bll food service equipment which has fully
depreciated must be removed from active inventory. Any new or
transferred eguipment (5500 or mere per unit) ecquired during the year
shall be rcutinely entered in the inventory on a predetermined date, no
later than August 31. Any funds received from the USDA FSEA account
toward the purchase of a specific item of egquipment shall be subtracted
from the item's reported purchass and installaticn price. Suggested
inventory _and depreciation forms are shown [G -~ 36.10, G - 30.1l1,
G - 30.1z].
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EQUIPMENT DEPRECIATION

Each school must maintain a complete equipment inventery Eile which
1ists all non-expendable equipment [G - 30.11]. The inventory will
include: _— .

m an assicgned inventory number for each plece of equipment;

m all equipment on hand for program use which has been purchased
with an acquisition cost of $500 or more per single unit;

m serlal numbers where appliicable;

m the month and vear of installation;

m the month and year of initial depreciation;

m the acquisition cost;

m the amcunt of WSEA funds, if any, received for egquipment items

on the inventory;

m the adjusted cost to the child nutrition program (acquisition
cost less FSEA funds received); and

m Llife termination date.

The method described is straight 1line depreciation in which
non-expendable eqguipment is fully depreclated upon completion -—— of its
useful 1life. Once an inventory flle has been established., the total
value of equipment will be changed annually only when a new plece of
equipment is added, traded, scraped or fully depreciated.
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USDA FOOD SERVICE EQUIPMENT ASSISTANCE

although Public Law 97-35 discontinued the FSEAR Program which was
previously available, equipment funded or partially funded with FSEA
funds must comply with the feollowing preoperty management reguirements
contained in USDA regulatiocns:

04829

Disposition procedures [G - 30.13] nmust be foilowed 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
egquipment, manufacturer's serial number (or assigned
identification), the aquisition date and cost, source or
vendor, amount of FSEA funds, current location and use, and all
final disposition data.

A physical inventory shall be conducted by the SPA at least
once every two years.

Controls to prevent loss, damage or theft of the equipment and
adeguate 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 c¢hild nutrition programs at both the school and sponsor
levels. Administrative functions may include, but are not limited to,
approving —free and reduced 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 1nclude maintaining inventory
records, documenting food production, <calculating meal costs and
assisting with menu planning. Cocmputers may be used for several other
tasks at both levels, limited only by knowledge, skill and desires of
the personnel. )

As meore schools and sponsors are investing in computers to assist with
program tasks, adequate documentation must be malntained to Jjustify
expenditure of program funds for this purpose.

Sponsors should approve all purchases made by individual scheool
programs to ensure that hardware (including printers and modems) and
software purchased with program funds will be compatible with the
sponsor’'s plan for automation of child nutriticon repcrting., Since the
State Agengy is currently using IBM hardware, schools and sponsors of
c¢hild nutrition programs may wish to consider compatibility with State
Agency equipment when making future purchases cof hardware (including
printers and modems) and scftware,

child nutrition program funds may be used to purchase hardware,
(including-printers and modems) software and supplies at 100% of the
cocst or pro-rated. Adequate documentation is required for either of
these. _

Te comply with procurement regulations, CFR 7 Part 3015, pro-rated
costs must be documented by time/usage records on the eguipment
[ - 30.14]7.

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 focd service tasks.

If c¢hild nutritien funds purchase equipment on a pro-rated basis, the
hardware and software must be located in a “general use" area of the
school for accessibility. For example, private offices and classrocoms
would not be considered "general use" areas.

For pro-rated usage, records must be maintained to decument usage by
time (or other means) for food service functions. The records must
Justify the pro-rated porticn of expenditures for hardware, {including
printers "and modems) software andéd other supplies paid by child
nutrition funds. [G - -30.14]

0482q = G - 21




West Virginla Dapartment of Education

Charivaion, Wesl Virginia 25305

DAILY RECORD OF PROGAAM OPERATIONS
PARTICIPATION

G - 30.1

USDA CHILD NUTRITION PROGRAM

SPONSOR - SGHOOL OR INSTITUTION ____ . MONTH w_
SCHOOL BRAEAKFASTS SCHOOL LUNCHES
Numbar Served 1o Children HON Numbar Servad To Ghildsen | NON Nonreim-
PROGHRAM | PROGRAM | PROGHAM | PROGRAM | Calered | bursablo
Frea TOTAL ADULTS ADULTS Frea Reduced Paid TOTAL ADULTS ADULTS Meals Moals
DATE/SCHOOL . {n ) {5} {6 {0 {8) {9) g | {1y (12} {13) {133}
- — — _ :
f — : ; e
] . : -
I S L |
i —
—— S
- e S s B S
—e - _ - :
—_— |._j ]
— |
—— —
T —1 _1\

{14} TOTAS

Mlllil |
e e
—Il

REIMBURSEMENT:
{13} RATE

(16) EARNED

d) Total Number of Children with Approved Applications'on Flle Throughoui the Manth:

1} Tatal Schoal Encoltment {or the Month

VDE-43-10-305

{a} Free Moals and Fres Milk

122) Nomber of Days Children Were Fed ..

B

]

.

_ Ib) PReduced Prica Moals

S

Breakiasi

i17)

Pelmbursement .__

Lunch.

(18)

9

Reimbursement

Total
Raimbursement ___
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

MONTHLY FINANCIAL REPORT

SPONSOR - MONTH ik
SCHOOL OR INSTITUTION i
EXPENDITURES FOR NON-ALLOWABLE COST CATEGORIES
FUNDS REDUCT IONS OR Indirect fines and Lean Petiy Cash Thefi/ Other Tetal
PAYMENTS MADE FOR: Cosi Penalttes | Repayments Fund Spoilage
Charges Replacement
(A%J (8) (9] D) (E) (F) (G}
I. Totals Paid
2. Amounts Cutstanding
EXPENDITURES FOR PREVIOUS YEAR ALLOWABLE COSTS
PAYMERT OF PREVIOUS Foed Hiltk Labor Equigren? Sugpiy:’ﬁepalr Total
YEAR OBLIGATIONS FOR: (A) {B) ) (D) 3 Service (E} (F)
3. Totals Paid
4. Amounts Qutstanding
EXPENDITURES FOR CURRENT YEAR ALLOWABLE COSTS
PAYMENT OF CURRENT Food Milk Labor Equipment Supply/Re Total
YEAR OBLIGATIONS FOR: {A) (8} Q) d {Brlm Egrﬁlcep{? (F)
5, Totals Paid
6. Mrounts Outstanding
SPONSOR REPORT ONLY
SPONSOR” S DIRECT Food Milk Labor Equipment Supply/Repair Tota!
PATMENT {A) (B} ) d (Br)ne I3 Egr::lcep?f) (F1
OBLEGAHONS FOR
1. Previous Year Bills
8. Current Year Bills
9. Amounis Quistanding
3928q

WYDE 43-10-31

Revised 579
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SPONSOR

SCHOOL OR INSTITUTION

MONTH )

10. RECEIPTS FOR CURRENT SCHOOL YEAR

Relimb,
Period

AmoUnts

A. PBreakfast Reimbursoment

B. Lunch Reimbursement

£. Special Milk Reimbursement
Cash Collected - Child

E. Cash Collected -~ Aduit

F. Cash Colfected - Mitk

G. Cash Collected - Other

H. (=) less Bad Checks

.__State Ald (Matching)

J. Sponsors Coniributicn (Formulz)

¥. Catered

L. leaps

M. Rebates - Food

N. Rebates - Supplies

0. Other

P. Interest — 1 .

Q. TOTAL RECETPTS

1. FINANCIAL STATEMENT

A, Opening Child Nutrition Fund
Ba!an?g (Cash Plus Invested

Funds)

8. Total
C. Total

Receipts (Tiem 100) *
Funds Available -

0. Hon-Allgwable Meal Costs

(1tem IG)

E. Allowable Cosis

(1%em

3F & 1em SF) -

F. Closing ChiTd Nutrition Funds -

5. Amount of (tem 1iF wWhich
Is Tpvesled

12. YVALUE OF INVENTORY
Complete Annuaily on May/June Repor?

_A. Purchased Foods Invendory  §

R. Supplies Inventory H

C. Government-Denajed foods ~ %

15, EQUIPMENT DEPRECIATION
Complete Annually on May/June Report

A. Estimated VYalue of Eqmmeni
on_{nventory %

B. Less Value of E u;p.meni
T " TTPurchased With FSEA Funds H

€. Adjusted Value of Equipment
Inventory

D. Annual Depreciation
{ltem T < .07 2 12 1)

1 certlfy that this report is, to the best of my knowledge, correct. Invoiccs are on hand to support. this

report.

SIGNATURE

WYOE 43-10-31

Revised 6/9]

NEg



D e e —
West Virginia Department of Ecucation
Charleston, West Virginia 25305

USDA Child Nutrition Programs
Monthly Claim for Relmbursement

- Month , 19

Name and Address of Sponsor

SCHOOL BEREAKFAST OTHER NON-
R Severe SCHQOOL SPECIAL REIMBURSABLE
?gu'ar Need LUNCH MILK SERVICE
, Column A Column B Column C Column D
1. Number of Schools/
Sites Approved )
2. Number Gperating )
Program .
3. Student
Erroliment’ -
4, TOTAL NUMBER SERVED: _ MEALS MILK
(a} FREE 7 _ 2 Pints Free
(b} Reimbursement: -
Rate .
(c) Claim $ % $ ,
' (d) REDUCED

[L(e) Heimbursement:
|

Rate =
(f) Claim '8 5 $
R _ 1 . b s
Other Meals
(9) PAID Served:
== Ny
(h) TOTAL % Pints Sold
') Reimbursement.
Rate
) Claim $ $ $ $
5 TOTAL AMOUNT s . $ 3 s
DUE PROGRAM | o ; :
. 6. Average Dailly , & % Pints
Participation ) ) ] Extra Milk.
7. Number Adult v Pints Adults

Meazls .

8. Average Cost Per One-Half Pint Milk Purchased

8. Number of Children with Approved Applications on File for
Free and/or Reduced Price Meals and Free Milk, Where Applicable Free __________Reduced

10. Number of days in operation _ _

I certify that to the best of my knowledge and belief this claim for reimbursementis true and correctin all respects: that
records are available to support this claim; that is in accordance with the existing agreement.

Signature Date

WVDE-43-10-30
Revised 1985

G - 30.5



WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virgimia 25305
CHILD NUTRITION PROGRAMS

REIMBURSEMENT RATES
SCHOOL YEAR 1991-92

(Effective July 1, 1991 — June 30, 1992)

TYPE OF MEAL __

SCHOOL LUNCH

F=

{a) section 4 (All Lunches Served)
Sponsors serving less than 60%
free and reduced lunches, 1989-90

Sponsors serving 60% or more free
or reduced price lunches, 198%-90

(b) Free

{c) Reduced Price._

SCHOOL BREAKEFAST _.

{a) all Breakfasts served

{b) Fre=e ] .
Reqular Reimbursement
Severe Need Reimbursement®

(c)} Reduced Price.
Reqular Reimbursement
Severe Need Relmbursement*

SPECIAL MTLY -
{To be served only in schools with
no other focd.service QR to split
session Kindergarten Children)

(a) Paid -

(b} Free . e L

REIMBURSEMENT RATE

$ .1600

.1800
1.502%

1.1025

. 1850

L7425
.9175

.442%
.617%

.1100

Average cost per % pint

*Refer to the Policies of Operation Manual. Section B, 3chool Breakfast Program
concerning schools eligible for severe need reimbursement.

05laq
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Barbour
Braxton
Calhoun
Clay
Doddridge
Fayette
Gillmer

Lincoln

COUNTY BOARDS OF EDUCATION WITH 60% OR MORE
FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 1989-90

Logan
®ingo
McDowell
Pocahontas
Randolph
Roane
sSummers

Webster




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHILD NUTRITION DIVISION
Charleston, West Virginia 253203

NET CASH RESOURCES

SUMMARY OF INFORMATION FROM SCHOOLS AND COUNTY
FOOD SERVICE FUNDS

CASH
RESQURCES

1. Cash on deposit -
(Checking sccount balance, NOW accounts, etc.)

2. Cash on hand
(Money received but not yet deposited, petty -
cash). Mormey in school accounts and county
accounts. (Ex: State Aid or reimbursements
net yet distributed.)

3. Cash receivables -
{(Charged meals not vet paid for, reimburse-
ments earned but not yet received.)

4., Accrued earnings on investmenots (interast
earned but not vet received).

5. Stocks, bonds, certificates of deposit,
savings accounts, other investments.

6. Other cash, or near cash (sny cash
resources not reported above).

7. Total cash resocurces.

8. Cash pavable {unpaid bills, encumbsred
funds, loans to program).

9. Netr cash resources (subtract cash
payable -_item 8 - from cash rescurces

- item 7}. -

16. Three months' operating costs

CASEH
PAYABLE

Total Cost for previous vear * 3=
o - ' - DATE
SPONSOR - )
(For Private Scheols And Residential Child Care Institutions)
PREPARED BY
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. F. G. H. I.
DATE AMOUNT VENDOR UNIT AMOUNT BALANCE | TOTAL VALUE
RECEIVED PRICE | WITHDRAWN | ON HAND | ITEM ON HAND
34l4q

G - 30.9




School District

EQUIPMENT RECORD

Equipment

Manufacturer

Mcdel Number

Serial Number

Purchased From

Address

Date Installed

|t

warranty Information_ L

Equipment Cost §

Funding Source:

Food Sefvice

Inventory Number

Energy Source:

Manuail
Steam

Gas

Electric

Natural
Butane
Propane
BTU
watts
Volts
Amps

Phase

Depreciation Schedule:

Federal 2aid Page
Cther
Locaticn -
Service Record _
DATE WORK DONE BY WHOM CHARGES
Lecation Verification =
DATE NAME DATE NAME DATE NAME
£415q -

G - 30.10
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COUNTY

WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Programs
Charleston, West Virginia 26305

NON EXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE

DATE

SCHOOL

BQUIPMENT
VALUE

— FEDERAL
SHARE

= ADJUSTED
LOCAL SHARE

X .007

Xlz =
DEPRECIATICN

24l6q

G - 30.12
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Division
Charleston, West Virginia 25305

COMPUTER USE TIME RECORD
(Documentation For Pro-rated Use/Cost)

Name of School/Center

Pericd From — , 19 te

19_

Time Used For Time Used For
Date Child Nutritien Other Functions

Name of Operator

Total Hours

HAAX LKA XK AKX KKK AKX

Percent of use assigned to Child Nutrition =

{child Nutrition Time

Revised 11/12/85

T Total Time

5497q
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SECTION H

MONITORING AND AUDITING

Monitoring
The Management Evaluation
Cn—-Site Visit
Corrective Action
Assessment Procedure - Free and Reduced Meal Application
Assessment Procedure - Meal Components and Quantities
Policy Congerning Adjustment/Repayment of Funds
Auditing
AIMS Monitoring
AIMS Review
Second Review Threshold -
AIMS Exit Conference
AIMS Second Review
Exhibits
Management Evaluaticn }
WVDE 43-30-03-S (On Site visit)
Plan of Corrective Action
WVDE 43-10-13-ME {Noted Exceptions)
Assessments 43-40-22a

Monltoring of Accountability
Inspection Report for Food Service Establishments

COn L Mmoo

10

12

13

14

30.
30.
30.
30.
- 30.
30.
30.
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MONITORING

By law, state and local education agencles are responsibie for the
adminlstration and supervision of child nutritien programs funded under
the WNational School Lunch Act and the Child wNutrition act, Field
personnel of the c¢hild nutrition staff of the WYDE monitor and
supervise _local operations, provide technical assistance and assist
with the inservice training of food service personnel.

