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EXECUTIVE SUMMARY
POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320
BACKGEQUND

Poclicy 4320.85%, Policies of Operaticon Manual, interpretes requlaticns
regarding School Breakfast, School bLunch, Donated Foods, Special HMilk and
Free/Reduced Price Meal applications. Further, it provides policy regarding
financial management as set forth in Office of Management and Budget Cilrcular
A-102. It alsc detalls federal requirements of the Assessment, Improvement
and Menitoring System (AIMS).

PURPOSE

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

This policy, Series 85, Policy 4320, provides lccal school districts the
required revision needed in order to comply with accountability regulations
and other regulatory changes.

SUMMRRY OF REVISIONS

® Agency names are updated to current titles.

® Expanded service to pre-primary children is reflected in the Special
Milk Program.

® Ratio of costs allcoccated to breakfast and lunch 1s revised to reflect
the additicnal required component for breakfast.

® Crediting of_ juice toward the vegetable/fruit component is clarifiled.

® The bread/bread alternate component is clarified.

¢ Household income has been clarified te inciude student regular part—time
earnings and excludes such earnings that are not on a reqular basis.

® Fiscal assessSment requirements are clarified.

® Lznguage 1s updated to reflect audit revisions established by the Office
of Management and Budget.

® The review process 1s expanded to include informaticn on Child Nutritien
(CN) labels for prepared entrees,

® Limited permissibllity for family-style meal service 1s detailed.

® The requirement for competency testing fZor new focd service personnel is
addressed.

e FPormat and definitions have been updated in the Glossary of Terms.

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

IMPACT

The policy requires no additional financial cutlay. Rather, it provides
assistance in management practices and federal accountability requirements.

COMMENTS

Twe comments were recelved, one positive but requested a vacant position
be fiiled. The second comment requested a formula clarification.
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TITLE 126

PROCEDURAL RULE FILED
WEST VIRGINIA BOARD OF EDUCATIO%; -~
CHAPTER 18-2 vzl AUG 21 M 528
SERIES 85 e
POLICY 4320 CEFDE OF RIET yaAGiys
SCERETARY {F STaTE
Title: Operational Manual of Child Nutrition
Section 1. General
1.1 Scope =~ This procedural rule establishes opesraticnal procedures
that enhances child nutrition and provides for an efficient
cperation of the program. The procedures cover the child
nutrition program and the school breakfast angé school lunch
programs.

1.2 Autherity and Related Code Citation(s) — WV Code 18-2-5
1.3 Filing Date - August 20, 1991
1.4 Effective Date - September 30, 19¢1

1.5 Repeal of Former Rules - None - This is a revisien of former
rules filed in 1983, revised in 1990.

Section 2. Incorporation 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 ¢f Education, Bureau cf Finance and Services.

2.2 Summary of rules and regqulations below:
SUMMARY OF RULES AND REGULATIONS

State Board Policy Number 4320 authorizes the Child Nutritien
Program/Poiicy Operation Manual to comply with the federal requirements and
other State Board. policles as these relate tc the overall administration of
Child Mutrition Programs. The manual 1s revised and updated pericdically.

The <Child HNutrition Program/Policy Operation Manual is
distributed to schoecl administrators and other personnel involved with the
operations of Child HNutrition Programs. The HManual provides vital technical
assistance and guidance and contains all state andéd federal policy statements
and program regulations.

Information in the ¢Child Nutrition Program Peolicy Manuel
includes the Department philosophy and geals for nutrition and nutrition
educatlion Eor West Virginia children. 1In addition, the Manual includes state
and federal m=al reguirements for schoel breakfast and lunch, special milk
regulations and instructions for claiming federal reimbursement for eligible
meals and milk. There are instructions ELor completing required records and
reports and for handling government donated £focods.




WV Board of Education

Procedural Rule, 18-2 L
Series 4320, Sec. 2

Page two

specifications related to financial management include allowable
and non-ailowable costs, [ederal procurement regulations., nonprofit status.
faderal audit Fequirements including the Assessment, Improvement and
¥Monitoring System {AIMS).

This #Manual provides federal eligibility gquidelines for free or
reduced price meal benefits, and federal reguirements for verification of meal
applications. TInformation regarding Civil Rights requirements are included.
Policles are detailed which apply to emergency £feeding, competitive Ffood
sales, catered meals for senior citizens, Ffood service for handicapped
children and regulatory provisions for parent and student involvement.

Recomrendations for persconnel training are described and
programs available from the Department of Education are outlined.
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Policy 4320: Rules and Requlaticns for Child Nutrition Operations

The West Virginia Board of Education provides assistance to
county boards of education in operation of Ffederally funded child
nutriction programs in schools. The Board's approval of pelicy 4320
will transmit federal regulatory revisions to scheol administrators,
food service supervisors and others concerned with quaiity and
accountabllity of child nutriticn pregrams in schools.
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My

FOREWORD

This poiicy manual is provided to scheool administrators, school food
service supervisors and others concerned with the advancement of child
nutrition preograms Iin our West Virginia Schools. By observing these
state and federal policies, scheols throughout the state will be better
able to: -

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

2. Up-grade and expand available services:

3. Provide attractive, nutritionally balanced meals tc all

students; and

4. Help students develop sound focd habits.
The philosophy ©f the West Virginia Board of Educaticn, set forth in
this policy enhances the school's ultimate goal - physically fit
adults. The following policles reflect the concerns of parents and

cther interested citizens.

Henry Marcockie
State Superintendent of Schools
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UNITED STATES DEFPARTMENT OF AGRICULTURE (USDA} CHILD NUTRITION PROGRAMS

Seven separate Child Nutriticn Programs are administered by the United
States Department of Agriculture, Division of Food and Nutriticn
Service:

Naticnal School Lunch Program
School Breakfasti Program

- child Care Food Program

Summer Focod Service for Children
Special Milk Program

Nutriticn Education and Training
. Donated Foods Program

1O W WM e

These programg are authorized by the Natlonal Scheel Lunch Act of 1946
and the Child Nutriticn Act of 1966. All are administered by the West
virginia Department of Educaticn, except the Donated Foods Program
which is under the West Virginia Department of Health and Human
Sorviees Resources. A brief description of each program follows:

National Scheol Lunch Pregram - The Naticnal Schocl Lunch Program
assists in providing nutritious lunches to students Iin public and
non-profit private schools o©f high schocl grade and under and in
non-profit residential child care institutieons.

Schocl Breakfast Program — The School Breakfast Program was
established by the Child Nutrition Act of 1966 as a pilot project and
aimed only at schools with large numbers of needy children or students
who traveled long distances to school. Today, the program 1s available
to all public and private schools and to non-profit residential child
care institutions.

Child <Care Food Precgram — The Child Care Food Program operates
vear-round in non-residential institutions which provide care fer
children in: day care centers., Head Start centers,
outside-school-hours care centers and Ffamily day care homes; Attending
participants are served breakfast, lunch, suppers and snacks, as needed.

Summer Food Service Program for children — The Summer Food Service
Program for children provides meals t¢ children during extended school
vacation periods {more than three weeks). The program may be sponscred
by any public or private non-profit, non-residential institution where
at least one-half of the children are eligible for free or reduced
price school meals. In addition to these instituticons, residential
camps may alsc sponsor the program and receive reimbursement for meals
served to economically needy children. '

Special Milk Program - The Special Milk Program makes 1t possitle
for split session kindergarten and/or other pre-primary children who do
not have access to other meal service and all children attending a
school without a food service program to purchase milk at a reduced
price - or if they are eligible, t¢ recelve milk free. S<hools, summer
camps and instituticns which participate in cother federal-state child
nutriticn pregrams may not participate in the Special Milk Program.

0476q A -4
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BEEIMBURSABELE BREAKFASTS

In corder for a breakfast to be considered a reimbursable meal, 1) the
Eour required food items must be offerasd to all students and 2) the
serving sizes offered must be consistent with the minimum quantities
identified on page B - 2.

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

e enrolled in the educational program of the School Food
authority (SFa);

m in attendance at the time of meal service; and

m claimed by =2ligibility category established by currently
approved Eree or reduced meal application.

Second breakfasts consumed by students must be converted to
non-reimbursable lunches using the formula, iwoe~breakfasts-—egqual
ore-luneh one breakfast equals three-fourths of a lunch. At the
end of each month, divide mulfiply the total number of second
breakfasts served by &we .75 and recerd this figure in column 11
on Form WVDE 43-10-30s8 [G - 30.1],.

Returned unopened milk, juice, or other foods served teo children may
not be served as a part of another reimbursable meal,.
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VEGETABLE/FRUIT COMPONENT

Minimum guantities for students, grades K-12:

Grades K-3  Grades 4-12
ages 3-8 age 9 and over
(Group III) {(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 fruilt cocktail and mixed vegetables are
counted as cne item. Chef's salad or a fruit plate with cottage
cheese, are considered as two or more servings and will meet the full
requirement if being served as the entres.

Full-strength—fruit-pr-veogesable-juice- may-nov-bo-sounbed-so-most
more-thar-one-heif-of-the—vegesableo-fruit-regquiromani———Any
peoduet-—cibther-liquid-or-frngzen——-labeled-"juicoy"-"Eull-skrengkh
juices"-on-"peconsbitubed—3iuiect-ig-gonnidered-£full-strength—juico~

In order for juice to meet the fruit/vegetable requirement at least
100% Full strencgth juice must be used to egual only cne—half the
reguirement or 3/8 cup. If 50% duice is used, the amount must be
doubled (one cup) to egual the 3/8 cup.

Cooked dry beans or peas may be used toc meet the meat/meat alternate

requirement or the vegetable/fruit requirement, but not both in the
same meal. - . -

Include a vegetable or fruit rich in vitamin A at least twice a week
and a vegetable or Eruit rich in vitamin € at least twe or three times
a week. Refer to the United States Department of Agriculture {(USDA)
Menu Planning Guide for suggestions.

FThe-USBA-Menu-Rlanning—-Suidev-pages—15-and-Lléy~—-conbkaias-Surkher
information-on-the-vegebable~fsuikt-componentr--On-pages—16-and-1iy
the-shaprt-of-£fo0ds- For-uBe—-in-sehooi-tunches—and-breakfaste-liass
vegetablos—and-£ruibs-pich-in-vitaminc—A-and-Gr
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BREAD/BREAD ALTERNATE COMPONENT

Minimum quantities for students, grades K-12:

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

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

A serving is:
one slice of whole~grain or enriched bread;
. a biscuit, roll, muffin, etc., whole-grain or enriched;
1/2 cup of cocked whole-grain or enriched rice;
1/2 cup of macarcni, ncodles, other wheole-grain or enriched pasta
products, or cther cereal grains such as bulgur of corn grits; or
. a ceombination of any of the above.

Ab-loagk-l-2-porviag-of-broad-on~asp—oquivalent_gquankiby—of-bread
alternate—fopr-Group-Iv-and-one—sepving-for-Groups-II-Vr-must-bo
seevod-daily-

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

In-order—for-an-ibem-to-_bo~ecouynted-towagpd-mooting—ktho-hreoad
voguiromenby—ibk-should-be-at-least—ono-£ourkh-of-a~coeving~

Only bread/bread alternates that are cusbsmarily served as an
accompaniment to ee-a-recegnisable-inbegral-part-of the main dish

may be used to meet the bread requirement. UDessert and snack-type
foods, such as cakes, ccocokies, dessert pile 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 macarconi products with fortified protein may be used to meet a
part of the meat/meat alternate requirement or to meet the bread/bread
alternate requirement, but not both in the same meal.

Refer to the United States Department of Agriculture (USDA) Food Buying
Guide for Child Nutritiecn Pregrams (1990), Rread and Bread Alternates
Section, for weights of servings and a detailed list of breads and
bread alternates.
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A LA CARTE

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

hAlternatives to a la carte are:

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

] Second meals must be counted as non-reimbursable meals.
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BACXGRCUND

Donated focds are agricultural commodities which the United States
Department of Agriculture (USDA) makes available tc various food
program cutlets including public and private schoois and summer camps.

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

In West Virginia, the West Vvirginia Department of Health and Human
Resources._ sServiees is the distributicn agency for USDA donated

foods. Each Scheool Food Authority (SFA) must 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 Seswiees that donated foods will be
distributed properly to schools and upeon receipt by the schools, the
food will be properly stored, inventoried and utilized by child
nutrition programs.

There are twe types of USDA Foods which are avallable:

1. _“those which are purchased by USbh for use in specific
programs such as the child nutriticen program; and

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

The three groups of foods within the two types of USDA foods are:
1. _Group A - fruits, meats and vegetalkles;
2. Group B - grains and oil preducts; and
3 Bonus items — butter, cheese and milk, and alsoc some Group A

bonus items.