Coordinators are responsible for monitoring programs in public schools
in the 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 field personnel:

1. The Management Evaluation [H - 30.1]
2. The On-Site Visit [H - 30.2]

Accu-claim regulations (7 CFR Part 210) require the School Food
Authority/Sponsor to menitor program accountability. The review
process must be completed by February 1, of each vyear and the
monitoring reports  must be maintained at the Scheol Focd
Authority/sponser office for review by state and/or federal personnel.
When the .review discloses any problem reguiring a corrective action
plan, a fellow-up on-site review must be conducted within 45 days of
the initial review to determine that the problem has been resolved. &a
sanmple monitering form, containing the required minimum review area is
needed [H - 3C.6].

0483q = -1




THE MANAGEMENT EVALUATION

The Management Evaluation, a comprehensive review, 1s conducted
periodically in participeting schools. During a Management Evaluation
the foliowing aspects of the program are reviewed:

m analysis of the meal;

g menu planning and meal service;

m free and reduced price meal policies;

m civil rights compliance;

m purchasing practices and utilization ©f United States
Department of Agriculture (USDA) donated foods;

E sanitation and safety;

m facilities and equipment;

m participation/production records; and

m Nutrition Rducation and Training (NET) activities,

A record of the review is made on the form entitled "Child Nutrition
Programs, Management Evaluation" [H - 3C.1]. The back of each page of
the Management Evaluation form will define the items monitored.

Items which should be avallable for review at the time of the
Management_ Evaluation:

active enrollment;

|

m estimated average dally attendance;

m  attendance on date of review;

® Policles of Operation Manual;

m previous twe months reports (participation and financial) and
inveoices:

s checkbook, deposit slips., bank statements:

m eguipment inventory;

m Policy Statement (collection method, offer vs serve policy);

m applications for free/reduced price meals:

m master list of students eligible for free/reduced price meals:

m file of verification procedures and information:

w  enrcllment and number of students eligible for free/reduced
price meals by race;

m documentation of student/parent involvement;

m production records;

» Child Nutrition (CN) labels cor product analysis information; and

= Inspection report for food service establishments. [H - 30.8]

0483q ~ o TE = 2




ON-SITE VISIT

The On-Site Visit 1s 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 1is made on Form WVDE 43-30-01-S entitled Record of On-Site

Review [EH - 30.27.

0483g ;' H-3




CORRECTIVE ACTION

If, during either the management evaluation or the on-site review, a
need for corrective action is found, the problem 1s noted on the Plan
of Corrective Action feorm [H - 30.3]. Written response by the
administrator is required within ten working days.

TIf, con the day of the review, the meals served dc not meet USDA

requirements for meal components and quantities, the entire reimburse---- -

ment For the date of the visit will be deducted from the current claim
for reimbursement.

Errors found during the review of free and reduced price meal applica-
tions are listed on the Form WVDE 43-10-13-ME (MNcocted Exceptlons)
fn - 30.47. The current monthly claim for reimbursement will be
corrected through the day of the review. The reviewing ocfficial shall
calculate the amount of overpayment or underpayment for meals claimed
during the previous months and adjustments/deductions will be made by
the WVDE finance office. Form WVDE 43-40-22a [H - 30.5] will be
completed and a copy gliven te the SFA.




ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

While checking applicaticns during the Management Evaluation, if errors
are found,- the WWDE coordinator will allow the school official to make
any corrections possible at the time of the review. The remaining
applications with errors will be listed on Form WVDE 43-10-13-ME (Free
and Reduced Applications with Noted Exceptions) [H - 30.4]. The school
official will be given the opportunity to provide proof of the number
of meals "the student consumed using the date of the application
approval, the school calendar, attendance register and/or meal
participation roster. Meals to be assessed may be from the day of
application approval to the day bhefore the visit of the WVDE
coordinator.

Assessment_amount will be calculated using the error code listed below:

Error Code A Approved free should have been reduced. The
difference between free and reduced reimbursement
rate is multiplied by the number of meals served.

Error Code B Approved free should have been ineligible. The
free reimbursement rate is multiplied by the number
of meals served,

Error—Code C  Approved reduced sheould . have been free. No
assessment.

Error Code D approved reduced should have been ineligible. The
reduced reimbursement rate 1is multiplied by the
number of meals served.

Error Ccde E Denied should have been free. WNo assessment.
Error Code F Denied should have been reduced. No assessment.
BError Code G .Insufficient data. Based on the checked approvel,
either free or reduced, the assessment is fiqured
as in B and D.
Copies of the Form WVDE 43-10-13-ME will be left with the Management
Evaluation and Corrective Bnction form. For applications with Error

Code G the schopl is allowed ten working days to complete or correct
the application before an assessment is made.

0483g — o ’ H-5




ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

During Management Evaluations the West vVirginia Department of Education
{WWDE) coordinator will determine 1if the meal served on the day of the
review contains the components and quantities to meet meal pattern
requirements. IE the components and/or quantities are inadequate to
meet United States Department of Aagriculture (USDA) requirements, an
assessment will be made for all reimbursement for that day's meal. 1If
the school- has a cholce of menus and only one menu is inadequate in
components and/or quantities, the sectlon 4 {(totzl meals) reimbursement
can be assessed, or a percentage of meals served may be assessed. .

In schools with two serving lines, the line serving the menu cholce
with inadequate components and/or quantities is assessed.

when reviewing for Assessment, Improvement and Monitoring System (AIMS)
or HManagement Evaluations menus for the previcus two week periced will
be reviewed using the production records. Meals determined teo contain
insufficient components in required portion size shall be found out of
compliance.

0483q - ~© H-6




POLICY CONCERNING ADJUSTMENTS/REPAYMENT OF FUNDS

There are.several situations that arise which require a SFA or school
to repay funds to WVDE or clalm 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 (Cctober 1 to September 30), the
amount owed will be deducted from a future claim by the WVDE

finance office. .

For example: &An error on Qctober c¢laim (WVDE 43-10-30)
[G - 30.5] results in an overclaim of $30.00. This
amount will be deducted from a future claim for
reimbursement by the WVDE.

2. If <the situation requiring overpayment occurs during the
previous federal fiscal vyear, 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
¢laim, a check for $30.00 must be written to WVDE.

3. ._There are alsc situations which reguire both methods of
repayment.

For example: During a review in December an error in
application approval 1is found. The overclaim for meals
claimed for ineligible children during September would .
be repald by check (written to WYDE) while meals
incorrectly claimed in Octocber and HNovember would be
deducted from a future claim for reimbursement. '

4, All monies._.owed to WVDE .must be repaid within 60 days of
notification ©f the debt. after the 60 day period, SFA
reimbursement will be delaved until the funds are received.

If during a review by the WVDE an underclaim for reimbursement of meals

is found the SFA or school shall submit a revised claim to the WVDE.
Rdjustments will be made upon receipt of the revised claim.

0483q H - 7




AUDITING

The OFffice  of Management and Budget (OMB)_ Circular A-128 establishes
uniform audit requirements For state and lcocal 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 regulatiocns, 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. 1In order to meet the program audit
requirements as set forth in the United States Department of
Aagriculture_ (USDA) Audit Guide for school programs, the West Virginia
State Tax Commission OFffice will, upon the completion of the audit of
the Fiscal accounts, appoint a private auditor or certified public
accountant to conduct a program audit for the child nutrition program
funds. FEach School Food Authority (SFA) will be charged by the private
auditing firm for the child nutrition program portion of the audit.
The SFA will be charged a per diem fee and expenses by the West
virginia State Tax Commission for the commlission's fiscal portion of
the audit.

The findings or recommendations concerning the chiid nutrition program
audits must be reviewed timmediately by the West Virginia Department of
FPducation {WVDE). HNotice of audit €findings and reccmmendations shall
be forwarded tc the SFA within ten days. WVDE shall work toward
resclution of the findings within 990 days.

Child Wutrition Program Audit Requirements

National School
Lunch Program, School
Breakfast Program,

annual Amcunt of Summer Food Service
Total Federal Program, Special
Sponsor e . Funding _ Milk Program
Governmental-OMB RA-128 Under $25,000 None

{Includes Public Scheols)
$25,000 - $10C,000C Organization-wide or
Program annually

over $100,000 Organization-wide
annually
Non-Governmental-0OMB Under $2%,000 Nene
A - 133 — : el o B -
over $25,000 Organization-wide

or Program
annually or
Bilennially

0483q , H~ 8




ATMS MONITORING

In 1978, the USDR Inspector General expressed to the USDA Assistant
Secretary for Food and Consumer Services, a concern that deficiencies
fundamental to the ocperation of the FNS programs had been found to
continually occur in program entities audited by the Cffice of Audit,
USDA. several deficiencies that had beesn repeatedly encountered in
child nutrition programs were:

s overstated meal counts;

s meals claimed for free/reduced ©price reimbursement not
supported by approval applications; and/or

m meals not meeting USDA meal reguirements.

These uncorrected deficiencies had generated large deollar losses to the
UsSbh according te the Inspector General. Consequently an appreopriation
was earmarked “for activities including audits, to identify and take
any needed corrective action concerning administrative problems in the
schocl feeding programs - such as non-compliance with meal standards or
eligibility criteria and the submissicn of reimbursement claims which
exceed actual meal ceosts”.

The USDA proposed an BAssessment, Improvement and Monitoring System
{AIMS) to .be implemented within the state agencles to assist them in
identifying operaticnal and management problems in the administration
of child nutrition programs and to take corrective action when needed.

The objectives of AIMS are:

m to_ analyze current schoel lunch preogram management by
state agencles;

m to-foster improvements in program management by states;

m to-monitor effectively the use of USDAR funds; and

® to protect the nutritional integrity of meals served.

LIMS requires each state to monitor it's child nutrition programs on a
four year_cycle... Stafes are reguired te identify problems 1in the
management. of child nutrition programs by SFRs and to initiate
corrective _action in order to comply with four performance standards.

AIMS Regulaticns have been amended and were final on March 28, 1985,

04839 = H -9




AIMS REVIEW

The four  performance standards are desigpned to address the major
probiems of accountability and nutriticnal integrity facing the child
nutrition programs as identified by existing management and monitering
tools available to USDA.

Performance Standarcds Review Process

Reviewers check that each application
is current and correct {(WVDE 43-10-20).

1. Within the SFA, each student's
application for free and reduced
price meals is correctly approved
or denied in accordance with the
application provisions:

s total household income:

a names of all household
members;

@ soclal security number of
either the household member
who executes the application
or that of the parent or
guardian who is the primary
wage earner; and

m signature of an adult member
of the househcld.

Master lists are compared with current
and correct applications on file. WVDE
43-10-30-8 [G ~ 30.1] reviewed.

Applications from families receiving
food stamps or aid for dependent
children need only provide:

m child's name;

m AFDC or FS number; and

s Dbarents signature.

0483qg = = - - -

The number of free/reducesd
price meals claimed for reim-
bursement by each school is
equal to the number cf meals
which are servaed to children
who are correctly approved for
free 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 ccompared against the number

of meals claimed. If number claimed
exceeds number <laimable, fiscal action
is taken.

-H - 10




Performance Standards

3. The system for counting
and claiming meal
totals for paid, free and
reduced meals claimed for
reimbursement at both the
School Food Ruthority (SFA)
and schocl is accurate.

Review Process

Reviewers will observe and analyse the
school's counting and recording systems.

Reviewers check monitoring reports by
the SFA.

Reviewers check to see 1f the system
{(point of service and payment options)
prevents overt identification.

The schocl's system for collecting,
counting and depositing of money 1is
reviewed.

The school's claim for relimbursement is
reviewad for accuracy.

The SFA's system for consolidating the
claim for reimbursement is reviewed for
accuracy.

4, Meals claimed for reimbursement
within the SFA contain food
compeonents (and quantities) as
required by regulations.

on-site observation of meal preparatilon,
meal service, a review of past menus and
production records, availability of
Cchild Nutrition (CN) labels for
prepackaged, prepared or frozen food
items served.

0483q = H
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Fiscal action 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 Actlon plans will be completed by all School Food Authority
which are found on first reviews to exceed their second review
thresheld. . . ... . .. . Lo L

The second review threshold is exceeded when:

1. For P.S. 2: if one schocl reviewed 1in an SFA claimed
reimbursement for more £free or more reduced priced meals.
respectively, than the number of children correctly approved
for such meals for the review period times the days of
cperation times the attendance factor used by the SPFA.

2. T“For P.S. 3; if one school reviewed in an SFA does not have an
adequate svstam for counting and/or claiming
free/reduced/paid meals for reimbursement: or the SFA does
not use valid procedures for consolidating claims.

3. Tor P.S. 4; 10 percent or more of the total meals observed in
a school food authority are missing one or more componernts.

0d483q = N S : -




AMS EXTT CONFERENCE

Following .an AIMS review, WVDE representatives will conduct an exit
conference with cfficials of the SFA to:

m discuss deficiencies observed;

m describe the extent of the deficliencies; and

m outline corrective action needed (this must include, if
necessary., amending the claims for reimbursement for the pericd
reviewed).

Wnen a second review threshold is exceeded, a discussion of a formal
corrective action plan takes place. BAfter each AIMS review, the WVDE
must submit written notification to 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 SF& must document all corrective action.

Formal corfTective action plans must include:

m corrective action needed (amendment of claims for reimbursement
for the review peried);

w time frame for completicn; and

s signature of SFA representative.

The WVDE must:
m assist the SFA in the develcpment of the corrective action
plan; and
m approve and sign the plan within 60 days of the next conference.
When it is necessary for the WVDE to assess and recover money from

overclaims on meals/milk served, adjustments are usually made by the
WVDE finance office.

0483q ' ©H - 13




ASSESSMENT, IMPROVEMENT AND MONITORING SYSTEM (ATMS)
SECOND REVIEW

School Food Authorities (SFas) found to exceed second review threshold
for Performance Standards 2, 3 and 4 must have seceond reviews. The
first and second reviews are to be conducted within the same school
vear, if possible. However, second reviews shall be completed no later
than December 31 of the year following the year of the first review.

The West Virginia Department 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 is exceeded on second reviews.

The WVDE will conduct follow-up reviews to ensure compliance with
second review threshold deficiencies.

0483q — : H - 14




DATE:

TO: - —

puring recent monitoring activities 1in your county/institution, violaticns
were detected in certain areas of vyour food service program which reguire an
adjustment of reimbursement.

The followifig schools are to be assessed the stated amounts for errors in the
noted areas of operaticn:

ASSESSMENT
Number Lunches .
School/Institution Area Secticn 11 Section 4 Number Cash or
{F/R) {Total) Breakfasts Value of
Meals

UNDER CLAIM

TOTAL

The total amcunt of 5 will be deducted from or added to a
Future claim for Teimbursement by the West Virginia Department of Zducation Finance
Office. - =

SIGNED

TITLE
. Child Nutriticn Programs
West Virginia Department of Education

cc: County Food Service Supervisor/Program Administrator
State Director, Child Nutrition
State Audit Cffice, Rccount

QFFICE USE ONLY

Month of adjustment
Total amount
Changes made by
Date

43-40-22a Revised 3/6/89 v o- 30.5




MONITORING OF ACCOUNTABILITY
NATIONAL SCHOOL LUNCH PROGRAM

1. Name of School

Z. County/sSFa

3. Date

4, Current Enrollment

5. Average Dally Attendance

6. Today's Attendance

7. The number of applicaticns correctly and currently approved
free . -

8. The number of applicatiocns correctly and currently approved reduced

price - )
9. The counting system yields the actual number of lunches:
Free = Reduced Price Paid
10. The system for recording teotal lunches served is ceorreci. Yes_ _  No

11. Lunches served to students ccntalned components required by federal
regulations. =~ Yes Ne

12. Lunches served to students contained quantities required by federal
regulations.~ Yes No o .-

13. cComments regarding additional aspects of the Child Nutritien Program:

l4. 1Is a Corrective Action Plan necessary? Yes No

15. Reviewer -

4071q
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DEPARTMENT OF HEALTH

INSPECTION REPORT FOR FOOD SERVICE ESTABLISHMENTS

WAME OF E5TABLISHAMENT ADOALSS OF ESTASLAHMENT

NAME (OWNER, OPERATOR O AEGISTIRED AGEMT) CITY, SOUNTY OR DRETRICT PERMIT KUHEER DATE

I
Sir' Based o0 an nIDECTION (tis day, the itams marked beiow identify the violation in operation of facilities which mugt be correcied Dy the nex:
routing Ingpecticn oF SUCh Jhorter peridd of time 83 May be spacified in wrinng by the Aeaith suthority. Failure 1o comply with this notice may resuit in
mmadiate suspenson of your perrmits. An opporturly Tor an sppeal will be provided if & whtten request for g hearng 15 filag with the heaith suthonty
within the period of time estatlishad in this notice for the cowrrection of viplations,

ITEM

ND. REMARKS (Please specify araa,)

The unsatisfactory conditions racorded ware discussed with the owner or opsralor or his représentative.

VIOLATIONS MUST BE CORRECTED
ON OR BEFORE:

Sanitgrun

.

Wagns Sbe MPvaret tile | Lot

Note: Score » 100 leas weight of items violated H - 30.7




L

FOOD

Sauire sound "ongition, nd SPOHARE
Qripagi contanar groperly labeled

FOOD PROTECTION

Pot, hal 1004 mesls temp raguiréments during storegs,

"3
Oregaralion. dapiay sarvice transportatn

*Q04| Fagihbes 10 mantan product temp,

05{ Thesmometars provided conspruous

261 Patr haz fand properly thawed

271 Unwrapped and pot hat feod not re-served

Cond protectiar dunng S1ocage, preparation, disdlay, sarvice,

08
rrarIoQrtancn

25| Handhng of foog vuce) mintmizad

'Glin use, tosa Lee dispensing utensiE Hroperiv siored

IR INY BV 7 W IO P I

PERSCONNEL

| e.« 1 o
i mrEonnel with oo lastans restncted

tr2 HMands washed ang cisar good hygierc oraclices

'3

Clean ciathes, Rar resiranls

FOOD EQUIPMENT & UTENSILS

v
| Food ucar contac: surfaces, desigried, constructed, main-
tained, nctaiing 1ocated

I Non fneg crnract surfaces designed, constructed, mam-

]
tanec ingtalied ingared

Dishwashing las:ities designed, constructed, mainteined,

15
y Nstalled, located, operpted

" Acsurate tmermometers, chemical (@St Xits provided, gauge

Y
coek 1a PSS vaive)

181 Pre-flyshes straped soaked

15 ‘W!sh nAse wate! clean, proper 18Mmp.

Samhzatnn nrge clean, temp |, CONCENITALON, AXDOSLTE
| me. equipmact ytengiis sanitized

[ S [ S % P

Wining cloths clean use restncied

—

. foog contact surfaces of equipment and utensiis tlean, free

[ 3]

2 :
[of adrasives, detergent
- -
_Z3 | Non-tooa contact surfaces of equiomeni/utensis clesn

24 | Storags. handing of ciean sguipment/utansils

S . znzricles, storage, dispansing

A
R

; T
| 26 No (r-use gl single service artictes

B = |- |4

WATER

z ?TWaur sgurce, sate hot & cold watsr under pressure

[s]

SCRITICAL ITEMS REQUIRING IMMEDIATE ATTENTION

Itam
SEWAGE
i'ZSJ_Sowsge and waste water disposal i
PLUMBING
29| Insialleg, mamntained ]
* 30| Cross-connection. back siohgnsge, backfiow i
TOILET & HANDWASHING FACILITIES
* 31 | Number, convanwnt, sccessibie, Sesigned, nsisied &
Todet rooms enciosed, seif closing doors, hixtures, gosg
32 | repan, clean; hard clesnssr, santafy taweis Nang drying :
devices provided, proger waste receptacies
GARBAGE & REFUSE DISPOSAL
33 Containers or receptacles covered, adequate nurmber ins .
sect/ rodent proof, frequency, clean -
14 Qutside stofage area enclosures properly consirucies, clean,
controiled NSneration
INSECT, RODENT, ANIMAL CONTROL
.35 Presence of insects rodents; outer openings protected. no |
birds, turties. pzmr animalg
FLOORS, WALLS & CEILINGS
36 Floars: construciad, drained, clean, good repair covenng, . f -
stallstion, Sustlesg cleaning methods X
a7 Wails. ceiing, sttachad squipment: constructed Qood rena
clean, surfsces dustiess cisaning rmethads

- LIGHTING

! 33] Lightung provided as required, hixtures shieiged |

VEVNTILATHON

i 391 Rooms & eguip vented as required

DRESSING ROOMS

I 40] Rocrms. ared. lockers provided, lccited. used

] QTﬂEE@_QPERATiONS

"4

un

Tox:c 1tams Dropery stored, labeled, used |

42

Pramizas mamtpned iree of litter, unnecessary Irticles.
ClMaAnINgG MAINTSNENCE 8GUID. Draparly stored, Authorized per
sonnal.

43

Compiete separation {rom lwing sieepmg guerters Launar

44

Claan, soled inen proparly stored

554

Page .




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHARLESTON, WEST VIRGINIA 25308

CHILD NUTRITION PROGRAMS
MANAGEMENT EVALUATION

Name of School/Institution/Center

Enrcllment ADA

Address

Perscns Interviewed and Titles:

Sponsoer ‘s Name —

_Date Today's Attendance

Sponsor's Address —

ADP CHILDREN/DAY CARE ADULTS % STUDENT

MEAL(S) {(Indicate)

| | |

FREE REDUCED PAID TOTAL PARTICIPATION

|

1
1 i
i | | l |
i | E 1 {
I | | i l
! i ] l i
| | ! ! E
i [ ! ! \
k | ! l !
[ | ! | !

h

Percent student participation equals or exceeds the naticnal average
{public schools only)

Records are kept for three years plus the current operational vear
Participation Figures (Breakfast, Lunch, Supplement) obtained from
accurate point of service count

Flanancial Management

a.

b.

M 0

Does audit of previcus vear dlsclose any material weakness or
significant finding?

Income and expenditures correspond te information reported on
WVDE 43-10-31 {(or 43-30-31)

- Funds protected ffom loss and invested in interest bearing account

Checks supported by itemized and signed invoices
Food Service account reconciled with periodic bank statement
A la carte items properly accounted for {(breakfast only)

Policy Statement up to date
ancnymity of children protected in collection and serving procedures
Applications for free/Teduced price meals

N*

a. Complete for every participant for whom free/reduced meals are claimed
b. - Approved within guidelines - -
c. Pericdically reviewed for temporary status | Number of Applications |
d. Verification accurately completed | Free |
Master List | Reduced |
a. Listed by approved category | Inactive |
b, Updated with additions and deletions | Denied |
| l

Signature of Reviewer

ME-43-40-22 (Revised 10-18-90)

H - 30.
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ME-43~40-22 (Revised 10-18-90)

and practices oy

Page two = SCHOOL/ INSTITUTION/CENTER
| ! | | ! |
! mmerican | Asian or | Black (not | Hispanic | White (not | TOTAL
9. DATA BY RACE | Indian or | Pacific | Hispanic) | | Hispanic)
| alaskan | Isilandeer | | ! i
| I i | | I
| E E | i |
ENROLLED | | l | ! |
l B i I i r
| I l 1 | {
APPLICATIONS APPROVED | | | | I l
FREE | ! | l ! !
1 l I i ! l
t | l l | I
APPLICATIONS APPRCVED | ] ! i ! ]
REDUCED E | ! i ! |
| 1 l | ! l
! 1 i | ! |
APPLICATIONS DENIED | | [ | ! !
! & | I ! l
10. Compliance with Civil_Rights and Handicapped Regulations
a. Nondiscrimination poster is displaved
D. Letters to parents, guardians or household members of participants
contaln the nondiscrimination procedures for f£iling a compliant
c. Verification procedure based on true random sample
d. Special meals are provided to participants with dietary or health
problems, and are.suppcorted by statement from recognized medical
autherity _
e. Services and facilities are accessible to all persons without regard
to race, coler, national crigin, sex. age, or handicap
11. Sade of non-nutritiocus fcods prohibited
12. "Competitive"/other fo2d sales prohibited in the schocl lunchroom
during lunch =
13. Menus are posted and published
14. current nutrition infcrmation is disseminated
15. Review of Production Records for Month of indicates .
a. Meals met compeonent and quantity requirements
b. variety of food ilfems as reccmmendad
c. Sound production and reccrd keeping practices
16. Purchasing Practices/Use of USDAR Focds
a. Sound purchasing practices are evident
b. Product analvsis sheet(s) on file for prepared focd items
17. Student and parent invelvement are evident in nutrition policies

Signature of Reviewer

H - 30.13




I

ME-43-40-22 (Revised 10-18-90Q)

Page three , - - SCHOOL/ INSTITUTION/CENTER
18. Meal Analysis (Circle cne) BREARKFAST LUNCH SUPPER SUPPLEMENT (a.m., p.m.,
Food Prepared _on site vended. satellite in cottages

Name of vVendor or Satellite Leocation

|

|
AMOUNT | AMOUNT

| & i | !
MENU [NUMBER |SERVING | FOODS |QUANTITY | NUMBER NUMBER |
| PLANNED | SIZE | USED | USED | SERVINGS |SERVINGS |LEFTOVER |DEFICIENT
| | ! | |PREPARED | USED i !
| | l 1 I [ i
MEAT OR MEAT | ! | | | l ] |
ALTERNATE i i ! | | i i |
| | i ! l i | |
! 1 | ! E 1 1 !
VEGETABLES & | | | ! | | | |
FRUITS | i | ! I { E i
l | l ! l | l |
| | | | | I i [
SREAD OR | l | | l | i !
ALTERNATE | | | i | | i i
i | | ] | i ! i
i | | 1 | ! i 1
MILK AS A | i ! 1 | ! !
BEVERAGE ! | ! i | 1 ] !
l | ! | I | | !
{ | | i | | | I
OTHER FOODS ] | | i | | | |
| ] | ! I | I l
l 1 i l | ! | t
| | ! | | ! I :
# Participants Served , ] ¥ Adults Served
# Others Served — . Total Served

19. Meal meets contract requirements

20. Moderate use of salt, fats, and sugars

21. Adequate .time provided for meal

22. Sanitation report is available and score is 30 or above

23. The dining area encourages student participatien

24. Eguipment inventory documents proper expensing of assets

25. Does some other aspect of the Child Nutrition Program need £o be addressed?

T
T

COMMENTS © iz

*C-Compliance: N-Nen—-Compliance

Is follow up needed? TIf yes, identify areas where additional review is recommended.

Signature of Reviewer

4389q - o : H - 30.15 .




WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virginia 25305, e : _

CHILD NUTRITION PROGRAMS {County Board of Fducaticn or Sponsoring Agency; -
RECCRD QF QN-SITE VISIT - - -

(Name of Schocl, Center, Institution, Homes, Camp ¢r Program}

(Address oF School, Center, Institution, Home, Camp or Frogram)

(Name and Title of Perscn(s) Contacted)

INITIAL PURPOSE QF VISIT: ~ AREA(S) CHECKED DURING VISIT: (Check One or More)

OUTREACH o Meal Quality Wutrition EBducation
NEW PROGRAM Meal Service Personnel Training
FPRE-APPROVAL Free & Reduced Price Meals Cempetetive Foods
REQUEST Receords & Repeorts Meal Reguirements

NET [ Sanitation & Safaty Eguipment & racilities
TECHNICAL ASSISTANCE Other (Designate) )

HONITORING S B

11111
i
11

COMMENTS: (Based Upon a Ggneral Overview Of the Area(s) Designated Above —-- NOT a Detailed
Analysis or Evaluation)

RECOMMENDATIONS: (Indication of Needed Emphasis, Based Upon a General Overview)

(Signature) . : ) . (Date of Visit) -

i

WVDE 43-30-03-5




WEST VIRIGNIA DEPARTMENT OF EDUCATION
Charieston, West Virginia 25305

CHILD NUTRITION PRCGRAMS
MANAGEMENT EVALUATION

FLANS FCR CORRECTIVE ACTION

SCHOOQLS, INSTITUTIONS AND CENTERS DATE
NAME OF SCHOOL INSTITUTION OF GENTER Within 10 werking days return 2 copies to;
—_— - WY Department of Education
ADDRESS --_ : I

L Child Nutrition Division
Capito! Complex, Building 8

SPCNSOR'S NAME _ Rocm B-248
Charieston, WV 25305
SPONSOR'S ADDRESS , ATTENTION: -

TYPE OF EVALUATION .

f]

S AIMS o Management Evaluation o Civil Rights Compliance 0 On-3ite Review

An evaiuation of the school/agency on the above date indicates the need for corrections in the areas listed below. In
the space provided, indicate corrective action taken or planned.

TOTAL ASSESSMENT

Signature of administrater or principai
H - 30.3
43-40-22 - . .= o :
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DATE:

TO: _

During recent monitoring activities 1in your county/institution, violaticns
were detected in certain arsas of your £foocd service program which reguire an
adjustment of reimbursement.

The following schools are. to be assessed the stated amounts for errors in the
noted areas of operation:

ASSESSMENT
Number Lunches
School/Institution Area Section 11 Section 4 Number Cash or
(F/R) (Total) Breakfasts wvalue of
Meals

UNDER CLAIM

TOTAL

The total amount of § will be deducted from or added to a
future claim for reimbursement by the Wesi Virginia Department of Educaticn Finance
Office. . .

SIGNED

TITLE
. Child Nutrition Programs
West Virginia Department of Education

cc: County Food Service Supervisor/Preogram Administrator
State Director, Child Nutriticn
State Audit Office, Account

OFFICE USE ONLY

Month of adjustment
Total amount
Changes made by
Date




10.

il.

i2.

13.°

14,

15,

4071q

= MONITORING OF ACCOUNTABILITY
NATICNAL SCHOOL LUNCH PROGRAM

Name of School . _

County/SFA

Date ,7

Current Enrollment

Average Daily Attendance

Tcday's Attendance

The number of applications correctly and currently approved
free -

The number of applications correctly and currently approved reduce
price = ) . o ’

The counting system yields the actual number of lunches:
Free — Reduced Price Paid
The system for recording total lunches served is correct. Yes No

Lunches served to students contained compohents reguired by federal
regulations. . Yes “No

Lunches served to students contained guantities required by federal
regulations.  Yes No

Comments regdrding additional aspects of the Child Nutrition Program:

Is a Corrective Action Plan necessary? Yes No

Reviewer _
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DEPARTMENT OF MEALTH
EV.
7/80

ADOALSS OF ESTASLTBHMENT

NaME OF ESTASLISHMENT

MAME (CrMER. QMERATOA OR AEGISTEIRID AGENT) CITY, GOUNTY O DRSTRCT FERMIT NUMBER [Dl‘l’t

Sir' Based on an nspection thig day, (M temMs marked beiow dentily the violation in oparat:on or {aciitles which must be corrected by the next
routing NSpection of such Shorter pendd of Lime &3 May be spacilied n writing By the hesith Rutherty. Faiure 10 comply with thig nctite May resuit in
Immediate sulCension af your permets, An opportunity for an appsal will be peovided if a written request for g Reanng s filed with the health authonty

within the period of ume utsbhlh-d m thll notice for the can-cm:ﬂ af v-nunons
. == — ==

ITEM T
NO.

REMARKS (Plaasa specify area,}

The unsatisfactory conditions recorgad were giscussed with tha owner or operstor or his reprasentative.

VIOLATIONS MUST BE CORRECTED
ON OR BEFOAE:
Sanitanan

'

asns sep MreRres sl

Note: Score = 100 less weight of tems violated 30.7
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PUBLIC NOTIFICATION

It _%s rhe School Foeod Authority's resoonsibility to train and meonitgr
their schools in regard to Civil Rights Compliancs.

Spensors  must ensurs  that all Fforms of communication and printed
procram  informaticon that are disseminated, especially the free and
raduced orice notificaticon letters, application feorms  and opublic
releases. ingclude the following aiements:

LY The statement that vprogram benefits and servicas aras
available to all children without regard to race. color., sax,
handicap., age or national origin: and

The procedure for f£iling a compliaint. Particirants who feel
they have been discriminated adainst should write to the
Secrerary of Agriculture, Washington, DC 20230,

in

Parents or auardians of students in schools varticipating in the schoeol

nutriticen Drograms, as  well as local mwminoritv and arassroots
organizations should be sinformed of the availabilitvy of oreogram
benefits and services. the non discrimination ©oelicy and aill

significant  chances in existing requirements that rpertain to srogram
aligibility and benefirs,

4 non discriminacion noster must be dispiaved in *he Eecod
servica/dining area. [T - 30.1] ?Posters ara availaple at thas West
Virginia Department of Education.

The sponsor should make available to the public and to participants and
potential ._participants upon _ request, informacion  abeout oprogram
requirements and the bprocedurses for £iling a complaint in ZEnalish
and/or in the appropriate translation to non-=nclish speaking cersons.

7iSBg — T -1




DATA COLLECTION

UseA_ reauires esach scheol to keep on £ile the number of anrollad
students by race. cthe number approved Ffor free and
meais, and the number denied,

reduced priced

This infermation should be collected and on file in the scheol office
by QOctober 31 of esach vear. [T - 30.27

The racial/ethnic categeries for which _this

information must be
collectad are:

American Indian or Alaskan native:
Asian or Pacific Islander;:

" Black (not of Hispanig origin):
Hispanic: and/or

Lee,
b IL EACE N

In the avent that a housefold does net complere the voluntary
self-determinacion on the fraes and reduced price meal application Sorm,
this inforfarcion must be obtained by orher methods, OCther metheds may
include determination of :he information bv a school ofEicial throuan
observaticn or perscnal knowledge. This information must be:

Maintained on file for three vears: and
Procedures should De astaplished to  ansure that rhe
information is made available omiy to authorized state and
faderal persennel during reviews or as vart of OFfics of
Hanagement and Budget approved survevs.

77%8q . T -2




REVIEW OF SCHQOOLS

when a raview of a school is performed. the followina information

sheuld be reviewed:

L]

T7758g

Approved and denied free and reduced orice appiications are
‘Whather denied free and raduced vrice applications are
disproportionally composed of mineority appiicacions.

whether there is a nead for bilinqual material or staff and
how., if it exists, it can be addresged.

Procedures rhat are used to determine and process civil
richts compiaints.

whether admission procedures used restrict snrollment by
minority persons.

United Staras Department of agricuiture or a Food Mutrition
Service approved pester is displavedc.

Free and reduced price appolications and letters provided to
parents or quardians of participants and  potential
participants centain the nen discriminaticon statement.




" PROCEDURE FOR FILING DISCRIMINATION COMPLAINTS

Right tc File a Complaint - Anv person alleqginag discriminacion based on
race, color, naticnal origin, sex. age or nandicap has a right to file
a_complaint within 180 davs of the alleged discriminatorvy action.
Under special cirgsumstances this time limii mav be extendad bdy offica
of Minoritv Affairs.

Acceptance ~ All complaints, written or verbal, shall be accepted bBv
the Scheol Pood Aurhority and then forwarded to the Department of
®ducation. It is nacessary that the information be sufficient to
determine Gthe identitv of thne agency or individual toward which the
complaint is directed, and to +indicate the possibility of a violatien.
Ancnymous complaints shall be nandled as any other complaint.

Varbal Compiaints - In the eavent that a complainant makes the
allegacicn verbally or through a telephone conversation and refuses or
is not inclined tc place such allegarions in writing, the person to
whom the allegations are made shall write up the elements of the
complaint for the complainant. Everv affort should e made o nave the
compiainant orovide the following informarion:

] Mame. address and telephone number or sther means of
contacting the complainant.

n The specific locaticn and name of the entitv delivering the
Drogqram service or benefit.

R The nature of the incident(s) or acticnis) that 'ed the
complainant to feel discriminaticn was a factor.

] The basis on whicn the complainant feel discrimination exists
{raca. color, naticnal origin. sex, age or handicap).

n The names,. rtitles and addresses of persons whe may have
knowledge of the discriminatory action(s).

L The darce(s) durinc wnich the alleged discriminactery action

occurrad, or if continuing, the duration of such ac:tions.

77584 T -4




DEFINITIONS

Grassroots Orcanizaticn — any organizarien at the lccal level which
interacts with potenrial participants. such as a community bdroqram,
ecivic organization. migrant greoup. church, neighborhoed cosuncil, local
chapter of the National Association Ffor the Advancemenc of Colicred
Pecpie or other similar groups.

Minority - A person or greoup of perscons belenging to the protected
~ilasses coverad bv Title VI of the Civili =Rights aAct of 1964. as
amended, and lacter specified by the Office of ¥anacement and 3uddet

§OHB! as :

| american Indian or Alaskan Native
n Asian or Pacific Isiander
[} Black (notr_of Hisvanic Crigin)
L Hispanic
Racial/Ethnnic Catageries - The designagion of varricipants/potential

participants bv race. color or naticnal origin from the collection and
reportinc of racial/ethnic daca 2s follows:

a american Indian or Alaskan Native - A derson naving origins
i the original peopbles of North America, and whc maintains
cuitural identificaricon chroudgn rribal affiliacion or
comemunlity recognition. _

asian or Pacific TIslander — A verson having origins in any of
e or<iginal peoples of the Far East. Southeast 2Asia. the
Tndian Subcontinent. or the Pacific Islands, T™is area
inciudes., for example, China, Tndia, Japan, Xorea, the
ohilippine Islands and Samea.

Black {(not of dispanic Origin) - A opersen having origins in
any of the black vacial qroups of Africa.

Yispanic ~ A person of Mexican, PDursto Rican, Cuban. Central

or South American cr other Spanisn culture or origins,
ragardless of racs.

Complaint - A verbal or written aliegatien of discrimination which
indicates cthar any National Scacol Luneh Preogram, School Breakfast
Program or 3Svecial Milk Program is administered cor operated in such a
manner thar <t results in disparity of treatment, benefits or services
being provided te a cnild or croup of children because of their race,
coler, nacicnal origin., sex. age or handicap.

T758qg _ I -5
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MEAL SERVICE

Mot less _than three hours nor more than four and one-half hours should
elapse between the service of the schoel breakfast and the school lunch.
A nminimum of ten minutes of eating time {after going through the =serving
line) 1is 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.

Bll foods available at the meal period should be a part of the menu and be
included in the reqular meal price. If food is available, second servings
may be offered at no charge after the student has eaten the major portion
of the meal. Adults shall not remove food from students trays for the
consumption of any other person.

IE "super meals" or choice of milk (i.e. milk shakes) are offered, the
student who is eligible for free meals must be offered the same service as
the paying student at no cost and the student eligible for reduced price
meals must be offered the same service at no 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 - J-1




MEAL SERVICE FOR ADULTS

Adults shall be served the same menu served to students in portions not
to exceed -that of secondary students. No special foods shall be
prepared for adults. Sale of a la carte items to adults is not
permitted, except those items avallable for students for breakfast a ta
cart sales. Adult meals are not reimbursable.

Meals served to adults who are directly invelved 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 on form 43-10-30s). School
emplovees _who supervise during the lunch or breakfast pericds., sell
tickets or perform other duties directly related to the food program
should do_'so on a contract basis as described in State Code 18a-4-14
and l8a-4-16.

Meals served to adults not directly inveolved in the child nutrition
program such as administrators, teachers, aides, student teachers and
other persons working or visiting in the school may not be served free
of charge unless the cost of the meal is covered from another source.
This meal should be reported as non-program adult meals {(Column 5 or 11
on form 43-10-30s).

0488q J-2




MEAL SERVICE FOR HANDICAPPED CHILDREN

Meals must be provided for handicapped children at no additional charge
or free of reduced to those with approved free and/or reduced price
applicaetions on file. Special equipment for preparation and utensils
for eating are allowable costs.

Schools shall require parents/quardians of hendicapped children to
provide medical certification from a medical doctor that (1) verifies
special meals are needed because of their handicap and (2) prescribes
the alterfiate foods and forms of foods needed to meet the chlld's

special dietary needs.

Food service personnel may obtain assistance in planning appropriate
foods. - e e e

0488q . . J - 3




DISCIPLINARY PRACTICES AND MEAL SERVICE

In no case shall a student be denied a meal or part of a meal or served
a different type of meal as a2 means of discipline or as a result of
discipline  for viclation of schoel pelicies.

in schools where offer versus serve is practiced . or where cheices of
menus or menu items are offered, the student being disciplined and/or
the student in detention hall must have the identlical type meal service
avallable to other students.

0488q J - 4




MEAL SERVICE FOR SENIOR CITIZENS

Schools are enccuraged 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
reciplent with the remainder paid by another agency.

0488qg J-5




EMERGENCY FEEDING

Tf school .food service facilities are utilized in emergency situations,
supplies and foods on hand (both purchased and donated) may be used for
emergency Ffeeding. Accurate inventory records must be maintained and

replacement or repayment must be requested from the appropriate
disaster relief agency.