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

The Scheoel Feod Authority (SFa) food service superviser distributes to
individual schools the West Virginla Department of Health and Human
Resources Sesviees request Form ES-DF-05 [D ~ 30.2]1 which includes
instructicns for completion and a date to be returned to the SFA.
Based on the schools' requests, the SFA then crders United States
Department of Agriculture (USDA) donated focds on or by the 15th cf
each month. Request forms must be returned to PHS the Department

of Health and Human Resourges (DHER) even though food items are not
requested. Copies of the request form will nct be accepted; the
original form must .be returned.. Any request forms which are not
received by BHS DHHR on the due date will not be honcred. Any

USDA donated foocd item included on the reguest Form ES-DF-0Z may also
be used for training {home economics classes, vccatiocnal foods classes,
school food service training and Nutrition Education and Training (NET).
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INVENTORY

The West Virginia Department of Health and Human Resources

Sesvices 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 frem the
premises.. These records must be current and avallable for review by a
field representative from the Department of Health and Human Resources
Senvieas. Reviews by the Department of Health and Human Resources
Services-Depariment are made annually with follow-up reviews on
negative findings. [ - 30.3]
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LOSS OR DAMAGE TO DONATED FOQDS

Loss or damage to United States Department of Agriculture (USDA)
donated foods, from any cause whatever, shall be reported immediately
to the Department of Health and Human Rescurces Sesviees [D - 30.4
and D - 30.4a]. Full restituticn shall be made to the Department of
Health and Human Resources Seewiees for any loss or damage to

donated foods resulting from failure to provide facilities for proper
care or from any acts of negligence on the part of the School Food
Authority (SFA) or local school.

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

Special care must be taken during the summer months and school

vacaticns tc ensure that storage practices do not allow loss or damage
of foods [D - 30.5].
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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, In participating schools. students determined
eligible may receive milk free if the School Food Authority (SFA)
elects to serve it. The 3FA may or may not choose to provide Eree milk
to students determined eligibie by applicaticns used Ffor £ree or
reduced price meals.

Current USDA regqulations permit only schools and institutions without
other food service programs to participate in the special milk program
and to serve an unlimifed number of half pints of milk to a student at
any time during the school's established milk breaks or meal perieds.

Effective with the passage of P.L. 99-661, split session
pre—kindergarten and kindergarten children may participate in the
Special Milk Program if they do net have access to any school meal
{school lunch or schocol breakfast)., Whenever possible all children
attending a scheool shall have access to elther the school lunch or the
school breakfast program.

"Split Session" is defined as an educational pregram which operates for
approximately cne-~half of the normal school day.
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CHARGES AND REIMBURSEMENT

The charge to students for milk shall not exceed the difference between
the current rate of reimbursement and the cost of the milk plus an
established distribution cecst of nc 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.
Cperating balances in excess of twe rmonths 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 43-10-30sS.

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 through the Special Milk
Program is reimbursed at the current rate of reimbursement per half
pint.
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INCOME

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

payments of money for services, including wages, salary,
commission or fees;

social security:

dividends or interest on savings ¢r bonds;

income from estates or trusts;

supplemental security lncome;

public assistance or welfare payments;

unemployment compensations:

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

private pensions or annuities;

alimony or child support payments;

reqgular contributiens from persons not living in the househeold;

net income for self-empleoved farmers and bdusiness-persons,
rental Income and rovaltles; and

students reqular part time sarnings: and

other cash income.

Cther cash Llncome would include cash amounts received or withdrawn fFrom
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 reported on the applicaticn.
Such income includes the following:

m focd stamps;

m benefits received under the National School Lunch and child
Nutrition Acts:

mn monies recelved by velunteers for services performed under such
programs authorized by the Domestlic Volunteer Services Act of
1973, as amended: .

m military base housing or cther subsidized housing, medical and
dental services;

@ student financial (cash} assistance, such as grants and
scholarships;

s loans; 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 1f this figure
is zero {0). The word "“nene" is not accepted by United States
Department of Agriculture (USDA).

wWhen there is a temporary reduction of income, eligibility should be
determined con the present rate of income rather than on regqular annual
income. The approving official should issue temporary approval of the
application. The temporary approval should cover no more than three
pay periocds after income has been restored.
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THE MANAGEMENT EVALUATION

The Management Evaluation, a comprehensive review, is conducted
periodically in participating schools. During a Management Evaluation
the following aspects of the program are reviewed:

a analysis of the meal;

s menu planning and meal service;

m free and reduced price meal policies;

m civil rights ccmpliance;

a purchasing practices and utilization of United States
Department of Agriculture (UsSDA) denated foeds;

a sanitaticn and safety;-

a facilitiles and equipment:

s participation/production reccrds; and

m Nutrition Education and Training (NET) activities.

A record of the review is made on the form entitled "Chlld Nutrition
Programs, Management Evaluation"” [H - 30.1]. The back of each page of
the Management Evaluation form will define the items monitored.

Items which should be available for review at the time of the
Management Evaluation:

s active enrollment;

s estimated average daily attendance;

» attendance on date of review;

m Policies of COperatlion Manual:

m previous two months reports (participation and financial) and
invoices;

m checkbook, depeosit slips., bank statements;

m esguipment inventory:

m Pollcy 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:

a file of verification procedures and information:

s enrcliment and number of students eligible for £ree/reduced
price meals by race;

= documentation of student/parent involvement;

s production records;

m Child Nutrition {CN) labels or product analysis information; and

m Inspection report for food service establishments. {[H - 30.8]
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ASSESSMENT PRCCEDURE
MRA!, COMPONENTS AND QUANTITIES

puring Management Evaluations the West virginia Department of Educaticn
(WWDE) coordinator will determine if the meal sarved on the day of the
review contains the compenents and gquantities to meet meal pattern
requirements. If the components and/or quantities are inadequate to
meet Unite¢ States Department of Agriculture (USDA) reguirements, an
assessment will be made for all reimbursement for that day's meal. If
the school has a choice of menus and only one menu is inadegquate in
compeonents and/or quantities, the section 4 (total 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 checice
with inadegquate ccmpenents and/or quantities is assessed.

when reviewing for Assessment, Improvement and Monitoring System (AIMS)
or Management Evaluaticns menus for the previous twc week period will
be reviewed using the preduction records. WMeals determined to contain
insufficient compenents in required portion size shall be found cut of
cempliance.
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AUDITING

the Office of Management and Budget {(OMB) Circular A-128 establishes
uniform audit requirements for state and lccal 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 provisicons of Federal laws and regulations., and
to assure that single audits are made Lln accordance with Circular A-128.

The audit of all fiscal accounts will be conducted by auditors from the
West Virginia State Tax Commission. In corder to meet the program audit
requirements as set forth in the United States Department of
Agriculture {(USDA) Audit Guide for school programs, the West Virginia
State Tax Commission 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 progran
funds. Each Schoocl! Food Authority (SFA) will be charged by the private
auditing Eirm for the child nutrition program portion of the audit.
The SFA will be charged a per diem fee and expenses by the West

Virginia State Tax Commission for the commission's fiscal porticn of
the audit.

The Findings or recommendations concerning the child nutrition program
audits must De reviewed immediaiely by the West Virginia Department of
Educaticn {(WVDE). VNotice of audit findings and recommendaticns shall
be forwarded to the SFA within ten davs. WVDE shall work tcward
resclution of the findings within 90 days.

Child Nutrrition Program Audit Regquirements
National Scheol

Lunch Program, School
Breakfast Program,

annual Amcount of Summer Food Service
Toctal Federal Program, Special
Sponscr Type , Funding Milk Program
Governmen:tal-OMB A-128 Under £25,000 None

{Includes Public Schools)
$25,000 - $100,000 Organization-wide or
Program Annually

over $100,000 Organization-wide
Annually

Ncn-Governmental—-CcMB Under $z5,000 None
A-110 A - 133

over $25,000 Oorganization~wide

or Program
Annually or
Biennially
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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 Authority (SFA)
and schocl is accurate.

Review Process

Reviewers will observe and analyse the
school's counting and recording systems.

Reviewers check meonitoring reports by
the SFA.

Reviewers check to sge if the system
(point of service and payment opticns)
prevents covert identification.

The school’'s system for collecting,
counting and depositing of money is
reviewad.

The school's claim for reimbursement iz
reviewed for accuracy.

Lhe
for

The SFA's system for consolidating
claim for reimbursement is reviewed
accuracy.

Meals claimed for reimbursement
within the SFA ccntain food
components (and quantities) as
required by regqulations.

6n-sikbe—obsepyations—of-meal-pre—
pared-sad-reviow~of-packt-moRus—and
produetion-reconds—are—made-

On-site observation of meal preparaticn,
meal service, a review of past menus and
production records, availabilitv of
Child Nutrition {CN} labels for )
prepackaged, prepared or frozen food
items served.

04839 H - 1l

Fiscal action shall be taken on both
first and second reviews for any degqres
of violation of AIMS Performancs
Standard 2-3-4.




ASSESSMENT, IMPROVEMENT AND MONITORING SYSTEM (AIMS)
SECOND REVIEW

School Food Authorities (SFAs) found to exceed second review threshold
for Performance Standards 2, 3 and 4 must have second reviews. The
first and second reviews are to be conducted within the same scheool
. year, if possible. However, seccnd reviews shall be caompleted no later
than December 31 of the vear Following the year of the first review.

The West Virginia bDepartment of Education (WVDE) must assess and
recover funds on newly discovered or continuing performance standard
deficiencies _whether _they  exceed. 2. second review threshold or not.
Corrective action plans must be amended or extended iEF any performance
standard second review threshold is exceeded cn second reviews.

The WVDE will conduct follow-up reviews to ensure compllance with
second review threshold deficiencies.
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CCMPETENCY TESTING FOR FOCD SERVICE PERSCNNEL

Effective July 1, 1961, county hoards of educaticn shall provide
competency tests for all new service perscnnel applicants in each )
specific classification title. This applies tec applicants for gither
regular or substitute positions.

As specified in State Code 18A-4-8e, these competfency tests are
intended to determine whether applicants are qualified for a specific
classification £itle. They are neot to be used to evaluate employees'
gkills or performance in their currently held categories,

For testing purposes, all food service class titles: GCook T, IT, TIT
and Cafeteria Manager, are considered the gzame claggification.
Theraefore, 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 Virginia Depariment of
Education. Vocational schools serving the local county boards of
education administer them.

After July 1, 1991, only these approved competency tests may be
administered by boards of education. Locally develcped tests are
prohibited under this section of the sfate code.
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SAFETY AND SANITATION

To aveid health and safety hazards, only authorized scheool food service
perscnnel shall be allowed in the food preparation and serving areas.
Use of tobacco shall not be permitted in the school food preparaticn
and service areas.

It is recommended that food service personnel wear clean uniforms.
approved hair restraints are required.

Students working in the focd service area must wear hair restraints and
a smock or full apron. These garments shall be stored in the food
service area and shall be laundered as needed.

To ensure that foods are served at proper temperatures, plates or trays
should be £filled only as the students pass through the Iline. In
schools, Ffamily style is not permitted for students and/or adults,
except for Head Start and prescheocol child care prodqrams.

Extreme care should be taken during preparation and serving of foed to
avoid contamination or spread of communicable diseases.
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SECTION M

DEFINITEIOND

GLOSSARY OF TERMS

ACT - Means the National Scheol Lunch Act, as amended.
ADA - Average Dally Attendance.
ADC - 2id to Dependent Children.

ADULT - staff members and emplcoyees of a school or child care
institution including all faculty, superviscry, past secondary
students, student teachers and other personnel.

ADULT BREAKFAST - a breakfast which is sold to an adult feor the full
price as established by the state and local board of education.

ADULT LUNCH - a lunch which is sold to an adult for the full price as
established by the state and local board of education.

AFDC - Aid to Families with Dependent Children.

AFDC ASSISTANCE UNIT - Any individual or group of individuals which is
currently certified to receive assistance under the aid to
Families_with Dependent Children Program in z State where the
standard of eligibility for Aid to Families with Dependent
Children (AFDC) benefits does not exceed the income ellgibility
guidelines for free meal or milk beneflts.

AIMS - (ASSESSMENT, IMPROVEMENT, MONITCRING SYSTEM) - a -
federal monitecring system which is implemented in cocperaticon with
the State ARgency to assist in identifying coperational and
management problems and to take corrective acticn when needed.

APPEARL — the right of appeal by a parent cor guardian, child or school
or ccunty smployee to the state superintendent for an impartiail
decision.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSOCIATION) - -a non-
profit, professional organizaticn dedicated to the health and well
being of the nation's children. Membership is open to persons
engaged in non-prefilt school food service cor related activities in
public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - preocedure whereby meney is reclaimed
from a school when a filnding is made by the West Virginia
Department of Educatlion (WVDE) or United States Department of
Agriculture {(USDA}.

BOX OR BAG LUNCH - a meal, usually served cold, which meets
federal reguirements for the school lunch. Each item is
individually wrapped or packaged in a moisture-proof container.
The disposable eating utenslls, napkins, and straws are generally
wrapped as a unit and included in the package.
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DA - (Distributing Agency) agency responsible for deonated Ifocds -
Department of Health and Human Resources Serviees.

DEPARTMENT - the West Virginia Departiment of Education.

DEPRECIATICON — a reasocnable allowance for the deterioration. wear and
tear and obsolescence of non-expendable equipment used primarily
in connection with the coperation of a focd service facility.

DIRECT COSTS - expenses which are readily ldentifiable as the part
of the total cost applicable to the school food service
operation. (Examples: cost of food, cooks' salaries, supplies.)

DISTRIBUTION ¢€0ST - (cf Speclal Milk Prcgram) - direct expenses

incurred by the scheol or child care institution in connection
with the sale, handling or serving of milk.

DONATED FOODS - agricultural commodities which United States Department
of Rgriculture {(USDA) makes available to various food program
cutlets including public and private schocls and summer cCamps.

ECONCMIC UNIT -~ A group of related or unrelated pecple who share
housing and/or ail significant income and expenses of its members.

EMANCIPATED STUDENT - A student living alone or as a separate economic
unit is considered a household of one. Therefore, only the
student's income is considered for eligibility purposes.

ENRICHED - a process bv which the nutrients thiamin, riboflawvin,
niacin and iron are replaced in refined grains and grain preducts.

EQUIPMENT - articles and physical resources other than land or

buildings used for receiving, storing., preparing., transporting or
serving food.

EXTRA MILK - milk scold 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 indlviduals who are not
residents of an institution or boarding house, but who are living
as one ecenomic unit.

FISCAL YEAR - (Federal) - the period of 12 calendar months beginning
October 1 and ending with September 30 the following calendar vear.

FISCAL YEAR - (State) - the period of 12 calendar months beginning
July 1 and ending June 30 the following calendar vyear.

FNIC --the Food and Nutrition Infermation and Educatlional Materials
Center. The Center houses audio-visual and printed materials
related to schoocl food service.

FNS - the Food and Nutrition Service of the Unlted States Department of
Agriculture (USDA}. .
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SCHOQL, DAY - the time between the arrival of the first child at school
and the end of the last scheduled instructional pericd.

SCHOOL IN SEVERE NEED - a school eligible for rates of reimbursement
for free and reduced price breakfasts which are in excess of the
current average payments.

SCHOOL YEAR — means a period of 12 calendar months beginning July 1 of
any year and ending June 30 of the following year.

SECTION 4 - the secticn of the National Scheool Lunch Act which
describes how funds shall be apporticned among the states for an
averadge reimbursement per lunch per child.

SENIOR HIGH SCHOOL STUDENT:

1. any student enrclled in a 3 year high school (grades 10-12)
2. Tany student enrclled in a 4 year high school (grades 9-12)

3. —in a 5 or 6 year secondary school either:
a. students enrolled in grades 10-12
b. students enrolled in grades 3-12

as determined by the local School Feood Authoritiy.

SERVING PERICD - the period of time which is normally required to
serve a schocl breakfast or lunch. The serving period should
provide approximately ten minutes of eating time after service of
breakfast and twenty minutes of eating time after service of lunch.

SDA - Agency responsible for donated foods - West Virginia Department
of Health and Human Rescurces Soswises.

SFA — (SCHCOL FOOD AUTHORITY) - the governing beody which is
responsible for the administration of one or more schools and
which has the legal authecrity to coperate a breakfast or lunch

program therein.
SMP - Special Milk Program.

SPECIAL MILK - Milk sold to children at a reduced price or given free
to eligible children. Schools participating in the faderal food
service program may not participate in the Special Milk Program.
Schools may participatze in the Special Milk Program for
split-session kindergarten and/cr other pre-primary programs in
which children do not have access to the meal service.

SPLIT SESSION - an education program which operates for approximately
one~half of the normal school day.

SPONSOR - the governing body responsible for the administration of
one or more schools or residential child care centers.

STATE AGENCY ~ the State Educational Agency.
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FOREWORD

This policy bulletin is a guide to school administrators, school food
service supervisors and others concerned with the advancement of child
nutrition programs in our Wesi Virginia Schools. By observing these
state and federal policies, schools throughout the state will be better
able to:
1. Provide the nutritional services needed by the boys and girls
each serve;
2. Up-grade and expand the school food services available;
3. Provide attractive, nutritionally kalanced meals to all students;
and
4. Help students develop sound food habits.
The philecsophy of the West Virginia Board of Education, set forth in
this policy bulletin, is designed to meet the school's ultimate goal =
physically fit adults. The following policies reflect the concerns of

parents and other interested citizens.




ORGANIZATICN AND USE OF THE
POLICIES OF OPERATION MANUAL

A descriptiecn of the organizatien of this manual and how 1o use the
indexing system is the purpose of this intreduction.

The manual is divided into an introductory section [A] explaining the
roles of lccal, state and federal governmental agencies, ten specific
topics [B - L] of the Child Nutrition Program and a closing section,
definitions [M].

The 12 sactions are color coded while all exhibit pages are white.
Exhibits are distributed throughout the manual and follow sections to
which they primarily relate. However, cross reference does occur
among sections.

Each section begins with a table of contents fcllowed by color coded
pages numbered numerically. In addition, individual sections are
identified by a letter of the alphabet.

Thus all vyellow pages beginning with the letter C relate to Schoot
Lunch while all blue pages beginning with the letter F relate to
Free/Reduced Policies.

All white pages beginning with the letter F relate to an exhibit in Free/
Reduced Policies while ali white pages beginning with the letter C relate
to School Lunch.

All exhibit page numbers begin with the letter of the section to which
the exhibit relates. This is followed by the numeral 30 which is the
exclusive designation of the exhibit section.

Thus an exhibit marked G - 30 in the lower right hand corner would be
found in the Financial Management section whereas cne marked B - 30
would be found in the School Breakfast secticn.

A listing of all sections and identifying codes follows:

Ivory Introduction A
Salmon School Breakfast B
Yellow School Lunch C
Grean Donatad Foods D
Orange Special Milk E
Blue Free/Reduced Policies F
Geidenrod Financial Management G
Green Tint Monitoring and Auditing H
Pink Food Service Policies J
Gray Personnel and Training K
Lime Student and Parent Involvement L
Buff Definitions M




INDEX

Section A - Child Nutrition Programs in West Virginia

History
Philasophy

lL.eng Range Goals for Child Nutrition Programs

USDA Child Nutrition Programs

Responsibilities for Child Nutrition Programs:

Federal Level
State Level
Sponsor Level
School Level

Section B = School Breakfast

Background

Meal Requirements and Recocmmendations
Offer Versus Serve

A La Carte

Exceptions

Reimbursabie Breakfasts

Severe Need Rates of Reimbursement
Production Records

Bus Schedule

Walver

Terminaticn Provision

Section C = School Lunch

Background

Meal Requirements and Recemmendations
Focd Quantities

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

Specification Sheets

Offer Versus Serve

Variety in School Lunches
Kindergarten Snacks

A La Carte

Exceptions

Reimbursable Lunches

Higher Reimbursement Rates
Production Records

Section D - Deonated Foods

Background

Allocation of Donated Foods

Procedure for Requesting Donated Foods
[nventory

Loss_or Damage
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Section E= Special Milk Program

Purpose . o
Charges and Reimbursement
Milk Shakes

Reporting Procedures

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

'ntroduction

Applications for Free or Reduced Price Meals
Income

Determining Household Size

Reviewing Official's Responsibilities
Reviewing Cfficial's Completing an Application
Funding Prior to Application Approval
Applicaticn Files and Working List
Temporiry Applications

Collection Procedure

Daily Meal Count (Point of Service Count)
Nendiscrimination

Civil Rights of Minority Groups

Student Help

Verification (USDA)

Application Selection

Verification Procedures

Secticn & = Financiai Management

Reporting Procedure
Reimbursement Procedure and Policy
Accurate (Accountable) Records:
Participation
[ncome
Expenditures
Allowable Costs:
Feod —
Milk
Labor
Sapplies and Expendable Eguipment
Non-Expendable Equipment
Other
Iindirect
Nom-Allowable Costs
Shared Costs
ProcuFement Standards
Excess Balance - Net Cash Resources
Cons3dlidation of Schoels
Pricing cf Aduit Meals
© Inventory Records
Equipment Depreciation
USDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Automation

of School Food Service Functions
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Section H - Moenitoring and Auditing

Monitoring
The Management Evaluation
On-Site Visit
Corréctive Action
Assessment Procedure
Free and Reduced Meal Application
Assassment Procedure
Meal Components and Quantities
Peclicy Concerning Repayment of Funds to WVDE
Auditing :
AIMS Monitering
AIMS Review
AIMS Exit Conference
AIMS Second Review
West Virginia Standards for Educational Excellence

Section J --Food Service Policles

Meal Service

Mea! Service for the Handicapped

Meal Service for Détention Hall Students
Meal Service for Senior Citizens
Emergency Feeding

Charging WMeals

Lost, Stolen and Misused Tickets

Use of Foods, Supplies and Equipment
Safety and Sanitation

Sale of Nutritious Foods

Sale of Nen=-Nutritrious Fcods
Definitions

Guidelines for Product Selection

Meals for Secondary Students Attending College

Section K - Personnel and Training

Pregram Management
Classification of Cooks
Mutritiocn Education and Training (NET)

Trazining Programs for Food Service Personnel
Comprehensive Training Program (CTP) for Cooks

Comprehensive Training Program (CTP) Core Classes

Children and Nutrition

Section L —Student and Parent Involvement

Background

Planning a Program

Activities to Promote Involvement
County Nutrition Adviscry Council

Section M - Definitions
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EXHIBITS

WVDE 43-10-10 Sponsor's Agreement

Policy Statement

WYVDEE 43=10-01 Appiication for School Lunch,
School Breakfast and Special Milk Programs

Criteria for Determination cof Eligibility for Severe Need

Daily Meal Cost Worksheet

Breakfast Production Worksheet

Lunch Production Worksheet

ES-DF-0Z Agreement

ES-DF-05 Request for Donated Foods

Report of Loss of Donated Foods

Guides for Summer Storage of Perishable Foods

Income Eligibility Guidelines

Application for Free or Reduced Price Meals

Letter to Parents

WVDE 43-10~20 Notice of Approval, Change or
Termiriation of Benefits

Free and Reduced Frice Guidance

information Up-Date

Non-Discrimination Poster

Procedures for Selecting a Random Sample

Documentation of Random Selection

Procedures for Selecting a Focused Sample

Documentation of Focused Selection

Prototype_ Letter to Parents

Parent Information - Preof of income

Procedures for Developing a Consistency Check

Parent Letter - Difference Between Documentation
and Application

Summary Report

Sponscr!s Summary Report

WVDE 43-170-30-5 Dazily Record of Program Operations

instructicns for Completion of WVDE 43-10-30-5

WVDE 43-10-31 Monthly Financial Report

instructions for Completion of WVDE 43-10-31

WVDE 43-~10-30 Monthiy Claim for Reimbursement

Current Reimbursement Rates

WVDE 43-T0-32 Annual Cast of Operation

WVDE 43-10-37a Net Cash Resources

Perpetual Inventory of Consumable items

Equipment Record

MNon-Expeéndable Equipment Schedule

Non-Expendable Equipment Depraciation Schedule

Disposition Procedure

Computer Use Time Record

Management Ewvaluation

WVDE 43~70-03~5 On Site Visit

Plan of Cérrective Action

WVDE 43-10-13-ME Noted Exceptions

Indicators of Atiainment

Self-Evaluation Check List

TMMOOOONWWm> r

LI Tt Wy B 2 e 2 e B B4 |

ITITITTIOOOOO0OMOOOOGO TR

30.3
30.1
20.1a
30.2
30.1
30.1
30.2
30.3
30.4
30.1
30.2
30.3

30.4
30.5
30.6
30.7
30.8
30.9
36.10
30.11
30.12
30.13
30.14

3C.15

'30.16

30.17
30.1

30.2

30.3
30.4
30.5
30.6
30.7
30.8
30.9 .
30.10
30.1M
30.12
30.13
3C.14
30.1
30.2
30.3
30.4
3G.5
30.86




SECTION A

CHILD NUTRITION PROGRAMS IN WEST VIRGINIA
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CHILD NUTRITION PROGRAMS iN WEST VIRGINIA

HISTORY

School focd service gained national emphasis during the depression
days. As part of the national effort to combat depression in the early
1930's, the National Youth Asscciation and the Works Progress
Administration were esiablished, both of which provided federal funds
for employment in school lunch programs. In 1835, Congress authorized
a direct purchase and distribution program for surplus farm products to
needy families, charitable institutions and non-profit school lunch

programs.- When food demands of World War |l eliminated farm
surpluses, an interim cash assistance program was Initiated which
proved to” be a forerunner to permanent legisiation. In 1946, after

World war !l draft statistics indicated that one-third of all men rejected
for military service were physically unfit due to nutritional deficiencies,
the National Schoo!l Lunch Act was enacted to provide funds to schools
for each lunch served students.

Acting upon the testimony of the Surgeon General, who stated
emphatically that money was being wasted in trying ic educate children
with haif-starved bodies, Congress defined the purpose of the National
School Lunch Act:

"t is hereby declared to be the intent of Congress, as a measure
of national security, tc safeguard the health and well-being of the
nation's children and 1c encourage the domestic consumption of
nutritious agricultural commodities and other food, by assisting the
states, through grants-in-aid and other means, in providing an
adequate supply of food and other facilities for the establishment,
maintenance, operation and expansion of nonprefit 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 United States (as
portrayed = on the CBS decumentary "“Hunger in America"® and
substantiated by the Ten State Nutrition Survey, conducted by the
Department of Heaith, Education and Welfare), the School Breakfast
Program, Child Care Food Program and the Summer Food Service
Program were established on a pilot basis. In 1968, the Child Nutrition
Act was passed, which complemented the preogram provided under the
School Lunch Act. In 1870, new amendments to the National School
Lunch Act and the Child Nutrition Act brought about substantial
changes and program expansion.

During the 1970's a series of amendments provided: permanent
authorization of the Schoel Breakfast and Child Care Food Programs;
changes in the meal pattern; “offer versus serve" provisions for oider
children; estabiishment of a national advisory councii; and a three-year
autherization of the nutrition education and training program.