0488 = . 3-8




CHARGING MEALS

In most situations, particularly in the case of elementary and middle
schools, there should be scme provision for charglng meals and/or milk
on an emergency shert-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 avolded. Schools may develop systems for
billing families on a regular basis. However, schocls are not required
to provide meals or milk incdefinitely when payment has not been made in
the time determined to be reasonable by the local school officials.
Schools are encouraged to obtain completed free and/or reduced price
meal applications when financial need is obviocus.

0488qg J -1




LOST, STOLEN AND MISUSED TICKETS

Local schocl officials should develop procedures to handle the problem
of lost. stolen and/or misused tickets and should initiate appropriate
corrective measures. These officials should distinguish between
genuine cases of lost or stolen tickets from willfully fraudulent "sold
ticket/misuse" situations, and take appropriate actiocn. This may
include, when necessary, the same disciplinary measures that would be
used in resolving any other infraction of school standards and rules of
conduct.

The decision to replace a ticket belongs to the school regardless of
the circumstances. The “lost" or "stolen" ticket may be replaced or
the school may choose one of several options. The opticns may inciude
accompanying or menitering all students who report lost or stolen
tickets --needy and non-needy - through the food service line:
providing a list of those students' names to the cashier; or any
locally develcoped measure that complies with the legislated
boundaries. Regardless of which option is chosen, the eligible needy
student must be provided with the free or reduced price meal.

Schools may also initliate a procedure which would sanction an
ineligible student for attempting to use a ticket to obtain a meal when
that ticket was lost, stolen or when it was determined that the ticket
was otherwise obtained by fraud. 1In developing corrective measures,
schools need only ensure that free and reduced price recipients not be
overtly identified and that they not be charged for any replacement
ticket.

0488q
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USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, USDA donated foods or purchased foods shall not be
sold, traded or given away, except as used in Child Nutrition
Programs. _No £foods, including left-overs, shall be removed from the
school food service area by food service personnel either for their own
use or for “the use of others, except for schocl sponsored activities.

All equipment and supplies shall be properly inventoried and shall not
be removed from the school food service area without appropriate
authorization. Records must be maintained verifying the date a piece
of equipment was loaned from the food service departrment, the date
returned, the principal’'s signature and the name of the borrower.

It is recommended that individuals not make purchases from vendors in
the schools. If such purchases are made, items delivered may not be
stored in the food service equipment. It is also recommended that no
personal items be stored in food service equipment or storage areas.

Food for outside functions {(not school sponsored) shall not be prepared
in the kitchen during the regular work day. School food service
facilities_may be used by school or community groups for food service
when authorized by the school administrator. Entrepreneurs or school
personnel Mmay not use food service facilities for individual benefit.
At leas:t one school food service emplovee shall be 1n charge to ensure
control over the child nutriton program foods and for proper use and
care of equipment and facilities. Wages for the school. focd service
personnel shall be paid by the organization using the facilitles in
accordance with current wage and hour regulaticns and SFA policy.

0488¢ N J -9




SAFETY AND SANITATION

To avoid health and safety hazards, only authorized school food service
personnel shall be allowed in the foed preparation and serving areas.
Use of tobacco shall not be permitted in the school food preparation
and service areas.

It is recommended that focd service persconnel wear clean uniforms.
Bpproved hair restralnts are required.

Students working in the food service area must wear hair restraints and
a smock or full apron. These garments shall be stored in the £ood
service area and shall be laundered as neseded.

To ensure that foods are served at proper temperatures, plates or trays
should be filled 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 child care programs.

Extreme care should be taken during preparation and serving of focd to
avoid contamination or spread of communicable diseases.

0488q J - 10




SALE OF NUTRITIOUS FOODS

When schools sell nutritious food items during the scheoel day., West
virginia Board of Education requlations specify that no food other than
the school lunch, breakfast and milk shall be scld .or served in the
lunchroom during the meal period.

Milk may be sold to a student at any time during the meal period.

Proceeds from milk sold 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 vocational schools, during the
school day. The school day is defined as the time between the arrival
of the first child at schoeol and the end of the last scheduled
instructional period.

According to the state board regulation, any food preoduct commonly
referred to as "candy" may not be sold in the schools during the school
day. All foods and beverages sold during the scheol day must meet the
WVDE's guidelines. Items of gquestionable nutritional content, or
confections which are commonly called "candy" may be sold only if
certification is on file at the school, based upon laboratory analysis
of the speciflic item, that the food or beverage dees not fall under the
WVDE's definition of candy, soft drinks, chewing gqum or flavored ice
bar. Refer to guidelines for product selection,

The state board regqulation must not be confused with a more recent one
passed by USDA. The guidelines adopted by WVDE are more restrictive
and supercede those of USDA. Schools shall be guided by definitions
contained herein rather than information furnished by salesmen.

Foods served at school parties or sold at school bake sales should
contaln no more than 40 percent sugar and/or cther sweetening agents.




The WVDE,

DEFINITIONS

in a letter to county superintendents dated August 6, 1976,

issued official definitions of these four food and beverage items.

0488g

1.

3.

-Landy 1s defined as any food which, as served in its finished

form, contains, by weight, 40 percent or more sugar {in
crystalline form or in soelution as syrup, both
monosaccharides and disaccarides) and/or other sweetening
agents, or any food product commonly referred to as “candy™.

Boft drinks as defined in Section 1, Article 19, Chapter 11
cf the Code of West Vvirginia: {a) "Bottled sSoft bDrinks"
which are all beverages, whether carbonated or not, or any
preparations commonly referred to as “soft drinks" of
whatever kind, which are clcosed and sealed in glass, paper or
any other type of container, envelope, package or bottle,
whether manufactured with or without the use of any syrup,
and (b) any beverages, whether bottled or not, which are
prepared from soft drink syrups and powders by the mixing
thereof with carbonated or plain water, ice, fruit, milk or
any other product sultable to make a soft drink. Except that
flavored, fluid milk, as defined in regulations 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 scld.

"Thewing gum is defined as a preparation of chicle or other

plastic substance sweetened and/or flavored for chewing.

Flavored ice bar 1is defined as a frozen confection consisting
of water mixed with flavored syrups and/or powders, sugars
and/or other sweetening agents, binders, stabilizers and/or
emulsifiers. -

J ~ 13




5.

GUIDELINES FOR SELECTION OF SNACK ITEMS

The West Virginia Board of Education mandate [J - 30.1] cn the
sales—of foods in schocls supercedes any USDA regulation. The
definition of candy was developed by the WVDE Nutrition Standards
Committee in 1976, Scheel  personnel  should always  verify
information furnished by salespersons.

It is the responsibility of school personnel to control what
products are placed in wvending machines, school stores and/or
snack bars. School perscnnel shouldéd obtain product analysis
information from vendors upon which the decisions are made.

Learn to read labels. The United States Food 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 quantities). If sugar or some other caloric
sweetener is listed first, there is more sugar than anything else
in the product. If it is listed as seceond cor third ingredient, it
contains more  sugar than all but cne  or two  other
ingredients .. and so on down the list of ingredients.

Distinguish sugars* from "total carbohydrates" in the precduct
being considered. It is only the "sugar and/or other sweeteners"
that must be less than 40% in order to be in compliance with the
wWest Virginia regqulation.

Voluntary "nutrizion information" on packages will indicate the
gram weight of carbohydrate. <This is the "“total carbohydrate"
whereas the product analysis information will further identify the
various forms c¢f carbohydrates. "Total carbohydrates" will
include but not be limited to, "starch and related carbohydrates,”
and “dietary fiber" as well as "sucrose and other sugars". It is
the "sucrose and other sugars" that must be less than 40% by
welght.

*There are many forms of sugar. The label or analysis may
not indicate “"sugar". Watch for other words used to describe
sugar and caloric sweeteners. These words include, but are
not limited to:

brown sugar giuccse molasses

Ccormn sweeteners honey natural sweeteners
corn syrup invert sugar powdered sugar
corn syrup solids lactose . sorbitoel

dextrose levulose sucrose

fructose maple syrup

FoodS often selected which are likely to be in non-compliance with
the mandate may inciude, buit are not limited to:

filled doughnuts iced cookies lemonade

frésted toaster products iced pastries presweetened cereals
frdit 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 Education 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 julce drinks is not addressed in the mandate.
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MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some cases high school students participate in a special study
program at_a college. "Take-ocut" schoel lunches may be served by their
appropriate scheools and claimed for reimbursement. The provision of
these lunches, however, would be at the option of the SFAs since they
are only Feguired to make lunches available to eligible students who
are present during the lunch service perilods.

The colleges and universities participating in the special study
program are not eligible to participate in the NSLP since they do not
meet the definition of "school" under prodgram regulations. Therefore,
any meals provided to the high school stucdents by the celleges would
not be eligible for NSLP reimbursement, even if the high school
compensated the college for the cost of the meal. .
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VHIL ) .

Best Pivginia WBoard of Education

WHEREAS, The West Virginia Board of Education, on May 18, 1973,
adopted 2 policy prohibiting the sale of foods other than the Type A school Iunch,
milk and breakfast in the school lunchroom during the lunch period, and

WHEREAS, The West Virginia Board of Education, on May 18, 1973,
voiced its concern about the sale of non-nutritional focds on any part of the
schoo! 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 25
non-public schools responding, 26 percent sold candy, 27 percent sold soft drinks,
4 percent sold chewing gum and 6 percent sold flavored ice bars on the school
campus during the schoe! day, and

WHEREAS, The West Virginia School Fecd Service Advisory Council on
October 29, 1975, has exprassed opposition to the sale of non-nutritional foods
at any time during the school day in the public and 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
VYirg'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 desvelopment of dental caries.” Now, therefors,

BE IT RESOLVED THAT, effective with the 1576-77 school year the
sale of the following non-nutritional foods or beverages is prchibited during the
school day in all public schools of the State:

Candy Soft drinks
Chewing gum Flavored ice bars

BE IT FURTHER RESOLVED THAT, in order 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 scheols of the
State.

—November 14, 1975

L.
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POLICY REGARDING SALES OF NON-NUTRITIOUS FOODS AND BEVERAGES
August, 1989

In 1974, research was conducted by WVDE in the schools to
determine the effects of nutrition education on kncwledge, attitudes,
iunch participaticon and plate waste. During the study, extensive
comments were _ received from teachers and parents regarding the
inconsistency of teaching about nutrition and good eating habits in the
classroom while practicing and/er promoting pecor nutrition habits
through sales _¢of non~-nutritious £focds in the halls. Concurrently,
teachers, parents and community health professionals expressed their
considerable concern regarding the high incidence of dental caries and
the detrimental effects of empty-calorie "foods" on health and
nutritional status of growing children and vouth.

Because of concerns of "mixed" nutrition messages at school and
the detrimental effects of non-nutritious items on health of students,
the State Superintendent of Schools asked that all public schools phase
out sales of nopn-nutritious food and beverages to school children. &
survey of sales of such items prior o the Superintendent's memcrandum
and cne following the memorandum, revealed that no significant
reduction was made as a result of the Superintendent's request.

In 1979, the 9State Beoard of Education passed a resolution
pProhibiting sales to children of four non-nutriticus items, effective
with the 1976-77 school year. The four prohibited items, chewing gum,
flavored ice bars, candy and soft drinks were selected and defined by a
team of dentists, other health professicnals and educatcrs.

Schools which complied with the mandate and which provided a wide
variety of nutritious snacks, based on student inveolvement, experienced
no decline in revenues from sales of snack foods.

In 1980, the 3tate Board reviewed the policy., and because of tne
clearly  established relationship Dbetween nutrition and health,
reaffirmed its position of prohibiting sales of the identified items to
children during the school day.

In a period of increased nutrition awareness, the National
Education Associatlon published in 1989, The Relationship Between
Nutrition and lLearning. Specifically, this research report indicates
that _students . who participate in the (nutritious) 3School Breakfast
Program shew higher gdains in scores on standardized tests and lower
tardiness rates than similar students who do not participate.

Because of the clear relationship between nutrition and health,
and the increased evidence ©f the relationship between nutriticn and
learning, the West Virginia Board of =Education reaffirms its policy
prohibiting sales of chewing gum, flavered ice bars, candy and soft
drinks te public school children during the schocl day.

4017q
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PERSONNEL AND TRAINING

Program Management
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PROGRAM MANAGEMENT

The success of any c¢hild nutritjon program depends largely on its
perscnnel. . Every emplcyee must be carefully selected £or each
position. It is advisable to employ 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. Emplovees develcp an understanding of their responsibilities
through training and detailed  instructions.  Motivation will be
increased _if the employees understand the purposes of the programs and
the tasks necessary to achieve those purposes. Duties, salary
schedules, sick leave, hours of work, health examinaticns and fringe
benefits such as sccial security and retirement benefits should be
described in a statement of SFA pcelicies and should be available to
employees. .

Each SFA shall maintain a code or standard of conduct which governs the
performance of 1its employees. USDA requlations state that school,
county, state and federal focd service employees shall neither solicit
nor accept gratuities, favors or anvthing of material monetary wvalue
from contractors., vendors or potential contracteors.

In order to maintain a high degree of productivity and performance,
school food service personnel should be evaluated periodically.
Evaluation policy is determined by the SFA and should be applicable teo
tenured and non-tenured personnel. Evaluation criteria and instruments
shall be developed by the SFA and made available tc employees and
school principals. Evaluation by observation is recommended twice a
year. Some supervisors and principals find it helpful to maintain an
employee “log" of job performance. Comments should be dated and
initialed.

Employment policles are governed by the SFA and must be in agreement
with state and federal laws and regulaticons. State law 18R-2-5,
requiring written contracts, applies tc tenured, probationary and
substitute " empleoyees, Employees must return signed contracts within
thirty days after receiprt or they ferfeit the right to employment.
Many counties wuse a mutual consent form which 1s appended to the
contract when a change of classification is made or when employses
indicate no desire tc change classification. Principals should check
the SFA to_ensure that consistent procedures are being followed.

There are. two sections of state law that refer to extra duty
assignments. Those occuring on a regularly scheduled basis, as defined
in 18a-4-16, must be covered by a written document. Those defined in
182-4-8b not coccuring on a regular basis need not be covered by a
written document.
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SFAs are reguired 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 working days from the posting date.

n vacated position or a newly created position may be filled
temporarily with a substitute. . State Jlaw states that substitute
service personnel shall be assigned on the basis of seniority. When
filling the position of an absent employee with & substitute, that
position shall be offered in the following order:

1. with a regular employee in the same bulilding having the same
classification category (Cook I, Cook II, Cock III, Cafeteria
Manager) and the dgreatest seniority. Such regqular employees
shall be assigned on a rotating and senlority basis. The
person f£illing 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
tc their length of service, so that each has an copportunity
to perform similar jobs.

when fllling a vacant service personnel position, one must first offer
the position to a regular employee within that classification category
(i.e. Cook I, Cook II, Cook III, Cafeteria Manager) having the greatest
senlority and strongest evaluation. If no one classified as a cook is
interested in the position, it may be offered to other service
employees based on senlority.

It 1is recommended that child nutrition program particlpation 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
ratics are generally based on "lunch equivalents" in which one lunch or
twWwo breakfasts count as one eguivalent.
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Classification

established

classifications are:

Cook

Coock

Coock

Cafeteria Manager

0489g
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CLASSIFICATION OF COOKS

as stated in Senate Bill. 12 has been

Wast Virginia Legislature. The current

personnel emploved as cook's helper

personnel employed to interpret menus. to
prepare and serve meals and personnel who
have been employed as “Cook I" for a period
of four vears, 1if such perscnnel have not
been elevated to this classification within
that pericd of time

personnel employed to prepare and serve
meals, make reports, prepare reguisitions
for supplies, order equipment and reguest
repairs

personnel to direct the operation of a food
service program in a schoel, including
assigning duties to employees, approving
requisitions for supplies, repairs, keeping
inventories, inspecting areas tc maintain
high standards of sanitation, preparing
financial reports and keeping records
pertinent to foocd services of a school




NUTRITION EDUCATION AND TRAINING (NET) PROGRAM

For years child nutrition directors advecated a nutrition education
program that would be coordinated with the school feeding program.

[K - 30.2]7 iIn 1977, the United States Congress amended the Child
Mutrition Act to provide funds for the Nutrition Education 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:. -

1. rutrition education for children:

2. _training programs for teachers:;

3. training programs for school food service personnel; and
4. nutrition materials.

West Virginia's NET plan provides for a specially trained cadre of
teachers and school administrators to conduct nutrition education
inservice programs. A curriculum, West Virginia Nutrition Curriculum,
K-&, was developed by teachers ané nutritionists. 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, Child ¥Nutrition Division in Charleston.

another cadre of teachers. consisting of vocational and cccupational
home economics teachers, provide training for schoel cocks. This group
teaches the Cowmprehensive Training Program courses written and
developed by WVDE Child Nutrition Division as well as other training
programs related to food service skills and mariagement. [K - 30.3 and
K - 30.4]
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TRAINING PROGRAMS FOR FOOD SERVICE PERSONNEL

Providing adeguate, nutritious meals for several hundred children cn a

specific schedule reguires training in many areas of the school feeding

program. _These include: _

= knowledge of USDA regulations including required meal patterns;

# use of standardized recipes;

m ordering and/or purchasing the correct amount of food to meet
recommended specifications;

m operation of institutional equipment;

s use of USDA publications, such as The Buving Guide for Quantity

m operating an economically sound program; and

s prevention of food poisoning.

The Master Plan of Education and the WVDE Standards of Excellence
require that training be available for food service staff. Each year
food service perscnnel shall be offered three hours of multi-cultural
inservice —and fifteen hours of Jjcb related training. The SFA's
inservice plan is tc be submitted annually to WVDE.

The NET program provides training programs at the SFA level for food
service personnel through a cadre of trained teachers. SFAs may
contact the WVDE coordinators to schedule training through the CIP
program.

WVDE, through the NET program, makes preservice training available for

newly employed c¢ooks and substitutes on a regional basis. However,
SFas may conduct their own fifteen-hour preservice training. It is
recommended that preservice training minimally include: use of

standardized recipes; USDA meal patterns; use of quantity eguipment;
focod preparation skills; safety; and sanitation.
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COMPETENCY TESTING FOR FOOD SERVICE PERSONNEL

Effective.July 1, 1991, county beards of education shall provide
competency tests for all new service personnel applicanis in each
speclfic classification title. This applies to applicants for either
regular or substitute positions.

As specified in State Code 18a-4-8e, these competency tests are
intended to determine whether applicants are qualified for a specific
classification title. They are not to be used to evaluate employees'
skills or performance in their currently held categories.

For testing purpcses. all food service class titles: Cook I, II, IIT
and Cafeteria Manager, are considered the =zame c¢lassification.
Therefore, the same competency test will be administered to all food
service applicants.

All competency tests are developed by the Bureau of Vocational,
Technical _.and Adult Education of the West Virginla Department of
Education. Vocatlonal schools serving the local ceunty boards of
education administer them.

After July 1, 1991, only these approved competency tests may be

adninistered by boards of education. Locally developed tests are
prohibited under this section of the state code.
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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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S SCHOOL FOOD SERVICES

INTRODUCTION

The school food service provides the meazns with which to meet the
nutriticnal needs of the students throughovt the school day. For this
purpose, the national school lunch and school breakfast programs are
designed nof only to provide nutritionally balanced meals for all students
but also to help students develop sound nutritional habits. In West
Virginia, school food service is available in every public school, and
every county board of education annually erpters into an agreement with the
department of education to participate in the chkild 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 expands accordingly. '

The standards set foerth below are analogous to: (1) % g)provisions
included in the State Plan for Child Nutrition Programs which is
executed by the West Virginia Board of Education with the United States
Department of Agricultu%%)and (2) the Policy of Operation Handbock for
Child Nutrition Programs which sets forth the cperational policies and
procedures _governing the school feeding programs authorized under the.
NaticTi}(zﬁéhool Lunch Act of 1946 and the Child Nutrition Act of
1666. "2 When fully implemented in every schocl, the standards are
designed to:

1. provide the nutritional services needed to all students in the
public schools;

2. fellow the dietary guidelines prescribed by the United States
Department of Agriculture and the West Virginia Board of Educa-
tion in order to help students develop sound food habits;

3. méet federal and state requirements for accountability, safety
and sanitatiocn;

4, establish appropriate staffing ratios for administrative, super-
. visory and production personnel;

5. up-grade the established training programs currently prescribed
for school food service perscnnel; and

6. establish annual evaluation procedures to identify the skills and
training needed by school food service personnel.

The plan set forth below foliows current policies and procedures
already in place with the exception of the staffing ratios and training
requirements prescribed for administrative, supervisory and production
personnel.
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- PROGRAM DEFINITION

The "scheol food service program' mezns "food service operations
conducted by the county board of educatien during the normal school
day principally for the benefit of school children, all of the revenue
from which is u%ﬁ%(§3lely for the operation or improvement of such
food “service.” Under jurisdicticen of the county beard of
education, all schools serve meals that are nutriticnally adequate,

_They also coordinate the schocl's health education activities with the

formation of good nutriticmal and meal time habits in the lunchroom,
to the end that participating children will gain full Eﬁﬁerstanding of
the relationship between proper eating and good health.

PROGRAM DELIVERY

A scheel lunch is aveilable to all students, and a school
breakfast is available to all students except when 2 waiver Fff been
granted the school by the state superintendent of schools. ALl
mealsjéfg)f?§ged in accordance with applicable state and federal regu-
latioms ‘arid are priced in accordance with a state-approved
pricing scale. Free and reduced price meals are available to children
from eligible familiegleQJare currently approved for free and reduced
price.meal benefits, and provision is made where npecessary to
meet the Fﬁffary and equipment needs of the handicapped and/or health
impairzed. )

1. Time of Meal Service

The school and transportation schedules provide time for
scho?é)breakfast prior to the start ¢f the child's instructicnal
day. Net less than three hours noer more than four and
one-half hours elapse between the service c¢f the school breakfast
‘and the schoel lunch. A oinimium of ten minutes of eating time
(after going through the serving line) is provided for the school
breakfast and a minimum of twenty minutes eatid%éfime (after
going througk the serving line) for the school lunch.

2. :Pélicies of Operation

a. Nutritional Standards

Schoel food services shall meet the nutriﬁ%fgé%éftandards
set forth in state and federal regulations.K School
lunches are plann%q)to meet approximately one-third of a child's
daily focd needs, and school breakfasts are planned to migs
approximately one-fourth of the child's daily food needs.
Except for milk, no foods and beverage items zre to be sold in
the dining arez (or “commonsfé)area, where applicable) in

competition with the school meal , except during the breakfast
service wh%%J limited a la carte is permissible under state
guidelines.

"~ _ Food and beverage items classified as 'candy, soft drinks,

Egewing gum and flavored ice bars" are not te be sold in any
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public school during the schoal day, i.e., from the arfigal of
the first student until the departure of the last. bus. %/ The
county school food service director serves on the county school
health advisory committee to <coordinate establishment and
implementation of local guidelines and policies concerning the
sales znd/or service of nutritional foods and beverages on the
sthool campus, including recommended procedures for approval of
the nutriticnal content of such food/beverage items.

Scheol .meals will conform with recommended dietary
guidelines which emphasize PfﬁfratiOn in the amount of sugars,
fat and salt ir the diet. To this end, food preparation
practices are regularly monitored by the county food service
director. The «county scheol food service director develops

-county purchasing standards and supervises purchasing practices

to- assure nutritionzl quality and prevent development of
questicnable nutritienal habits.

b..  Food Quality (Appearance/acceptability)

" Preparation, service and storage of all food and
beverage if?Eﬁ are in compliance with state and Ilocal
guidelines. The county director of food services
regularly monitors meals served in all scheels in terms of
appearance, acceptability and student food preferences.

= Foods are served at the recommended temperatures,
_ observing all applicable sanitation standards, and providing
= the dinnerware, silverware and disposables which are

appropriate to the specific food delivery system.

Students at the senior high level and, as designated by

.= the county superintendent, junior high, middle school and
elementary students, are aifcrded the current optien of

~. selecting three or more of the approved menu 6f?ms at lunch
time in lieu of the five planned menu items. The lunch

=" is priced as a unit with no adjustment in price for those _.

students who select the "offer wversus serve” option
7" described above. At least at the senior high level, choices
of menu or items(gythin the meal pattern should be available
2. to all students.

¢~ Food Delivery System(s)

The type of food delivery system is determined by local
school authorities, after taking into consideration:

1. the availability, size, location and conditicn of
kitchen/ dining areas;

2. locaticn of the school to possible central/base
kitchens;

54.3 K - 30.1c




11
13
15
17
19
21
23
25
27
25
31
33
35
37
39
41
43
45
47
49
51
53
55

sanitation and safety;

= W

~ student participation;
3. equipment; and
6. menu acceptability.

Regardless of the type of delivery system, ail meal service

is in compliance with standards set forth inp item 2(b) above.

(73

Suiﬁable types of foéd deliﬁery systems include:
1. | on-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/or "bag" lunches may be utilized
a5 an alterpate menu selectiocn or under emergency or
temporary conditions or during summer school programs.

The Zcod delivery system utilfg?€7)complies with all
applicable state and local standards.

3. Persconnoel o

a4 —

County School Foed Service Director or Coordinator

In all counties there 1is a qualified directer or
coordinater of the school food service program with a
full-time director for 10 or more schools. Functions of the
county school food service director or coordinator include:

I. establish geoals for the program to meet the needs of
all students;

2. establisk standards for food preparation, service,
sanitation and safety;

3, develop procedures for efficient management, including
centralized purchasing and data processing systems;

4. plan, develop and coordinate an on-going in-service and
pre-service program;

5, distribute program management and educational aids;

6. monitor and supervise program operations in the
) individual schools;

7. recruit trained school focd service personnel; and
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8. act as a liaison  Dbetween elementary, secondary
principals; health service coordinaters; and the county
school health advisory committee te coordinate
nutrition/health services, i.e. nutrition education
materials and activities.

Assistant School Food Service Dirsctor

An assistant school food service director should be

previded where necessary:

I. Ten to thirty schools - one full-time school food
service director;

2. Thirty-one to seventy-five schools - one full-time
schecl food service director and one full-time
assistant director; and

3. Seventy-six schools and up - one full-time director and
two full-time assistant directors.

Qualifications

County scheol food service directors and coordinators
and assistant directors and coordinators have traiming in
home  economics and  nutritiomn  and/or  institutional
management, and demcnstrate business management skills or
equivalent training.

County Support Staff

Adequate secretarial and clerical assistance is
available to the school food service directer or coordi-
nator, (One full-time secretary is recommended in counties
with ten or more schools.) Assistance from the county staff
is regularly scheduled as needed in the following areas:
finance, purchasing, payroll, custodial, warehousing zand
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 Fersonnel

Staffing ratios are determined by the type of food
delivery systems utilized within the county scheol system,
not withstanding any maximum service personnel reimbursement
from sf?fe funds. The following staffing ratios are recom-
merided (with the exceptien ¢f schocls with student
enrollments less than one hundred and schools serving
handicapped children):
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On-site Kitchens

Elementary Scheools - One full-time production
worker® for each 11-16 lunch eguivalents** per pro-

it
5

duction hour ;¥

Secondary  Schoels - One  full-time  production
worker® for each 10-15 lunch equivalents™ per pro-

. duction hour;#**

Satellite Feeding

Base Kitchen - Central Kitchen - One full-time
production worker® for each 14-18 lunch equivalents*¥

Lt f

per production hour;»+*

Satellite  School - One  part-time production
worker® for each 14-18 lunch equivalents™* per produc-

it

~ tion hour;®%

"Celd Pack" or "Bag" Meal

Base Kitchen - Ome full-time production worker®
for each 10-14 Ilunch equivalents® per production

hour;**% and

* 4 "production worker" is herein defiped as a
person who spends a major pertion of his/her
time in activities related to meal prepara-

tion/service/ clean-up. In schools where
- there is neither a2 cafeteria manager nor a
"school food service clerk," one of the

e full-time ‘'production workers" should be
cocunted as having one to three and one-half
bours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the

~ county. A "school food service clerk" is a
-person classified as a "Clerk I" or 'Clerk
IT" who 1is assigned to perform clerical
tasks, prepare reports, keep records, collect
monies and/or meal tickets, supervise
studeats in the lunchroom and te perform
other duties related to the school food
service program.

*%  Two breakfasts squal one lunch equivalent.