INTRODUCTION

Educators and the public generally agree that a nutritionally adequate
Child Nutrition Pregram is an essential part of the total education
system. -It must then be well planned, organized and administered at
all levels - naticnal, state and local.

The National School Lunch Program - a forerunner ic all the Child
Nutrition Programs - was enacted....

....'"to safeguard the health of the naticn's chiidren®....

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

In 1877, Tongress recognized the need and potential value of nutrition
education by enacting Public Law 95-1686, thereby providing a
mechanism whereby nutrition education can be coordinated with the
schoal food services.

At this juncture, when accountability of all public programs is a vital
issue, it is important fc continue to improve and strengthen the child
nutritien ~ program.  The General Accounting Office report, The
National School Lunch Program - is [t Working?, was issued in 1977 BY
the Comptroller General to the United States Congress. The report
included a number of recommendations concerning the administraticn of
the child nutrition programs. These recommendations remain viable
teday:

develop systematic evaluations of the program;
improve cost-effectiveness;

increase levels of participation; and

reduce plate waste,

In the midst of the push toward greater fiscal accountability and
automated data processing it is important that the basic purpose of the
Naticnal School Lunch Program - "to safeguard the health of the
Nation's children® - be remembered and that progress toward this
objective . be  documented. Progress depends upon continuous
evaluation, direction and improvement to ensure that each child's
nutritional needs are met. The program can only benefit from
meaningful student involvement and community understanding.

F" &‘ j; 5
Faith Gravenmier, Director
Child Nutrition Programs




in developing plans for the 1980's, the United States Department of
Agriculture has identified several priorities: (a) assess, improve and
strengthen food service management systems; (b) operate more
efficiently; {c) integrate food service and nutrition education and
(d) involve students, parents, teachers and school administrators.
Although adequate facilities, enabling state and federa! legisiation and a
sound financial system &!l are necessary, the ultimate success and
effectiveness of the child nutriticn program is dependent upon full
support and cooperation at ali administrative levels and upon trained
perscnnel.

PHiILOSCPHY (West Virginia Department cof Education)

The primary responsibility of the food service program is to the child
and the child's nutritional needs - the child in school {public and
private)... the child In institutional surroundings... the child in a
special classroom. Each has equally important food needs.

An effective food service makes available to all children a nutritionally
adegquate noon-day meal as an extension of classroom activity. School
breakfast and supplemental nourishment zre added as needed for the
children involved.

All meal service in the lunchroom shall confcrm to the nutritional
standards “prescribed and shall be priced and served as a unit. Any
cther food or beverage sold on schoo! premises at any time during the
schoc! day should provide preiein, wvitamins and minerals in =z
satisfactory balance with caleries in order to contribute o the
nutritional quality of the meals served at school.

Non-nutriticus foods - namely, candy, soft drinks, chewing gum and
flavared ice bars - shall not be sold during the school day. (i.e., that
period of time between the scheduled arrival of the first child at school
and untii the departure of the last curricular bus)

LONG RANGE GOALS FOR CHILD NUTRITION PROGRAMS
I. Provide equal opportunities for children through:

program extension in non-scheol situations;

increased lunch participation in schoo! situatiens;

upgrading facilities, equipment and services;

provisien of free and reduced price meals to eligible children;
prevention of overt identification;

program exiension of the scheol breakfast program; and
increased participation in the schoo! breakfast program.

t1. Utilize federal, state and local rescurces through improved:

food delivery systems;
accountability;
property management;
inventory control;




purchasing standards and policies;
audit plans;

simplified reporting systems; and
automatic data processing.

It1. Protect the health and weli-being of children by:

maintaining high nutriticnal standards;

upgrading food services;

eliminating sale of foods of minimal nutrition;

providing viable choices within meal patterns;

developing training programs for all food service personnsal;
implementing nutrition education programs for 2!l children;
maintaining liaison with related state and federa! agencies;
impreving public relations;

providing needed community services; and

providing training for administrators and record Kkeeping
personnel.

USDA CHILD NUTRITION PROGRAMS

Seven sepatate Child Nutrition Programs are administered by the United
States Depariment of Agriculture, Division of Food and Nutrition
Service:

Mational School Lunch Program
School Breakfast Program

Child Care Focd Program

Summer Food Service for Children
Special Milk Program

Nutrition Education and Training
‘Donated Foods Program

NOrUT R WY =

These programs are authorized by the National School Lunch Act of
1946 and the Child Nutrition Act of 1866. All are administered by the
West Virginia Department of Education, except the Donated Foods
Program which is under the West Virginia Department of Human
Services. ‘A brief description of each program follows:

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

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




Child Care Fcod Pregram - The Child Care Food Program operates
year-round in ncn-residential institutions which provide child care such
as day care centers, Head Start centers, ocutside school hours care
centers and day care homes. Attending children are served breakfast,
lunch, suppers and snacks, as needed.

Summier Food Service Program for Chiidren - The  Summer Food
Service Program for Children provides meals to chiidren during
extended school vacation periods {(more than three weeks). The
program may be sponsored by any public or private non-profit,
non-residentiai instituticn where at least one~half of the children are
eligible for free or reduced price schoo! meals. In addition to these
institutions, residential camps may also sponsor the program and receive
reimbursemant for meals served to economically needy children.

Special Milk Pregram - The Special Miik Program makes it possible
for ali chiidren attending a school without a food service program to
purchase- mitk at a reduced price - or If they are eligible, to receive
milk free. Schools, summer camps and institutions which participate in
other federai-state child nutrition pregrams may not participate in the
Special Milk Program.

Nutrition Education and Training Program {NET) - The Nutrition
Education and Training Program provides funds to the states for the
dissemination of nutrition informaticn to children and for inservice
training of food service personns! and teachers. The pregram is for all
children in pubiic and private scheels 2and in  residential and
non-residential chiid care instituticns.

Foed Distributicn Program - The Food and Nutrition Service
through the Foocd Distribution Program donates foods to various food
nrogram -outlets - including schosls and summer camps. Commodities
used in the program are generally acquired under price support and
surpius removal legislation and donated te program outlets through
cooperating state agencies. The Department of Agriculture has special
purchasing authority to acguire food for certain feeding programs.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
FEDERAL LEVEL

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

1. Program Administration

providing timely informatien to the Administration and to
Congress;

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

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

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

negotiating an annuai written contract with esach state educa-
tional agency for administration of the Schoo! Lunch, School
Breakfast, Special Milk and Child Care Food Program;

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

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

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

reviewing and approving the various State Plans as submitied
by each state for the succeeding scheol vears.

2. Financial Management

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

developing prototype contracis, 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;

providing budgetary information to the Administration and to
cengress;

revising preoposed budgets in terms of authorized and budgeted
expenditures;
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collecting, processing and coliating monthly participation
reports;

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

periodically up-dating reimbursement rates for wvarious
programs.,

3. Traifning

preparing and distributing program aids;

preparing and distributing suggested training materials for
scheo! feod service personnel; nutrition education and parental
involvemeant;

developing criteria to measurs the nutritional quality of foods
and beverages to be served in schools:

cooperating with community groups, professional 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

negetiating an annual agreement with each state for the
acceptance, allocatien and delivery of government-donated
foods;

developing specifications and issuing bids for the purchase of
focds to be distributed to child nutritien programs:

allocating and shipping government-donated foods to each state;
and

monitoring the state's government-donated foods distribution
plan.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

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

Program Administration

preparing an annual State Plan for Child Nutrition Program
Operation and a State Plan for the Nutrition Education and
Training Program;

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

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

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

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

preparing annual state and federal budget reguests for the
succeading fiscal vear (State-July 1 through  June 30;
Federal-October 1 through September 30):

scheduling, cenducting, 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 and final regulations) or as issued by the USDA
Regional Office (guides, handbooks, instructicns, memorandums
and reports); notifying sponsoring agencies of USDA
regulations, Instructions and policy guidelines on a timely
basis;

cocoperating with  parents, students, community groups,
professional associations, state and local agencies in outreach
activities to extend program benefits and to create a positive
image; and

establishing, organizing and convening State Advisory Councils
and Advisory Committees to maintsin liaison with participating
agencies; cooperating with national, state and local agencies in
imptementation of an on-geing nutrition education and training
program which meets the identified needs of the state.

Financial Management

timely draw-down of federal funds to pay cutstanding claims for
reimbursement;

timely  processing and paying of monthly claims for
reimbursement;

preparing of monthly financial status repcrts and timely
submission at state and federal levels;

annually reconciling reimbursement payments with program
costs;
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monthiy reconciling of state and federal subsidiary accounts;
auditing of sponsoring agencies and selected sites on a
bi-annual schedule in atcordance with USDA Audit Guides; and
assessing sponsoring agencies for overclaims identified as part
of the audit reports, AIMS review or management evaluation.

3. "Monitoering And Ewvaluation

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;
conducting on-site  management  evaluations of program
performance;

monitoring of sponsoring agencies and selacted participating
sites in accordance with regulaticns (AIMS, Title Vi of the Civil
Rights Act of 1864, Title IX of the Education Amendments of
1972, Section 504 of the Rehabilitation Act of 1873 and the State
Standards for Educaticnal Excellence); and

continuousiy evaluating program effectiveness.

4, Training And Technical Assistance

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

implementing a competfency based training program for local
school food service personnel; assisting sponsoring agencies
with lccal school foed service training programs where
necessary;

developing and Iimplementing on-going training programs for
supervisory and administrative personnel (sponsor level);
reviewing and approving proposed plans and layouts for food
service facliities; and

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




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SPONSOR LEVEL

At the local level, each county beoard of education or sponsor is
responsible for the following four areas;

1. Program Administration

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

distributing copies of Application for Free or Reduced Price
Meals and Free Textbooks, Workboocks and Instructionzl
Materials [F - 30.2];

developing and implementing appropriate hearing procedures and
implementation of a standard verification procedure to be used
in the approval of applications for free and reduced price
meais, monitoring school procedures in approval of appiications
for free and reduced price meals, collecticn procedures for meal
payment, point of service count and avoidance of overt
identification of needy children;

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

organizing schoo!l and county advisory councils and student-
parent planning committees to improve public relations and
increase student participation;

notifying schecol administrators and school food service
perscnnel concerning rules, regulaticns and policies governing
schoel food service programs;

maintaining llaison with parent, student and community groups;
promoting National Schoal Lunch Week and other special
activities; and

extending and expanding program benefits to meet the
nutritional, emotional and social needs of all children.

2. Financial Management

verifying and consolidating schoois' monthly reports of
participation and claims for reimbursement; promptly submitting
the sponsor's consolidated Claim for Reimbursement [G - 30.5];
verifiving sponsor's meonthly reimbursement payments and
allocating payments te the individual schools or programs;
consolidating schools' financial reports each month; preparing
an annual sponsor's report of accrued income and per meal
costs; submitting report to state agency; documenting reported
inceme and expenditures and retzining documentation for three
years plus current operating vear;
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. annually reviewing operating Dbalances at the school level;
annually reconciling reimbursement payments to direct costs
incurred at the schoeol or sponsor level; assigning and adjusting
school reimbursement rates (in relation to allowable per meal
costs);
developing, implementing and maintaining an inventory control
system for food service equipment (retention for 12 years);
establishing and implementing purchasing procedures in
compliance with state and federal regulations; and
developing and implementing a viable financial management
system which meets state and federal regquirements.

3. Monitoring And Evaluation

. maintaining a regular schedule of on-site visits to participating
schools; monitoring and scheduling follow-up visits to schools to
ensure program compliance; accompanying state and/or federal
representatives on local school visits; and
continuously evaluating the effectiveness of the child nutrition
program in reaching its goal to serve all children.

4, Training And Technical Assistance

reviewing and approving building and renovation lay-outs,
plans and purchasing contracts; reviewing and approving major
food service equipment purchases;
planning and/or approving school food service menus prior to
time of service; developing and implementing local policies
concerning the serving of nutritious foods at schools; complying
with state and local standards concerning sales of foods and
beverages during the school day;

. providing technical assistance to school fecod service perscnnel,
schoal administrators and clerical personnel;
developing and implementing an on-going training program for
food service personnel, school clerical personnef and school
administrators;
providing resource person(s) Tor school adminjstrators,
teachers, professional groups and alifed agencies;
assisting teachers and school administrators in developing an
on-geing nutrition education program;

. developing and/or disseminating training aids, instructional
materials, handbooks, manuals and other preogram aids; and

. initiating an on-going, relevant professicnal growth program for
food service supervisory personnel.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

. SCHOOL LEVEL

The local scheool administrator is responsible for the following five
areas: —

1. Program Operation

filing an Applicaticn for School Lunch, School Breakfast and
Special Milk Programs [A - 30.3] with the county boards of
education;
distributing, at the beginning of each school year Applications
for Free and Reduced Price Meals and Free Textbooks,
workbooks and Educatiornai Materials [F - 30.2] to each student
enrolied in the schooi;
reviewing and approving, in accordance with state and county
administrative guidance materials, each application for free and
reduced price meals;
verifying Information reported on a sampling of applications for
free and reduced price meals and verifying any Incomplete,
iliegible cr questionable information entered on the applications;
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
appropriate areas and parents must be notified by mail within
. 10 working days after the completed application has been
returned to the school;
informing all teachers and clerical personnel of the federal,
state and county reguirements for provision of free and reduced
price meals or free milk;
initiating hearing procedures when Iinformation entersed on the
application is challenged, or appears to be inaccurate;
providing copies of student applications for free and reduced
price meal benefits when an eligible student transfers to
another school;
checking menus prior to and during service to ensure that all
nutritional requirements are met;
providing assistance to school food service persgnnel in
planning menus which provide for choices within the required
meal components o afl students; and
providing aiternate meal services (plate ifunch and box lunch;
salad plate and regular plate lunch; continental breakfast and
regular breakfast) to increase student participation.

2. Records And Reports

establishing a procedure for obtaining accurate meal counts at
the serving line without overt identification so that accurate
reports of daily student participation by category are entered
on the daily reporting form;
. maintaining all records pertaining to child nutrition programs
. (including applications for free and reduced price meals,
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participation records, invoices, bills, financial reports,
equipment inventories and precduction records) for three years
plus the current school year;

submitting complete and accurate reports of daily participation;
and

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

Financiai Management

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

. establishing a system for payment and reporting of aii food
service Invoices in  compliance with county and state
requirements for financial management;
obtaining prior approval for all major purchases from the
spohsoring agency;

. establishing standard preccedures for maintaining inventories of
purchased and government-donated foods, supplies and
equipment; and
documenting reported expenditures.

Training

. encouraging school food service and clerical personnel to
participate in the county's in-service training program;
remaining informed concerning federal, state and county
regulations and pelicies concerning the various child nutrition
programs; and
encouraging teachers to attend available nutrition education
training and assisting teachers in developing a sequential
nutrition education program in the classroom.

Public Relations

advising all parents concerning the types of food service
programs awvallable at the school and surveying the need for
additiona! programs when thesse are not available;

. organizing student advisory counciis to assist in menu planning,
publicity and observance of special days in the lunchroom; and
maintaining liaison with parents, students, community groups
and the administration te promote good public relations.
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

NATIONAL SCHCOL LUNCH ACT

CHILD NUTRITICN ACT OF 1866
SPONSCR'S AGREEMENT FOR THE SCHCOL LUNCH,
SCHOOL BREAKFAST AND SPECIAL MILK PROGRAM

1. NAME CF SPONSORING AGENCY:

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

S S o o o S R S e o SR o R o o o R K S SR O R o R SR AR S K S R SEOR  SRR  R Ko K O R

In order to effectuate the purpcses of the National Schoe! Lunch Act, as
amended (42 U.5.C. 1751) and the Child Nutrition Act, as amended (42
U.s.C. 1771), the West Virginia Department of Education, hereinafter referred
tc as the “"Department’, and the Sponsoring Agency {item 1 above), hereinafter
referred to as the "Sponsor", agree as follows:

The DEPARTMENT agrees toc make funds available io the Sponsor for the
programs operated by it, as designated below, in accerdance with the wvarious
State and Federal Regutations applicable to such programs: National School
Lunch and Breakfast Program Regulatiens (7 CFR Parts 210,220 and 245);
and/or Special Mitk Program Regulations (7 CFR Part 215) and Nutrition
Education and Training Regulations (7 CFR Part 227), and any applicable
amendments thereto, as well as any State Laws, Reguiations, or Standards.

The SPONSOR agrees to accept Federal funds for expenditure In accordance
with the applicabie Regulations and any amendments therete, and to comply with
all the provisicns of such Regulations and amendments thereto. in the event of
a proposed amendment of any aprolicable Regulation, if the Sponsor gives to the
Department, prior to the effective date of the amendment, written natice of its
determination to discontinue operation of any program conducted thereunder,
this Agreement shall be terminated as to such program as of the effective date
of the amendment.

The SPONSCOR agrees that it will be responsible for the operation of the
foliowing Child Nuirition Programs: {Place an ¥X" in the applicable space to
designate the program(s).

National Scheoel Lunch Preogram
School Breakfast Program
Special Miir Program

(in "Ne Program" schools or
institutions oniy)

Commodity Schools
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This agreement shall be effective commencing on the date specified (ltem 3
above) and ending one year thereafter, LHless {&Fminated eariier as provided
herein. The Department may renew this Agreement each year thereafter, by
notice in writing given to the Spensor as scon as practicable after funds have
been appropriated for carrying out any of the purposes of the National Scheol
Lunch Act and of the Child Nutrition Act during each such vyear. In any
everit, however, either party hereto may, by giving at least ten days written
notice, terminate this Agreement.

The DEPARTMENT agrees i0 reimburse the Sponsor to the extent of funds
available for schocl lunches, school breakfasts or special milk served to eligible
children in connecticn 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 behaif cf the school or institution. For
all Sponsors, general cash-for-food assistance funds shall be used to assist the
schools or institutions in obtaining food (the assigned reimbursement rate
muiltiplied by the totali number of schoo!l lunches or breakfasts served 1o
children); special cash assistance payments shall be made tc assist schoois in
providing free and reduced price meais to eligible children (the reimbursement
rate multiptied by the total number served free or reduced).

The SPONSCR 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 Meais or Free Milk which covers ali focd services provided under the
Nationai School Lunch Act and the Chiid HNutrition Act for all schoois or
institutions participating in the child nutrition programs. An approved copy of
the Policy Statement will be provided to all participating schosls or instiutions
by the Sponser. Any schoo! or institution participating in the programs
indicated above may, through the Spshsbr, be reimbursed for school lunches
and school breakfasts served free or at a reduced price to children meeting the
Spensor's approved eligibility standards, provided that a current, correctly
approved Application for Free or Reducéd Price Meals is on file at the schoo! or
institution. Such free and reduced price meais shall be coffered to all eligible
chiidren by all participating schools or institutions. Neither the child nor any
member of its family may be reguired io work for a meal. Each participating
schoo! or institution shall compiy in all respects to the Sponsor's approved
Policy Statement. When the school cor institution participates in the Child
Nutrition Programs iisted above, meais may not be dénied any child for
disciplinary purposes and, if consumad in another school location, must be the
same meal offered to cther children. If no meal service is available at a given
school or institution, the Sponscr may apply for the Spéecial Milk Program for
that particular schoel or institution. An approved Pclicy Statement must be on
file.

The SPONSGOR and the participating schoeis or institutions under its jurisdiction
shall comply with all provisions of Chapter 7, Code of Federal Regulations,
Parts 210, 215, 220 and 245. ' o T T T

The DEPARTMENT and the SPONSOR hereby agree to comply with Title Vi of
the Civil Rights Act of 1864 (42 U.5.C. 2000d et, 5eq.), Title IX of the

Education Amendments of 1972 (20 U.5.C. 1681 et. sed.), Section 304 of the
Rehabilitation Act of 1873 (29 U.S.C. 794), the Age Discrimination Act of 1975
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(42 U.s.C. 6107 "et. seq.), all provisicns required by the Iimplementing
Regulations of the Department of Agriculture, Department of Justice
Enforcement Guideiines (28 CFR 50.3 and 42) and FENS {USDA) directives and
guidelines. <Compliance will be consistent with the objective that no person in
the United States shall, on the ground of race, color, national origin, age, sex
or handicap be excluded from participation in, be denied the benefits of, or be
otherwise subject to discrimination under any program or activity for which the
Sponsor receives federal financial assistance under this contract. The Sponsor
hereby gives assurance that it will immediately take measures necessary to
effectuate this agreement. By accepting this assurance, the Sponsor agrees to
compile data, maintain records and submit reports, as required, to permit
effective enforcemént of the nondiscrimination jaws and permit authorized
USDA/WVDE personne!l during normal working hours to review such records,
bocks and accounts as needed to ascertain compliance with the nondiscrimination
laws. If there are any viclations of this assurance, the United States
Department of Agriculture or the Department shall have the right to seek
judicial enforcement of this assurance. Federal financial assistance is extended
under this agreement in reliance on the representations made herein. This
assurance is binding on the program applicant and its successors, iransferees
and assignees as long as they receive assistance or retsin possession of any
assistance from the United States Department of Agriculture. The person whose
signature appears below is authorized to sign this assurance on the behalf of
the Sponsor. -

The GSPONSOR hereby 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 follows: "No otherwise qualified handicapped
individual in the United States. . . shall, sclely by reason of his handicap, be

excluded from pariicipation in, be denied the benefits of, or be subjected to
discrimination wunder any program or activity receiving federal financial
assistance." -

The SPONSOR shall take appropriate initial and continuing steps to notify
participants, beneficiaries, applicants and employees, including those with
impaired visicn or hearing, and unions or professional organizations and local
minority and grass roots organizations that it does not discriminate on the basis
of handicap in wvidlation of Section 304 of the Rehabilition Act of 1873. The
notification shall state, where appropriate, that the sponsor does not
discriminate in admission or access to, or ireatment or employment in, its
programs and activities. . s -

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

The coliection and repcrting of data on the actual number of mincrity c¢hildren

who apply for free and reduced price meals is reguired by Department of
Justice regulations . '
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The SPONSQOR agrees: to develop a sysiem for cotiection of data; to maintain
this information on file for 3 vyears; and to estabiish procedures to ensure that
thhe information is made available only 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 enrcliment shall be maintained by the Sponsor.

The SFPONSOR agrees to make avaiiable upon request, information about program
requirements and procedures for filing compliant in the appropriate translation
to non-English speaking persons,

The SPONSOR, if it employs 15 cr mere persons, agrees to designate a
coorcdinator to carry out Section 504 activities.

The SPONSOR hereby certifies that any schooi(s) or institution(s) under its
jurisdiction and participating in any of the Chiid Nutrition Programs indicated
above is nonprofit, exempt from Federal Income Tax under the Internal Revenue
Code, as amended, and devoted to the care, training and education of children.
Any Sponsor, school or institution which operates its food service under a
contractural arrangement with a concessionnaire or a food management company
shall submit a copy o©f that contractual agreement to the Department annually
for approval prior to negetiation.

The SPONSOR and Ms schools or institutions participating in any or all of the
Child Nutrition Programs indicated above shall maintain full and accurate
records of operations under this agreement and shall keep such records for a
period of three years after the end of the fiscal year to which these records
pertain, Records of income and expenditures shall be maintained in such 3
manner as to reflect the non-prefit status of this service. The Sponsor shail
imit its operating balance to a jevel consistent with program needs. All excess
funds (as determined by the Department) shall be used to reduce the price of
the meal, to improve the gquality of the meal service or to purchase new or
replace old equipment as approved by the Sponser 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/er audit at any reascnable
time and place, all recerds pertaining to the operation of programs under this
agreement. The SPONSOR agrees o make it possible for the Department to
fulfill its agreement with the United States Department of Agriculture concern-
ing its responsibilities for program supervision, management control, audit,
monitoring compliance and on-site visitation.

The SPONSOR, for its participating schopls or instituticns, agrees to submit to
the Department on forms preovided by the Department claims for reimbursement
in accordance with instructions provided by the Department. Ciaims for reim-
bursement not filed within 80 days following thea last day of the month covered
by the claim will not be paid except when the Unitad States Department of
Agriculture determines that late submission of the claim was justifiable.

The SPONSQOR agrees that ail Tncome accruing to the food service program in its
office or in any schools or Institutions participating in the programs available
under the National Scheol Lunch Act or the Child Nutrition Act shall be used
only tor program purposes; provided however, that such income shall not be
used to purchase land or to scquire or to construct bulldings.
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The SPONSOR agrees that adequaie facilities will be maintained for storing,
preparing and serving food purchased for service under the National School
Lunch Act or the Child Nutrition Act and for food donated by the United States
Department of Agricuiture. Proper sanitalion and health and safety standards
conforming with all federal, state and local standards and regulations shall be
maintained by the participating schools and institutions, including an adeguate
and safe supply of water and sanitary disposal ¢f all water and refuse. Such
facilities shall be provided that the childrenr may eat their meal in an accepted
social manner. Adeguate and sympathetic supervision shall be provided in the
lunchroom. Food cor beverages other than the school lunch or scheool breakfast,
extra milk or other approved foods shall not be sarved in the dining area at
the time the meal is served. Meais may not be denied to any child for
disciplinary purpose, and must be the same meal served to other students.

Prices charged for aduit and student meals and/or milk shall be approved
annually by the Department.

Extra milk served under the Special Milk Program in schools with no food
services shall be fluild milk which meets state and local standards.
Reimbursement under the Special Milk Program shzll be claimed only for fiuld
milk  which meets state and local standards and is served in schools or
institutions with no reimbursed food service. Reimbursemen:t may be claimed

onlty for fluid milk purchased and served to chiidren.

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

The School Lunches ciaimed for reimbursement must mest the reguirements
prescribed by the Department and the United States Department of Agriculture
and must be served during a period or pericds designated as the lunch pericd.
The School Breskfasts claimed for reimbursement must meet the reguirements
orescribed by the Department and the United States Department of Agriculture
and must be served during a pericd which is near ths beginning of the schoeol
day. The Sponsor and its participating schools and institutions shall endeavor
to foilow menu suggestions given by the Department and/or Sponsor and shall
initiate varied types of menus, even though it may on occassion mean serving
foods with which some students are unfamiliar. Substitutions may be made in
food if the individual participating children are unable, because of medical or
other special needs to consume such foods. Such substitutions shall be
supported by a statement from a recognized medical authority which includes
recommended alternate foods.