%% Exclusive of a duty free lunch period.
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&, "Fast Food" Service System

- One full-time production worker* for each 11-18
lunch equivalents® per ©production hour; % two
part-time production workers to be utilized for each
full-time production worker needed after the first two
full-time workers. .

* A "production worker'" is herein defined as a
person who spends a major portion of his/her
time in activities related tc meal prepara-
tion/ service/ clean-up. In schools where
there is neither a cafeteria manager nor a
"school food service clerk," ome of the

..full-time ‘"production workers" should be
counted as having one to three and one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
county. A "school food service clerk” is a
person classified as a "Clerk I" or '"Clerk
IT" who is assigned to perform clerical
tasks, prepare reports, keep records, collect
mornies and/or meal  tickets, supervise
students in the Ilunchroom and to perform
other duties related to the school food
service program, '

**  Two breakfasts equal one lunch equivalent.
**% Exclusive of a duty free lunch period.

Two part-time workers may be substituted for one
full-time. Substitute cooks are made available as needed at

- .the individual kitchens. Base kitchens serving 800 or more

lunck equivalents per day shall have 2 cafeteria manager
with skills in food anc personnel management.,

The staffing formulas set forth zbove are reviewed at
least every twe years to ensure validity. As facilities and
equipment are up-graded and in-service/pre-service training
programs are implementeé for all school food service
persennel, productivity should increase, thus impacting upen
meals per production hour.

4.  $taff Development/Training

a.

Pre-Service Training

411 new food service personnel, including substitutes
enroll in a minimum of fifteen (15) hours of pre-servicé
training prior te the first full year of employment. The
training program meets guidel%ﬁﬂﬁ set forth under the State
comprehensive training program and may be conducted on a
regional basis,
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b. In-Service Training

_— . Each school food service worker shall participate
annually in at least fifteen (15) hours of in-service
training which meets the guidelines 5 )forth under the
state comprehensive training program. Each county's
plan for pre-service/in-service training is te be approved
annually by the department prior to implementation.

|]I\

Regional Involvement

Counties may utilize such services as, but not limited to,
supervision, data-processing, central purchasing, staff
pre-service apnd in-service training and wmnutrition education

. teacher~training made available on a regional basis. The cost,

expediency and effectiveness of such regionally-based services is
Teviewed and evaluated at least every two vears.

School Food Service Facilities

= All new school construction conforms to the ngndards set
forth in the Handbook cn Planning School Facilities and shall
Ineclude the following general areas:

a. A kitchen at least three hundred (300) square feet in size,
but size dependent upon the number of meals served and the
type of food delivery system utilized. Walls, floor
coverings, ventilation and sewage systems meet the spe%%%i-

el cations set forth in local and state sanitary/fire codes;

b. A dining arez which is separated from the foed preparation
area and the "commons"” study area and is adequate in size to
seat  comfortably one-third to one-half of the student
enroliment. If the dinipng area is used as’ a multi-purpose
room, time is allowed for sanitizing prior to meal service;

Storage areas for refrigerated/frozen food storage, dry food
storage and nonfood supplies with size dependent upon total
number of lunches/breakfasts sarved daily; and

\ﬂ‘

i

d. A dishwashing area separate from preparation area with an
automatic garbage disposal and dishwasher of appropriate
= size. _
— County beards of education shall reguest appropriate
technical assistance from the county schocl food service director
and the department of education as well as prior review and
approval from the department for all schoel food service
construction and for any major remodeling.

School Food Service Equipment

The equipment utilized in school kitcken, dining, storage
and dishwashing areas is at a2 minimum:
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15
17
18
21
23
25
27
29
31
33
35
37
39
41
43
45
47
49
51
53
55

of institutional size and durability for school use;

safe to operate;

- in good repair;

properly installed and maintained;
appropriate for sanitization;

efficient in terms of energy and time/labor conservation;
and

appropriate for its funttion and location.

All equiﬁment is to be selected by the county school food

service directer in accordan%%)fash specifications set forth im

state and federal handbooks

and is to be located and

installed in accordance with applicable sanitary/fire codes.

8. Iostructional 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 nputrition and nutrition
education are available in every school.

as

Supplies needed for the food service operation are available
needed. An  dnventory of such items is maintained.

Appropriate office supplies are available as needed. Record
keeping systems, filing systems and equipment inventcries are
maintained on a current basis, i

9. Funds Needed

Funding for the categories of expenses listed below 1is

budgeted as designated.

e

Vol

School ¥ood Service Personnel - For smaller county school
systems, countv boards o¢f education might opt to fund some
of the cost of administration on a regionmal basis through
the appropriate RESA offices. One hundred percent funding
for all regular school service personnel including the

-county school {food service director and secretary is

provided under the general schocl support formula.
Facilities and Equipment

1. New Construction and Up-grading - School food service
facilities and equipment are considered an integral
part of each (Sgounty‘s Comprehensive Educatiocaal
Facilities Plan.
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- 2. Equipment Replacement - As part of the financial

. management system approved by the United States

- - Department of Agriculture for the schoeol food service

program, sponscrs are encouraged to apply an annual

. depreciatif§o) factor te 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 uvse is addressed in the County's Comprehensive
Educational Facilities Plan.

C. Personnel Training

County boards of education are to cover the cost of a local,
=~ regional or state pre-service and in-service training

program for all food service employees. The annual fifteen
— -(13) hour program of in-service training is to be scheduled

to fall within the normal days of employment whenever
--  possible. Counties are encourazged 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 preogram is monitored
by the department of education on a regular biennial schedule. The
evaluation tool, Child Nutrition Program Management Evaluation -
Schools and Institutions, currently in use by E?E) West Virginia
Department of Education is utilized for this purpose.

54.10 '
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CHILDREN AND NUTRITION

The ultimate _goal of child nutrition programs is to maintain the
health and well-being of |—every child. The provision of
nutritionally balanced meals is an obvious way to meet the goal,
However, unless children consume those meals the goal of good health
cannot be accomplished. Eating 1is a perscnal act which may be
correctly described as a habit. ©Eating a balanced diet is learned
behavior, net an instinctive reaction.

Eating habits are learned early in life and may need to be changed.
Changing any habit reguires an awareness of the need to change and
making conscious choices until they become habitual. Changing poor
eating habits or maintaining good ones may regquire a nutrition
education program. Preferably., nutrition education should be
integrated within the curriculum from kindergarten through twelfth
grades. =

If children's eating habits do not include consumption of a variety
of foods, it is difficult for them to acquire needed nutrients for
optimal health. Children need to be encouraged to try new foods so
their food choices will more likely include a variety, thus a better
nutrient balance. In addition, they need to be taught how to use a
daily food guide and how to make substituticons in food choices that
provide needed nutrients. Since many adult diseases are traced to
poor eating -habits during childhoed, it 1is important to help
children identify those poor habits and correct them.

Nutrition education is preventive health care and should be taught
throughout the student's school experience. Research indicates that
teens have poorer nutritional status than other ages. Therefore,
there is a need for special emphasis on nutritional education during
the middle and adclescent vears.

Children's nutritional status has been asscciated with poor school
performance. —oOne of the most common nutritional problems in the
United States 1s iron deficiency anemia. Children with anemia feel
apathetic and listless, which affects their abliity to concentrate
in schoocl. Anemic children are 1less curious, less socially
responsive and less persistent which adversely affects their
learning. - )

A study released by the USDA entitled The National Evaluation of
Schocl Nutrition Programs found that children who consume school
lunch have a higher intake of five specific nutrients - protein,
calcium, iron, vitamin A and vitamin C. 1In addition, 89 percent of
the children whe eat school lunch have an overall adequate diet,
while only 77 percent who do not participate in schoel lunch have an
adequate diet..

Recent findings alss 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.

5113g
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COMPREHENSIVE TRAINING PROGRAM (CTP) FOR COOKS

Training programs Ffor cooks developed by the Child Nutrition
Division of WVDE, 1include courses dealing with information and
skills pertinent to school focd service programs. Courses are
organized in three-hour increments so they may be incorporated into
the regularly scheduled SFA's inservice 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 Eollowing policies
will apply: °

m Class- size shall be held to thirty except in extenuating

circumstances.
m Adjacent counties may cffer join: training programs,

m Trained laboratory assistants must be available to assist the

instructor.

m Counties without trained assistants must assume the
responsibility for engaging assistants from an adjoining county.
m Expenses for foods used during training shall be borne by the

county.

5113q
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*COMPREHENSIVE TRAINING PROGRAMS

Course
Course I~
a. Prégram Progress
b. public Relations
c. Safety and Sanitaticn
d. Weights and Measures
e, Porticn Control

Course TII

a.
b.
c.
d.
e,

Components

Key Nutrients

Nutrient Functions

Dietary Guidelines —- Weilght Control
Nutrition Labeling

Course IV

Menu Patterns
Specific Requirements
Offer versus Serve
Menu Planning

Cycle Menus

Menu Systems

*Courses avallable duripng 1990-91

5113q

suggested Audience

Cook I, II and III
Managers

Ealf-time
Substitutes

Cook I, II and III
Managers

Cook I, II and III
Managers
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SECTION L

STUDENT AND PARENT INVOLVEMENT

Background ) . L -1
County Nutrition Advisory Council L -2
Exhibits

Planning a Program and Suggested Activities L - 30.1




BACKGROUND

Final reglQlatlions for the WNatlonal Scheol Lunch Program, require
student and parent ilnvolvement in child nutrition programs on the
school and School Food Authority {(SFA} levels. Program experience has
shown that student and parent involvement has a positive effect on the
overall acceptability of the schocl meals and participation levels.

Students' .enjoyment of schoel meals promotes good eating habits.
Actual consumption of food determines whether students' nutritional
needs are met. To this end the United States Department of Agriculture
{(USDA) requires SFAs to conduct activities that invelve students and
parents in the school's child nutrition programs.

USDA requires no specific form of student or parent involvement. This
is left tc the discretion of the individual SFAs. 1In this way, SFAs
are glven flexibility to plan and implement a program of student and
parent involvement to meet iocal needs. [L - 30.1]

SFAs are required to keep on file documentation of all activities
promoting student and parent involvement.

0490q ] L-1




COUNTY NUTRITION ADVISORY COUNCIL.

In order to strengthen the child nutrition programs of the schools and
to enlist the cooperation of scheool faculties, students and parents,
the state advisory committee recommends that each county superintendent
appoint a County Nutrition | Advisory Council that includes
representatives from the folleowing groups: county administrators,
elementary and secondary  school principals, teachers, health
professionals, school food service personnel, lay citizens and students.

Responsibilities of the County Nutrition Advisory Council! should
include: -

m recommending guidelines and policies concerning the sales and
service of foods and beverages;

s reccommending procedures for checking the nutritional content of
foods and beverages seold in schools; and

® advising the county food service supervisors concerning the
foed service provided under the National Scheoel Lunch Act and
the Child Nutrition Act.

0490q - L -2




PLANNING A PROGRAM

The first step in planning a program of student and parent
inveolvement is to identify and evaluate existing activities which
promote these groups' inclusion in the child nutrition program.

Next, identify activities that promote student and parent
involvement, - and are not currently being conducted. Identify
specific areas of concern where activities might enhance the
program's benefits to students, as well as alleviate any present
problems. :

Identify existing resources 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 been
accomplished, establish objectives and goals for a program. The
objectives and goals should clearly reflect local needs.

Finally, devise the actual plan for promeoting involvement by
students and parents. The plan should be designed to utilize
existing resources and meet the established objectives and goals.

SUGGESTED ACTIVITIES

A variety of activities can promote student and parent involvement
in the child nutrition program. These activities can be very simple
or involved.  However., SFAs should develop as comprehensive a plan
as possible,. consistent with local neesds and capabilities to involve
students and parents. Listed below are a few of the activities that
can be impleménted in & school:

® Provide students and parents with school menus. Decorate menus
for posting in the schocl. Use table tents with the menu of

the day. Print menus in school or leocal newspaper.

m RAdminister a food preference survey to determine students'

likes_and dislikes. _.

m Conduct guided tours of kitchen and serving area for students

and parents.

m Prepare and distribute to students and parents handbooks or
bulletine that explain the child nutrition program, including

background, requirements and regqulations governing the program.

m Sponseor food and nutrition fairs and exhibits with school and

community health professionals and/or teachers. Students and
parents could participate and contribute to these projects by
assisting in planning, organizing, providing publicity,

designing or working booths.

5114g
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suggested Activities (Continued)

51l4q

Bstablish a student £food c¢cmmittee or ¥outh Advisery 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 commoditiles. Students, parents
and teachers could serve on the taste test panel.

Provide a special team training table for athletes during
football, basketball, baseball and track seasons.

Administer a student and parent opinion pol!l on the chiid
nutrition program.

Have students prepare a meal analysis, following instructions
on how to analyze a meal for nutritive content. Also, provide
a nutrient analysis of the meals t¢ parents.




SECTION M
GLOSSARY OF TERMS

ACT - Means fthe National Scheol Lunch Act, as amended.
ADA - Average Dally Attendance,
ADC - Rid to Dependent Children.

ADULT - staff members and employees of a scheel 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
pPrice as established by the state and local board of education.

ADULT LUNCH - a lunch which is sold to an adult for the full price as
established by the state and local board of education.

AFDC - Ald to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or group of individuals which is
currently certified to recelve assistance under the aid to
Families with Dependent Children Program in a State where the
standard of eligibility for Ald to Families with Dependent
Children (A¥DC) benefits does not exceed the income eligibility
guidelines for free meal or milk benefits.

AIMS - (ASSESSMENT, IMPROVEMENT, MONITORING SYSTEM) - a
federal monitoring system which is implemented in cooperation with
the State RAgency to assist in identifying operational and
management problemns and to take corrective action when needed.

APPEAL - the right of appeal by a parent or guardian, chlld or school
or county emplovee to the state superintendent for an impartial
decisicn.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSOCIATION) - a non-
profit, professional organization dedicated to the health and well
being of the nation's children. Membership 1s open to persons
engaged in nen-prefit school food service or related activities in
public and private schools, colleges and universities.

ASSESSMENT. PROCECURE - procedure whereby money is reclaimed
from- a schocl when a finding 1s made by the West Virginia
Department of BEducation (WVDE) or United States Department of
Agrichlture (USDR).