The SPONSOR agrees that ali schools and/or insitutions under its jurisdication
will serve meals o handicapped children even when the child's handicap
restricts his/her diet. These special dietary nesds must be verified by a
statement from a recognized medical authority and must include prescribed
alternate foods. If_an emergency should arise preventing z school or institution
from tempcrarily obtaining delivery of milk, the Department may approve the
service of meals without milk during the emergency period.
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This agreement may be terminated upon ten days written notice con the part of
either party herete 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 Sponmsor. Any termination
of this agreement shall be in accord 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 to comply with the
provisions of the National Schoo! Lunch Act or the Child Nutrition Act. Notice
of such adjustments shali be given as far in advance as is practicable.

SIGNATURES

STATE DEPARTMENT OF
EDUCATION

(State Agency)

BY:
(County) or (3ponsoring Agency) T STATE SUPERINTENDENT OF
SCHQOQOLS
APPROVED:
(County Supérintendent) or (Oirector) " State Director of CRild Nutrition
Programs
Date i Date
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School Year 1988-87

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

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

The = o -
(County Board of Education or Nonpublic School or Child Care Sponsor)

has entered into™ agreement with West Virginiz Department of Education o
participate In the National Schoo! Lunch Program and/or the School Rreakfast
Program, the Child Care Food Program or the Special Miik Program, and/or to
receive commodities donated by the United States Department of Agriculture and
accepts responsitility for providing free and reduced price meais or free milk to
eligible childrer in"the school(s) or institution{s) under its jurisdiction.

The County Board of Education ¢r the Nonpublic School or the Child Care
Institution or Spdnscor assures the West Virginia Department of Education that
the school system, the institution or sponsor will uniformly implement the
following policy to determine the eligibility of children fer: (1) Free and
reduced price meals in all classrooms and/or schools and/or institutions and/or
centers or homes .under its jurisdiction which are participating in the National
School Lunch Program and/or the School Breakfast Program and/cr the Child
Care Food Program and/cr which are receiving government-donated foods; or
{2) Free milk in all schools and/or institutions in its jurisdiction which are
participating only in the Special Milk Program.

Im fulfilling its responsibilities the County Beoard of Education or the Nonpublic
School or Child Care !nstitution or Center or Home agrees:

A. To serve mezls free or at reduced price to chiidren from families
whose income is at or below that listed in Attachment A, Columns ]
through 6.

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

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

C. To provide these benefits to any child 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 schooi, institution, center or home against
any chiid eligible for a free or reduced price meal or for free milk,
The names cof children eligibie to receive free cor reduced price meais
and freé: milk shall NOT be posted, published or anncunced in any
manner and there shall be no overt identification of any child by use
of special tokens or tickets or by any other means. Furthern
assurance is given that children eligible for free or reduced price
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School Year 1986-87

meals or free milk shall not be required to: (1) weork for their meels
or mitk, {(2) use a separate lunch or service area, (3) go through a
separate serving line, (4) enter the lunchreoom through a separate
entrance, (5) eat meals or drink milk at a different time and (6) have
the same choices of meals and of milk as the paying child.

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

F. To wverify in accordance with program regulations and maintain
records as foliows: (1) a summary of the verification efforts; (2} the
total number of applications on file by October 371; and (3) the
percentage or number of applications wverified. Compliance with these
requirements wiil be monitored by the West Virginia Department of
Education as part of its supervisory assistance, monitoring and
verification efforts.

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

H. To establish and wuse a fair hearing procedure for zany parent's
appeal(s) of the (sponsor's) decisions on applications and for
{sponsor') officials' challenges to the continued eligibility of any child
for free or reduced price meals or free milk., During the appeal and
hearing, the child who was determined eligible based on the face of
the application submitted will continue to receive free or reduced
price meals or free milk. A record of all such appeals and challenges
and cof their dispositions shall be retained for three years.

Prior to initiating the hearing procedure, the parent/guardian or local
official may request a conference tc provide an opportunity for the
parent/guardian and {school), (institution), (center) official to
discuss the situation, present information, and cbtain an explanation
of data submitted in the application and decisions rendered., Such a
cenference shall not in any way prejudice or diminish the right to &
fair hearing.

The hearing procedure shali provide the following for both the family
and the sponscr:

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

2. An opporiunity to be assisted or represented by an attorney or
other person.

3. An opportunity to examine, prior to and during the hearing, the
documents and records presented 1o support the decision under
appeal.

4. Reasonabie prompiness and convenience in scheduling a hearing
and adequate notice as to the time and place cf the hearing.
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5. An “opportunity to present oral or documentary svidence and
arguments supporting its position without undue interference.

5. Anopportunity to question or refute any testimony or other
evidence and to confront and cross-examing any adverse witness.

7. That the hearing be conducted and the decision made by =
hearing cofficial who did not participate In the decision under
appeail or in any previous conference.

8. That the decision of the hearing official be based upon the oral
eand documentary evidence presented at the hearing and entered
into the hearing record.

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

170. That for each hearing a written record be prepared, including
the decisicn under appeal,. any documentary evidence and a
summary of any orzl testimony presented at the hearing, the
decision c¢f the hearing official and the reascons therefor, and a
copy of the nctification to the parties concerned of the hearing
official's decision.

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

I To designate by name and title the school principal, assistant

principal, center director or other assigned staff to review
applications for free and reduced price meals or milk and make
determinations of eligibility. Such officials will use the criteria

outlined _in this policy to determine which Iindividual children are
eligible for free and reduced price meals or free milk.

J. To send, at the beginning of each school vear, and whenever there is
a change in the eligibllity criteria, to the parent or guardian of each
chitd attending the schools, centers or institutions participating in
the School Lunch, Schooi Breakfast, Child Care Focod Pregram,
Commodity Preograms o¢r Special Mitk Program a copy of Form
WVDE 43-10-20, Application for Free and Reduced Price School Meals,
or Form WVDE 43-10-20 Milk, Application for Free Milk.

interested parents or guardians are responsible for filling cut the
Application and returning the completed Applicaticn te the schec!
principat or administrator for review. Such applications and
documentation cf all determinations made on all applications shall be
maintained at each schooi, center or institution for 3 years after the
end of the school/fiscal year to which they pertain.

Applications for Free and Reduced Price Meals or Applications for
Free Milk may be filed at any lime during the year. Any parent or
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Name¥

guardian who enrolls a child for the first time shall be supplied with
a copy of Form WVDE 43-10-20 regardiess of the time of year the
child Is registered.

If a child transfers from one schoel, center, home or institution to
ancther under the jurisdiction of this County Board of Education or
Sponsor, his/her eligibility for free or reduced price schos! meals or,
if so offered, free milk will be transferred to and honored by the
receiving school, center, home or Iinstitution, provided that the
receiving school, center or institution participates in the School
Lunch and/or Schoot Breakfast Programs, the Child Care Food
Program or in the Commodity ©Only Pregram or the Special Milk
Program.

All children from a family will receive the same benefits, provided
that all attend schools, centers, homes or institutions where these
child feeding programs are in coperation.

Parents or guardians wili be notified individually, within ten working
days of the receipt of the application, corcerning the acceptance or
denial of their application. Children will be served meals or milk
immediately upon the establishment of their eligibility.

It is recognized that in certain cases foster children are also eligible

for these benefits. If a household has foster children living with
them and wishes to apply for such meals or milk for these children,
the household will be Iinstructed to contact the school, center,

institution or home.

When ar application is rejected, parents or guardians will be provided
written notification which shall include: (1) the reason for the denial
of benefits, e.g., income in excess of aliowable !limits or incomplete
application; (2) notification of the right to appeal; (3) instructions on
how to appeal: and (4) a statement reminding parents that they may
reapply for free and reduced price benefits or free milk at any time
during the school wyear. The reasons for ineligibility shall be
properly documented and retained on Tfile at the School Foeod
Authority/Sponsor level,

The designated hearing official for this County Board of Education or
this Nonpublic School or this Institution or this Center or this Home
is:

- Title

Address

*{ Note:

This perscrn must be somecne not involved in the crigina! eligibility
determinations. It is suggested that the designated hearing cfficial
held & position at a higher administrative level than that cf 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
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parent letter to the local news media, local unemployment coffices and
major emplovers centemplating or experiencing large lavoffs.

L. Agrees :to establish a procedure to collect money from children who
pay for=their meals or milk and to account for the number of free,
reduced price and full price meais served or for the number of
half-pints of free and full price milk served. The oprocedure
described in Attachment B will be used so that no other chiid in the
school, center, heme or institution will consciously be made aware by
such procedure of the identify of the children receiving such benefits
and so that an accurate meal time count may be made and recorded.

M. To submit to the West Virginia Department of Education for approval
any alterations or amendments tc the policy, including eligibility

criteria, applicaticns, public anncuncements, or coliections of
payments, pricr to implementation. Such changes wili be effective
only upon approval, All changes in eligibility criteria must be

publicly announced in the same manner used at the beginning of the -
school year.

ATTACHMENTS: The follewing attachments are adcpted with and considered a
part of this Policy Statement:

Attachment A. Income  Eligikllity Criteria for Free and
Reduced Price Meals and Free Milk

Attachment B. Collection and Meal Count Prcoccedure

Attachment C. . Public Release

Attachment D. income Eligibility Application and Parent
Letters

THE POLICY STATEMENT CUTLINED ABOVE WAS APPROVED BY THE
COUNTY BOARD OF EDUCATION ON THE BOARD OF

CIRECTORS ON

APFPROVED BY:

County Superintendent of Schools or Director, Division of Child
Administrator, Nonpublic Schoot or Nutrition Programs
Child Care Institution, or West Virginia Department of
Director, Child Care Food Program . Education
Date Date

Copies of this Policy Statement, including Attachmenis A, B, C, and D will be
issued to each participating school or institution by

Date

Revised 4/86 . -z 5
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FAMILY
SIZE

ONE
TWO
THREE
FOUR
FIVE
SixX
SEVEN

EIGHT

ATTACHMENT A

GUIDELINES TO DETERMINE STUDENT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
Schoo! Year 1986-87

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

ELIGIBLE FOR FREE ELIGIBLE FOR REDUCED
MEALS COR FREE MILK PRICE MEALS
YEARLY MONTHLY WEEKLY YEARLY  MONTHLY WEEKLY
$ 6,968 $ 581 $134 $ 8,918 $ 827 $191
‘9,412 785 181 12,394 1,117 258
11,856 988 228 16,872 1,406 325
14,300 1,182 275 20,3590 1,896 382
16,744 1,396 322 23,828 1,988 458
18,188 1,588 . 368 .. 27,3086 2,276 528
27,832 . 1,803 416 30,784 2,566 582
24,078 2,C07 - 48B3 34,262 2,856 659

FOR EACH ADDITIONAL FAMILY MEMBER, ADD

2,444 204 47 3,478 2380 €7
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ATTACHMENT B

. COLLECTION PROCEDURES FOR MEAL PAYMENTS

PLEASE NOTE:

1. In collecting=payments for meals and in distributing tickets, tokens cor
bills, officials must ensure that there is no overt identification of
recipients cof_iree or reduced meals. Care must be taken 1o prevent such
identification both at the time the meal payment is made, at the time the
ticket or token is issued and in the serving line.

2. Army payment collection system must have a built-in accounting system.
Daily records must decument the number of reduced, fully paid and adult
meal payments collected and the number of free, reduced price;, fully paid
and adult meals which actually were served., Keeping these counts is a
reguiatory reguirement, The payment coliection system, if properly
designed and used, can document both the daily collections and the point
of service count.

Attachment B. serves as documentation of the system which will be used
by each school, institution, center or home during the current school yeer
for the collection of mea! payments. |f more than one method of collection
is used within the scheco! district ¢r spcocnsoring agency each method must
be described. and the sponsor must indicate which school site uses which
system. If meal tickels are used, sampies should be attached.

COLLECTION METHODS

In all schools participating In the scheol lunch and/or the school breakfast
programs, and/or_child care centers/homes/instituticns the following coliection
preocedures will be used during the current scheo! yvear:

METHOD 1

Before the beginning of class, children make daily (or weekly) payments
for their meals. The meal payments are collected in such a manner that other
children are unabie to detect those who pay reduced prices. Meal payments are
counted and recorded in the office and the sppropriate number of coded tickets
(including thecse for free meals) are sent to the individual classrooms. The
tickets are distributed and taken by the children tc the dining ares where
these are coliected. After the meal is served, the coded tickets are counted by
category to arrive at an accurate daily point of service count. The following
scheools/centers/institutions use Method 1:

Revised 4/86 . 7
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ATTACHMENT B
{Cont.)
METHOD 2 : ol L

Children pay for their meals in the office at the beginning of the day. A
check-off jist of those who have paid {full or reduced price) and those who are
entitled to a free meai is sent to the food service department daily. A person
familiar with the children and adulis checks coff the names as they pass through
the serving line. At the end of the meal service, the marked list is returned
to the office for use daily in reporting the total mumber of free, reduced price,
paid and adult meals served. The following schools/centers/ institutions use
Method 2: } -

METHOD 3 - -

Children bring envelopes to the scheol, institution or center containing
thelr daily, weekly or monthly meal payments. Enveiopes are marked with the
child's name and with scme type of room identification. (Parents of children
eligible for free meals are advised that they can send empty envelopes.) The
envelopes ara collected and sent to the office. Either coded tickeis are issued
daily or a daily list of those who are eating that day is sent to the food service
department. Daily, at the end of the meal service, the coded tickets are
counted. (If a list is used in lieu of tickeis, the childs name is checked off as
he/she enters the serving line and the marked list is returned to the office
where the tctal number of paid, reduced price, free and adult meals served is
recorded.) The following schools/centers/institutions use Method 3:

METHCD 4

At or near the beginning of the term each student is assigned an
identification number which contains coded numbers indicating whether the child
is entitled io free, reduced price or fully pald meal service. The children use
this number as they enter the serving line. WUsing an adding machine with tape
or some other device, all identification numbers are recorded. At the end of
the serving pericd, a count of free, reduced price and fully pald meals is
constructed from the coded list. Parents either pay for the meals in advance
or are billed at the end of the meonth for those meals eaten., The Tollowing
schools/centers/instituticns use Method 4:
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ATTACHMENT B
{Cont.)

METHCD 5 —

Parents either are billed monthly or pay in advance for the fuil price or
reduced price meal service. All payments are mailed in or brought in at
variods times so that those children receiving free and reduced price meas
benefits are not identifiable. All participating children receive a coded
weekly/monthiy ticket which is punched each time the child eats. A dally tally
is Kept in the dining room in order to provide a daiiy point of service count of
the number of free, reduced price, fully paid and adult meals served. The
voided tickets are turned in by the children and used to verify the office
records of mezal payments received and meal tickets issued. The foliowing
schools/centers/institutions use Method 5:

METHCD 6 T~ . : _ ‘ _

Meal payments are collected in the secretary's office. Paymentis can be
made by children or parents on a daily, weekly or monthly basis. The
secretary records the payments and knows which children qualify for free or
reduced price meals or free milk. Identical tickets labeled oniy with the

children's names are distributed in the classrooms. The tickets are collected in
the serving line After the meal service the number of meals served by type is
determined by comparing the children's names on the tickets to a list of eligibie
children's names.  The fellowing schools/centers/institutions use Methed 6
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ATTACHMENT C

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

The County Board of Education (or the Institution,
Center, Home cor Nonpublic School) today annocunced its policy fer (free ang
reduced price meals) {(free milk) for children who are urable to pay the full
price for meals or milk served in schools, centers, Institutions or homes which
participate in the National Schocl Lunch or Breakfast Programs the Child Care
Food Pregram cr in the Special Milk Program only.

The County Board of Education (or the Nonpublic School, Institution, Center or
Home ) has adopted the follewing family size income criteriza for use in
determining the eligibility of chilidren for free and reduced price meals and free
milk:

GUIDELINES TO DETERMINE STUDENT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1986-87

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

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

ONE  ==secmmmcecccmaenos $ 68,9688 ---------moooamoeoooo- $ 9,816
TWO  mm-mmmmmedammcmeens 9,412 =---:--= L LR R 13,394
THREE ==rmrm-mmmmmmmeee 11,856 -----mmemmemmooemeooees 16,872
FOUR  msssssmmrocecoaeans 74,300 mm-mmeemmeccmeecceeeeee- 20,350
FIVE = ==mm-m=en= mem————- = 16,744 ==--emcmemccececcemoo-o- 23,828
SIX =~ mmmmemeesemmmeeama- 19,788 ~-essscesccesccccacnana. 27,306
SEVEN =-s=cercmmmoecnoa-- 21,832 -=mmmmdmmememmmcioeoeoon 30,784
EIGHT ~rem-m==mmmmmmmmemn 24,078 ---mmeceesmaccesccccuan. 34,262

FOR EACH ADDITIONAL
FAMILY MEMBER, ADD 2,444 3,478

Children frem families whose inceme is at or below the ievels shown are eligible
for free and reduced price meals {or for fres milk).

Application forms are being sent to all homes with a letter to parents. All
parents or guardians wishing to apply for free or reduced price meals or free
milk may fiil out the application form sent home by the school, center,
institution or home. Additiona! copies of the application are awvailable at all
sites. The information provided on the application is confidential information (o
be used conly fer the purposes cof determining eligibility of the child. An
application may be submitted at any time during the school year, but must be
submitted annually Tfor continued eligibility. Information given on the
application may be wverified at any time during the school year by schosl or
program officials.
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ATTACHMENT C
{Cont.)

So that the schogl or program officials can determine eligibility for free or .
reduced price benefits, the household must provide all of the following
information listed on the application: Names of all household mambers; social
security numbers “of all adult household members or a statement that 1be
heuseheold member does not possess cone; total household income; and the amount
and source of income received by each household member; and the signature of
an adult household member certifying that the infeormation provided is correc:.
Heuseholds including the child applying, currently receiving feood stamps mayv
submit their Food.Stamp Program Case Number instead of income information.
Households are regquired to report increases In household income of cver $50 per
month or $600 per Year and decreases in household size.

In certain cases, foster children are alsoc eligible for these benefits. [f a family
has foster children Ilving with them and wishes to apply for frse cr reduced
price meals and milk for them the schoo! principal or program director should
be contacted. .z . . = -

Under the provision of the free and reduced price meal and free milk policy the

school principal or program director will review applications and determine
eligibility. If a parent is dissatisfied with the dacision, he may wish to discuss
the decision with the principa! or directer on an informal basis. |f the parent

or guardian wishes to make a formz! complaint, he may make a reguest either
orally or in writing to:

Name o Telephone
Address = : ) e =
for a hearing 1o zppeal the decision. The county (or private schoc!,

institution, cent F or home) policy contains an outline of the hearing
procedures, R ,

If during the scheol year a family member becomes unemployed or if famiiy size
changes, the family should contact the school, institution, center or home tc
file an application.

in the operation of child feeding programs, no child will be discriminated
against because cf race, cclor, national origin, age, sex or handicap. If any
member of a househeold believes he/she has been discriminated against, he/she
should write immediately to the Secretary of Agriculture, Washingtorn D.C.
20250. B .z ’ ) -

Each schoo!, child care center, institution or home and the office of the county
board of education has a copy of the complete policy which may be reviewed by
any interesied party.

Revised 4/86 — T 11
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ATTACHMENT C
{(Cont.)

This is the public release we will send to:

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

on (Date).

These groups must be advised of program availability, new programs or changes
in existing programs. ’ T

Revised 4/88 12




ATTACEMENT D

‘wia)

Siy) w0 usmb 218 S1agUWIN A)IND9S
[B[20S 50U SIGQUBW  PIOYISNOY
112 0} (0} 34 ISAW S10B) G5aY) SNID0
Apw uonow 1eba) 40 S1oudq [0 S50 B
‘PRIACISIP §] UOHEULIO] 13023001 |
PIOYasNoY ay) Ag

uaalb uojlewIoju) ualipsm eyl Buptoays
pue sigAoidws ‘oo dumis pooy
@y} ‘920 AUN2Ss JuawAojdwe Sms
aiy) Bunorjund uonebsesw ‘ppng
SpNouU] ASW uoEIue us)eddde
sjyy uo podes NoA  UONBUMOLU)
oyl Buphpiraa 10) nok Ajuepr
0) pasn &q AW Jaquinu  AJURDDS
WID0S Gy Cseew 8dud  paxnipa
10 831} BALADA) 0] pasoidde 2q 10ULRD
PHUD ANOA ‘850121 NDA J1 ING "S1aquInu
Aunoas [pi20s oA 0] ARy JOU Op NOA

‘SHIBWNN ALIMNDIS WID0S

YSED 1210 AuB 10 Spjauaq 9IS
‘sjuawded Bun| yoelg 10 Appgesip
‘Aed Jwowaipnas addy raylo Aue
J3Ua PINOYS NOA IBYIQ 40 UGISLB,,
IBPUf) T INO UANE] 1AM SUDIINIPIP
#10j29 "HANOW 1SV Siagioe
0 synpr Aq pealsoal SINIVIAYG
CNY ANOIN) TV HALNT SMODNI

NI 3ty 10 sjeal aud paonpa)
10 2y 20) Aypqiige oA Ajusoa o)
AU ISP 34 1M 13GUING A ] “PEIISU
HIOWNN ISVI dWNVLS Q004
n0A oMb Arw nog ewosm anod QA9
OL 033N LON 04 NOA "SdNVIS

Doou uc_zeaz__.,._oz%:oc INOA UBLM

[
# ! Ll pue 43

SwR}| N0 sava; cmz._. D.___._.u HAL1S04
B 10} ATINO BwAdde aie ncA uayps

T 1dATK G suoNdos
M0V Wiy SNOMINHASNY

v va— RO

_m__Z(EzS‘_G HO SHINGLYG 30 ﬁm.:z_.:.<2mu_f

A L IEEE]
ONY 419 1S IOV H )Y UAOND NOILID350Ud O1 3R 10AMGNS AV NOILYWEQANI 3HL 40 NOWYINISIHGIHSIN
1vHINTIIK) AVvHL ONY NOLLYI DY 3HL NO NIAID NOLLYWHOINT 3HL ANH3A AYR SIYIOLE0 T00HDS
LvH) ONY SORND TWH3I05 ¢ 30 2dIT0HY 3H1 HIM NOLLDINNOD KI NIAYD ONIER 51 NOILWAWHOIN G3140dHY
SIANOINITIV LYHL ONVY NAID SV LD FHHOIONY 3NHL S1NCILYIIO AN IA0EY 3HL 40 TW LVHE AJLHID AUIHIHI

IWOONI

QUHD 4O INYN

[BILR() 10} SUOSRUY

:AUQ 8] [00UDSG 103 WUEIQ J § D W 24697

Mojag SHUEIE Sl NG INd
FATNO NIHOHHD H3LS504 HOd D

_ 4 HLNOW LSV HO4 JWODNI QIOHISNOH V101 '3
m NOLLYSNIdWOD ANGWITY UNY | ALIHNDAS | SENIWAYD | HIAHLO YO | HINOW 15V (1ayug) HIGWNN waaman GToH3ISNOH
| ANIWAOTIWINN | 18OddNS QUHD |~ WIDOS | 3uvi13m | SNOISNS | SONINHYA | ALIBNOIS WIDOS | 40 JIWYN 1SV ONY WV L1SHIS

| OO S IUoW [RHA) B §81) (19Qwow proyasnoy Aur J0j jB)dA} 10U S) SHUDDUN S GIUOW J82) ) Gk ALUNIaS [RID0S JaU/SIY 131D IeAD 1O |2 LOSIad Yo 104
IS POYUBSROY YIRS AQUYIUOW JSE] PAABIR] ‘SUOIIINPaP 310J2q "A0DIUI ||R 15171 43AC S0 2| 063 12qUidw POYOSNKY Y8 JO SLUEU B} MOIN) ISITSNOLLINYLSNE

(G3aAITDIY 10 AIVd SER NOSHI Ydee A3uow (810} ay) 18iul) SHIGWIW AIOHISNOR TV AS HINOW LSV 03AI3)3H SYM HOIHM JNOINI WI0L 3

“4 WDj| PUR J WIB]| UL SWWNI00 J1B 12ihuod ‘g wajl U1 ON., S8 JOMSUR IR0A J) "4 Wayt u) |1} O} BARY
JOUOPALOA 3 Wil U] S4aquinu ALINDSE [RI208 PUE §auIsy syl Ajuo apja0id sseaid "GA0GR () We)) UL IBqUINY 9S8 dwe)S pooJ oA pepiacsd NoA J} | NV IHOJW

— SI HIGANN 3SVD dWVLS OG04 AW

{swoy) (g10m)

,
M D ON _H_ S3A "MON SINY1S G004 DNILLIO SIATNYE AW 0 INOHJIN3L
{‘pajuja1 Jou puB Palejau-ployasHoy oA W
Ay Oy SUOSL 0 JeqIn Byt eNba pINoys 196 noA Jequnu ayy ) S530Aav
SHIBWIW QTOHISNOH JO HIAANN VL0L D
{‘8WRL AQ 3, JOPUN WWAY) 150 O} PI3U 1M (owen 1567) {owop 18214}
AOA "PIOLASHOL INOA Ul BAY OYM |2 JBA0 SINPE “TIY UN0D) BIA0 {(INItd @s9a}d)

NV | ¢ Juv OI..... OAOImm:OI AW NI ..w._r._DOa. 40 cwm_s._:z a9

z_q_cttpc Imomhzwxai
?w.u_ Lu ._e_wc__ 1 JUNOJY ISEI|d W0} w_.._. jo abed Eo: E._. ! ,

U0 PASH 18107 D41 01 1BNDS &q PINOYS J3QWNG SiY] ) 12 40 39V IH)Y. H3ANID HO TO0HDS 40 3
HIGNN YV OHM QIOHISNOH n._,i NINIHOIHD JO HIHWAN v OHO YN

SIS TWHNGLLYINOT ONY
SNOORNHOM ‘SRO0GLAIL IFHS ONY STVIN 320Hd 0IDNAAY BO I3HS 04 NOILYIH IV
Socsz wpsbila peep "uoTapEYT
OREIAD] O JasIede(] Spalliia 1o