BOX OR BAG LUNCH - a meal, usually served cold., which meets
federal requirements for the school. lunch. Each item is
individually wrapped or packaged in a moisture-proof container.
The dispesable eating utensils, napkins, and straws are generally
wrapped as a unit and included in the package.

049iq = - R T




BREAKFAST - a2 meal meeting the reguirements set forth in federal and
state regulations and served to a child at or near the beginning
cof the schocl day. Schools may serve breakfast for an extended
pericd of time or at different times during the morning hours.

CATEGCRICAL ELIGIBILITY - & child for whom food stamps/AFDC is

received 1s automatically eligible for free meals when the
househeold provides a current food stamp or AFDC case number on the
application. If application is made Ffor another child in the
household who does not come under the AFDC grant or who is not a
member of the focd stamp  Thousshold, eligibility for the
non-categorically eligible child MUST be determined on a housshold
size/income Dbasis. Household size would include both the
AFDC/focd stamp members and the non-AFDC/focd stamp members,

CERTIFICATION - the process by which recognition 1s granted an
individual who has met and continues to meet certain specific
standards established by the ASFSA.

CHILD - a person under 21 chronological years of age enrolled in
schools, or a student of high school dgrade or under. west
Virginia state law extends this age to 23 for programs for
exceptional children.

CN - Child _Nutrition

CN LABEL -_A vocluntary Federal labeling program which states the
preducts’ contribution to the meal pattern reguirements; usually
found on commercially prepared, individual portioned food products.

COMPELLING CIRCUMSTANCES — the overwhelming pressures of
esseritial or environmental factors which cause a school to request
the state superintencent to consider a waiver 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 contailns 3
components: fruit or juice, cereal and milk.

CCST COF MILK - the net purchase price paid by the school or child
care—institution to the milk supplier for milk delivered to the
school or child care institution. This deoes not include the
anount paid to supplier for servicing, rental of or installment
purchase of milk service eguipment.

COUNTY - the county board of education.
CTP - Comprehensive Training Program.

CURRENT INCCME - means income recelved during the month pricr to.
application for free or reduced-price meals and multiplied by 12.
It such income does not accurately reflect the household's annual
incom®, 1ncome shall be based on the projected annual household
income. If the prior vyear's income provides an accurate

reflection of the household's current annual income, the prior
year may be used as a base for the projected annual income.

0491q . . M-z




DA - (Distributing Agency) agency responsible for donated foods —
Department of Health and Human Rescurces.

DEPARTMENT - the West Virginia Department of Educaticn.

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 facility.

DIRECT COSTS —-expenses wnich are readily identifiable as the part
of the total cost applicable to the schoel food service
operation. (Examples: cost of food, cocks' salaries, supplies.)

DISTRIBUTION COST - (of Special Milk Program) - direct expenses
incurred by the school or child care institution in connection
with rhe sale, handling or serving of milk.

DONATED FOODS - agricultural commodities which United States bepartment
of Agriculture (USDA) makes available to various food program
outlets including public and private schools and summer camps.

ECONCMIC UNIT - A group of related or unrelated people who share
housing and/cr all significant inccome and expenses of its members,

EMANCIPATED STUDENT - A student living alcne or as a separate economic
unit is considered a household of one. Therefore, only the
student's income is considered for eligibility purposes.

ENRICHED --a process by which the nutrients thiamin, ribeoflavin,
niacin and iron are replaced in refined grains and grain products.

EQUIPMENT - articles and physical resources other than land or
buildings used for receiving, storing, preparing, transporting or
serving foed.

EXTRA MILK - mllk sold to children exclusive of milk served as a
component of the breakfast or lunch and for which no reimbursement
is claimed.

FAMILY - a group of related or non-related individuals who are not
residents of an institution or boarding house, bu: who are living
as one economic unit.

FISCAL YERR - (Federal) ~ the period of 12 calendar months beginning
October 1 and ending with September 30 the following calendar year.

FISCAL YEAR - {State) - the pericd of 12 calendar months beginning
July 17and ending June 30 the following caleridar year.

FNIC - the Food and Wutrition Information and Educational Materials
Center. The Center houses audio-visual and printed materials
related to school food service.

FNS - the Food and Nutrition Service of the United States Department of
Agriculture (USDA)}.
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FNERO - the Focd and Nutriticn Service, Regional Office. In the case
of West Virginia, it is the Mid-Atlantic Region with headquarters
in Robbinsville, N.J.

FOOD SERVICE MANAGEMENT COMPANY - means an organizaticn other than a
public or private nonprofit school with which an institution may
contract for preparing and, unless otherwise provided for,
delivering meals, with or without milk for use in the Program.

FOOD SERVICE PERSONNEL - local school food service smplovees
classified. as Cooks I, Cooks II, Cooks III and local food service.

managers.

FOCD STAMP. HOUSEHOLD - Any individual or group of individuals which is
currently certifled :fo recelve benefits under the Food Stamp
Program.

FORTIFIED - the addition of a nutrient to a food product to increase
that nutrient's density cover and above that normally found in the
product. The additicn of milk sclids to low-fat milk to produce
"protein fortified" milk is an example.

FOSTER CHILD - a c¢hild who is living with a family but who remains
the legal responsibility of the welfare agency. ©nly the income
received for foster care for the child sheculd 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 1lunch or breakfast shall be
claimed only for an eligible child with an approved application
for free meals.

FSEA - (FOCD SERVICE EQUIPMENT ASSISTANCE PROGRAM) -
formerily "Non Food Assistance Program” - funds made available to
states to assist them to supply schools drawing attendance from
areas. in which poor economic conditlons exist, with eguipment
other than real property for the storage, preparation, transporta-
tion and serving of foocd; to enable them to establish, maintain
and expand the food sarvice 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.

HOUSEHCLL - members of a family/household whe live together and
share “expenses; a dgroup of related or nonrelated individuals, who
are not residents of an instituticn or boarding house, but are
living as one economic unit.

INCOME STANDARDS - means the family-size and income standards.
prescribed annually by the Secretary of Agriculture for
determining eligibility for free and reduced-price meals under the
National School Lunch Program and the School Breakfast Program.
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INDIRECT COST RATE - (also called HEW Number of County
Non-restricted Cost Rate) - 2 pre-determined factor which will
vyield alliowable indirect costs when applied tc adjusted direct
costs. This factor 1s assigned annually by the Bureau of Finance
and Administraticn of the West Virginla Department of Education
from —data furnished by the County Departments of Education,
Indirect cost rate for private schools and RCCI's 1s 10 percent.

INDIRECT COSTS — those costs representing supporting services and
incidental .supplies which are furnished by general support
services program of the school system. These costs, if properly
documented, may be eligible costs of the food services and when
added to direct costs, show the full cost of the food service
operation.

MANAGEMENT EVALUATION - a review of local food service
programs conducted by fleld perscnnel of the child nutrition state
staff of the West Virginla Department of Education.

ME -- Management Evaluation.

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk,
skim milk or cultured buttermilk which meet state and local
standards for such milk. All milk should contain vitamins A and D
at levels specified by the Food and Drug Administration andéd 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 - {(Nutriticn Educaticon and Training Program) - In November 1977
the Child Nutrition &act was amended to establish a system of
grants to state education agencies for the development of
comprehensive nutrition information and education programs. Such
nutrition programs shall freely use as a learning laboratory the
schoel lunch and child nuetrition programs.

NET CASH RESOURCES - Money in the child nutrition account plus all
money due the account less the amount of unpaid bills.

NON--EXPENDEBLE ECUIPMENT - tangible property having a useful
life of more than one vear and an acquisition cost of $500 or more
per unit.

NON PRICING PROGRAM - (Speclal Milk) -~ a program in which milk is
not seold .fto children on a daily, weekly, monthly or annual basis.
The milk 1is provided by funds frem institution, camp, school or in
some cases by a tuition payment.

NON PROFIT PRIVATE SCHCOL - a non-public scheool that 1s exempt
from income tax under the Internal Revenue Code.

NCN--PROGRAM ADULT MEALS - Meals sold tc adults not directly involved in
the child nutrition program.
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NON RESTRICTED COST RATE see INDIRECT COST RATE,
NSLA - National School Lunch act.
NSLP ~ National School Lunch Program.

NUTRITICNAL STANDARDS - standards for meal patterns as prescribed
by the West Virginia Department of Education.

on - Office of audit of USDA.

OFFER VS. SERVE - a senior high school student is not required to
accept more than 3 of the 5 items of the school lunch. "Offer"
means the complete lunch 1s made avallable to students. The
"Offer" vs "Serve" may be extended to junior high and elementary
schools at the discretion of the local Scheol Food Autherity.

OI - office of Investigation of USDA.
OIG - Office of Inspector General of USDA.
OMB -~ Office 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 bcard of
education.

PERPETUAL INVENTORY - a running record, up to date, of each item
on hand in the storeroom.

PHYSICAL INVENTORY - the value of items on hand at the end of an
accounting period (usually a monthj.

PRICING PROGRAM — (Special Milk) - a program in which milk is sold
to children and is paid for daily, weekly, monthly or annually.
The price that children pay for milk will be lowered by making
maximum use of the reimbursement.

PROCESSING CONTRACTS - aAn agreement by and between a processing company
and the state distributing agency or between a processing company
and a reciplent agency whereby donated commodates, made avallable
by USDA, may be converted into end-products or components used in
schodl meals. :

PRODUCT ANALYSIS SHEET - a statement by the producer or distributor
of & prepared entree specifying the amount of meal components
supplied by a product., A statement by the distributor of a pilzza
product might read: "Each 4" X &" slice of plzza
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 juveniie
detention centers.

RECERTIFICATION - the process by which recognition is granted an
individual who has met and continues to meet certain specific
standards established by the ASFSA. {See CERTIFICATICN)

RDA - (RECOMMENDED DIETARY ALLCWANCE) - a list of nutrients and
the quantities needed daily for men, women and children published
by the Food and Nutrition  Board, Natlonal Academy of
Sclences/National Research Council.

REDUCED PRICE MEAL - a meal which meets the following criteria:

1. The price shall be less than the full price of the meal.

2. Currently in West Virginia the lunch is priced at 40 cents
and the breakfast at 30 cents.

3. Neither the child nor any member of the child's family shall

be reqguired to supply an egquivalent value in work for the
school or in the school's food service.

4. Federal reimbursement for the school lunch or breakfast may
be claimed only for a child with an approved and valid
application for a reduced price meal.

REGULATION - a statément issued by a federal agency. It establishes
requirements which must be met under laws passed by Congress.

REIMBURSEMENT - financlal assistance paid or payable to participating
schools for lunches and breakfasts meeting the reguirements of the
United States Department of Agriculture and the West Virginia
Department of Education and served to =sligible children with valid
applications on file.

REVENUE - the value of rescurces available to operate the food service
program including cash funds (federal, state and local) and the
value B5f goods and services contributed.

SBP - Schocl 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
schoel 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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SCHQOL DAY ~ the time betwesen the arrival of the first child at school -
and the end of the last scheduled instructional period.

SCHCOL IN SEVERE NEED ~ 2 school eligible for rates of reimbursement
for free and reduced price breakfasts which are in excess of the

current average payments.

SCHOOL YEARR - means a period of 12 calendar months beginning July 1 of
any year and ending June 30 of the fellowing year.

SECTION 4 - the section of the National School Lunch Act which
describes how funds shall be apportioned among the states for an
averace reimbursement per lunch per child. .

SENICR HIGH SCHOOL STUDENT:

1. any student enrclled in a 3 vear high school {(grades 10-12)
2. ‘any student enrolled in a 4 year high school (grades 9-12)
3 in a 5 ¢or 6 vear secondary school either:

a. students enrolied in grades 10-12

b. students enrolled in grades %-12

as determined by the local Schocl Food Ruthority.

SERVING PERIOD - the period of time which is normally required to
serve a school breakfast or lunch. The serving period should
provide approximately ten minutes of eating time after service_of
breakfast and twenty minutes of eating time after service of lunch.

SDA - Rgency responsible for donated foods - West Virginia Department
of Health and Human Resources,

SFA - (SCHOOL FOOD AUTHORITY) - the governing body which is
responsible for the administration of one or meore schools and
which has the legal authority to operate a breakfast or lunch

program thereln.

SMP - Special Mllk Preogram.

SPECIAL MILK - Milk sold to children at a reduced price or given free
to eligible children. @Scheools participating in the federal food . -
service program may net participate in the Special Milk Program.
Schools may participate in the Special Milk Program for
split-session kindergarten and/or other pre-primary programs in
which children do not have access to the meal service.

SPLIT SESSION - an education program which operates for approximately
one-half of the normal school day.

SPONSOR - the governing body responsible for the administration of
one or more schecls or residential child care centers.

STATE AGENCY - the State Educaticnal Agency.
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STATE AID ALLOTMENT - funds provided by the West virginia

Legislature tc assist public schools in hiring local food service
perseonnel, This is designated as the state funding needed to meet
the state matching requirements set forth in the National School
Lunch Act. The NSLA requires that 10% of the 3 tc 1 state
matching requirements of the federal deollars, funding Section 4 of
the 2ct, must be in the form of state appropriations to local
participating scheools. These State Rid Allotments are paid to the
county school systems in guarterly installments.

STATE EDUCATICNAL AGENCY - (as determined by the State

Legislature) - the Superintendent of Schoels or the State Board of
Education controlling the State Department of Education.

STRAIGHT LINE DEPRECIATION - a methed of depreciating an item of
equipment whereby an egqual portion of the cost of the item is
allocated to each periocd of use.

USDA - United States Department of Agriculture

USDE - United States Department of Education

USRDA - United States Reccmmended Daily Allowance - a list of nutri
ents. .reflected on food labels. The figqures are not identical to

the RDA.

VERIFICATION - means confirmation of eligibility for free/reduced price
beneflts under the Natlonal School Lunch Program.

WAIVER - an individual school's request for granting of a waiver for
the service _of school breakfast due to compelling circumstances.

WV CHILD NUTRITION STATE PLAN - an annual statement of program
objectives and a plan tc implement national . policy.

WVDE - West Virginia Department of Education
WV STANDARDS OF EDUCATIONAL EXCELLENCE - each county's
assessment of its compliance with standards for educational

guality followed by a plan for compliance.

YAC - Youth Adviscry Council
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