A ~ 30.2f



oG Wi swuedsiH Jo 1ou "yoeg "HERC] 1B} B UO SIRURG $8A1EIR)
, SALEY BUOAIGA 01 JaMSUY §
souIding [ZUOIIEIND2 P SHOOMHIOM ‘SHOGIXD 001y Wiivd 001 fuRysELY 10 U] uwBUrY M m.. DINS B4 0] JAMSUR SIYl paeu
JGPURIS] DR 10 _.E_ﬂ( I8 NG JAMSUR O} peHNbRr 10U v
AUQ Py 11304 peanpay Anesoduse )y 8Id panpaly owedsip noy dnoaB Jwyle 10 1R S UBIpHIYD
a1y Amipdwa) SN 6013 T pasosddy uonediddy | e oundsip o .% oy 40 SR 04 4aeyd BEReld JDVY
UDIHALD JHI0H O SRequinu 0] T psHus() usieaiddy ;
1 DU GRIDHILD |0 SRQUInN [RICL ATING 3SN TOOHIS HOd 9
S S
[ 4 r
£ £
z 4
1 i
oy RN 1597 awreN 1844 opey  afiy N s awreN 1504
“UIp|Igd J8iS0) 18] 10U 00 "HIINID JUVD URIPIYD IPIS0) 1SY 10U o)
OUHI YO TO0HIS v ANALLY 10N OO0 OHM 1N8 QT1OHASNOH "HALNGD HIHLO ANV HO TOOHIS HAHLO
HNOA N1 3HY OHM 12 HAGNN NIHANHD HIHLO ANY 20 SIMVN ANY QNILLY OHM 12 HAONN NIYOIIHD H3HLO ANY 40 SIWNVYN
¥ [
E 1
opminy  aby BTN 1587 SUIRN 18014 epriny  eby BWRN J58 By 1514
H3ILNID HO T00HIS SiHL ANILLY OHM NIBOIHD HILSOD ANV 30 SIWVN
9 £
S [
4
apuiny oy awaEN I1se SWEN 15114 apay  aby awwEN 1587 awrep 15014

FIVAS SIHL NI NIHGTUHD HILSO4 ANV 1S1T LON 00 HFIN3ID HO T00HDS SIHL ONILLY OHM NIHQIHD 40 SIWVN

PHUD JQ)S0) € JO) Sjeayy D314 D

saifddng [RUONINIEY) PUB SYOCQHIOM "SXOOIXE L &Rl _H_

NIy S04 10 SIEON @31g POINDAY 1O SIRN 031 D {squrjq 210w 10 2UO ¥I8YD) J10) Burfjdde wme |

ALNNOD

HIINID IHYD QTIHD HO T00HIS 30 INVYN

"PAJIORIS UBIHEUD ABYY N0A AIBYM JAIUD HIED PIIYD 10 1OOWIT HDVT 10) vodledndde SU0 ING [ 9SRAY SNYIAUYND O SINIHYY

S3AIY: TYHOILYINO (MY

SHOTENHOM "SHOOBLNIL ITWI GNY STV 30ikd GIDNAIY HO AW HOS ROILY N LAY

SOESZ wptBgn veam, “UOIApYY D
UONEINE] O Mg maBun ey

ks D ke kL

0508 00
uoBuiysep, ‘aanynonby jo Amlanes
&N o Appmpautul Sl jsuebiz
POTRURUIISIP uRaq aaey nOK (90) oA ||
“dexpury o uifiizo RUoNRL "ol "I0j0D
‘X@t ‘2091 10} UONRUUNLSID ON ©
e ‘swesboid Buipaa) pio esey) u)
‘SU43NTE WYHDOHD NOILIBINN
aTHD HOd ALMAIDITI FHL
NO XI3HD OL ATNO Q35N 38 1T1IM
GNY ATIVILNIOIINGD QILVEHL
38 THM NIAID NOLLYMHOINI TTY

BGUN
PIoOyBSNoH JNPpY UR 0 JHNLYNDIS

“BENOY
ok up seap ous | INAY AUIAI
JO} UML) TTY |0 834005 DUR JUNOLNY

{ SUON,. Giftm BNy Ou

TRy w0 B J1) HPI0 PUR 12 SU03ed
TV 30 siequiny Apaeg epog
‘SIBGIAN PIOUIENOY [J¥ JO SMUTN
Moleg

uomb UONBWIOJUl AUl W Pajl ARy
noA i ATING vonedsdde anok eaosdde
PUE AIGYT UBD IBUD IO [OOYDS GYY

‘ejqie $1 ployesnoy
INOA Ry} 199; NOA UBYM DUE SRIIAIRE
@504 paau noA uaym oA oyl Buunp
aun) Aue 18 vopedddy ue no
Arw noA puw 004o% DA L@ ajqRjIEAR
shemie S uuo] uopedddy  ay)

"PIOYSSNOY JNOA
OHHD HALSOH AU 10} pug uaIpiyo
M0 pIy> ynNoOA 10} spijauaqg  ese)
Joj uojedddy ue 1no 1SN AOA
senddns [RuonRINDT 8314
PUE SHOOGNI0A 035
‘sjooqa) 3314
IO Wiy 8024
10 SR g padnpay
10 SjeBW 291
10y Bukjdde

eig neA UBUM  ISNOLLONULSMI




ATTACHMERT D

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

DEAR PARENT OR GUARDIAN,

Each year this ietter is sent to you by the schoo!, center or camp vyour child
attends to tell you about their food services. in most schosls, your child may
eat both breakfast and lunch at school. In child care centers, your child may
eat breakfast, lunch or snacks. Summer camps have different types of meals,
depermding upon the type of camp your child attends,

In public and private schools, the regular price of school breakfast and schoof
lunch will wvary. The price of a reduced price breakfast is 30 cents. The
price of_a reduced price lunch is 40 cents. The price of a reduced price
suppiement, when served, is 15 cents and a reduced price dinner {served in
child care food program, onlv is 40 cents. {n most centers and camps, there is
no separate charge Tor meals served. However, centers and camps which
cperate under the United States Department of Agriculture wiil receive different
meal sibsidies, depending upon the parents' income. In theose center which
charge separately for meals, the reduced price charges will be as stated above
for lunch and breakfast.

All meals served under the United States Department of Agriculiure programs
must meet high nutritional amd sanitation standards. All children are treated
the same. It does not matter whether they are able to pay the full price for
their meals, .

The school or center has attached a copy of the Application form which you
should Till out if you wish to apply for free or reduced price meals for your
child.  ¥You alse may apply for free textbooks, workbooks and educationa!
supplies on this same application.

The Income Suidelines to be used this year are printed at the bottom of this
page. You may check to see if your household income is within these
guidelines, (T your total household income is the same as or is |ess than the
income listed across from vyour househeold size, vyou should fill out the
appiication. Youw must fill ocut an application for each schoo! or center or camp

where your children are enrclled.

when wyou have filled out the application, send It to the school as soon as
possible.  The school or center will check the applicatien and approve or
disapprove it within 10 school days from the day the application is received,
You will be notified whether ¢r not vyour child or ¢hildren will receive free or
reduced price meals or free textbooks.

iINCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1888 - June 30, 1887

HOUSEHOLD . TOTAL HOUSEHOLD INCOME BEFORE DEDUCTIONS
SIZE TEARLY MONTHLY WEEKLY

ONE. . & w—a o v s v v v e e . . 88,916, .. . . 827, . . . L5101

TWO., . v e o oL . e e . 13,384 . .. L 3,107 0.0, . 258

THREE. . ~ « . « v « v & o« o o « . 16,872, . . . . 1,406. . . . . 325

FOUR . & v v v v w w v o s v w a 20,350, . . . . 1,6%6. . . . . 352

FIVE . . - v v v 4 v 4 o 0 v & . . 23,828, . . . . 1,886, . . . . 459

SIX. . o - o e e e e e e e .. 27,3060 . . . . 2,276, . . . . 326

SEVEN. . . . . .+ .+ .+ . . . . 30,784, .. .. 2,566, .., . . 582

EIGHT. . .« « v & v v« s v v o v 34,282, . ., . 2,855. ., . . 659

For Each Additional
Household Member, ADD . . . . . . 3,478. . . . . 260. . . . . 67

YOoU MUST LIST ALL INCCME FCR EACH MEMBER OF YQUR HOUSEHOLD:
This includes wages from ail jobs, before deductions for taxes and social
security and other items. [t alse includes retirement or pension income for any
heuseheld member and any piher income. If you or anyone else got disability,
workman's compensation, strike benefits, child support, alimeny cor other
payments such as black lung benefits, you must list these by source for every
person living in your household. |f the last month's income listed on vyour
application was greater or less than average, you should give the average
menthly inceme in the blank provided,

PLEASE TURN THIS PAGE FOR INSTRUCTIONS

{cont'd)
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INSTRUCTIONS

To have your application approved, you must list:

The NAMES of your children who attend that schogl or center;

The NAMES of your cther children. _

The NAMES of ALL ADULTS 18 years oid or older;

The SOCIAL SECURITY NUMBERS of all ADULTS 271 years or older;

Your household's total [NCOME {ast month OR your Food Stamp Lase
Number;

The amount and source of income for EACH HOUSEHOLD MEMBER;

The STGNATURE of an adult household member,

If your household, including the children listed in vyour application, is now
receiving food stamps, you may list vour Food Stamp Case Number instead of
total household inceme, This information will be kept confidential. It will be
used only to verify your household's eligibility. Your children may receive free
or reduced price meals without affecting the amount vou receive in Tood stamps.

Each school must check your application to see if you have listed al|l of the
information given above. The school may also be required to verify the
information which you have given on your application.

Social Security Numbers L . .

Secticn @ and 17 of the National School Lunch Act raguire that, in order for
your child to be eligible for free or reduced price meals, you must list the
social security numbers of all adults in your household. You are not reguired
to list these, but the failure tc provide the numbers will result in a denial of
the application.

You must bring this notice to the attention of all heusehold members whose
social security numbers are disclosed. The sccial security numbers may be
used to Identify household members when carrying out efforts to wverify the
correctness of information givern on your application. These verification efforts
may be carried-out through program reviews, audits and investigations and may
intlude:  centacting employers to determine income; contacting the scclal
security office to determine the amount of berefits received and checking the
documentation produced by household members o brove the amount of income
received. These efforts may result in a loss or a reduction of berefits,
administrative claims or legal actians if incorrect information is reported.

Application Approval And Hearmg Procedure

If your application is denled or if you feel that your child sheuld receive free
instead of reduced price meals, you should contact the schoo! immediately. If,
after talking over your problem, you still disagree with the decision, you have
& right to a fair hearing. You should write or telephone yeur Superintendent
of Scheools or your center director to ask for a fair hearing.

You may fill out an application now or at any time during the school year.

If your househeold income is lower, or if you have additions to your househsold
size, your chiid may gqualify for different benefits. You also must notify the
school or center or camp if you household income [ntreases by $50 a month or
more cor if there is a decrease in the size of your household. if vou or a
household member became unemployed, “your child or children may become
eligible for free or reduced price meals during that pericd of unemployment,
provided that the loss of income causes the tots! heusehold income to fall within
these eligibility guidelines.

Foster Children ] B ) i

You may have a foster child living in your home. if that chiid is 8 ward of the
Department of Human Services or of the Court, you should apply for free or
reduced price meals for the child, You do neot have to report yeur total
household income if you are only applying for the foster child.

IF ¥YOU NEED HELP IN FILLING OUT THE APPLICATION, CALL QR VISIT
YOUR SCHOOL OR CENTER.

In the operation of Child Nutriticn Pregrams, the s::hc-ol,. center or camp cannot
discriminate on the basis of race, color, naticnal origin, age, sex or handicap.
It you feel that your child has been discriminated against, write immediately to
the Secretary of Agriculture, Washington, D.C. 20250,




ATTACHMENT D

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charieston, West Virginia 25305

SPECIAL MILK PROGRAM

DEAR PARENT OR GUARDIAN,

fach vyear this letter is sent to you by the school, center or camp your child
attends to tell you about their Special Milk Program.

All mitk served under the United States Department of Agriculture Special Miik
Program must meet nutritional and sanitation standards. All children are
treated the same, |t dees not matter whether they are able to pay the full
price for their milk.

The schoc! or center or institutien or camp has attached a ceopy of the
Application form which you sheould fill out if you wish to apply for free milk for
your child. You also may apply for free textbooks, workbooks and educational
supplies on this same application for children attending public scheols only.

The Income GCuidelines tc be used this year are printed at the boitom of this
page. “You may check to see I your household income is within these
guidelines., If your tetal household income is the same as or is Jess than the
income listed _acress from  your household size, vyou should fili out the
application. You must fill out one application for each school er institution or
center or camp where yeur children are enrolled.

when you have filled out the applicaticn, send it to the sponsor as soon as
possible. The scheol, institution, camp or center wiil check the application and
appreove or disapprove it within 10 schoeol days frem the day the application is
received. You will be notified whether or not your child or children will
receive free miik,

INCOME GQUIDELINES FOR FREE MILK
July 1, 1886 - June 20, 1987

HOUSEHOQLD — TOTAL HOUSEHOLD INCCHE BEFORE DEDUCTIONS
SIZE - YEARLY MONTHLY WEEKLY
ONE. . e e e e e . . 2 5 B,8BB. L . L. .8 581, . . . L5134
TWO. © v v e e e e e e e .. 9,412, .. . . 785, .. .. 181
THREE., . &« + &« 2 & = + o s - . 11,856, . . . . 988. . . . . 228
FOUR . . . . .=~ . . . . . . .« . 14,300. . . . .1,162. . . . . 273
FIVE . & & v v s v e a v a e« =« 16,744, . , . . 1,396, . ., . . 322
SIX. &« . . e i e e e e e e e .. 19,1BB8. . . . . 1,599, . . . . 359
SEVEN. . . . « v v « v+ v . .. . 21,632, . .. 1,803, . . . . 416
EIGHT. v + v v v v v e e e v e w0 26,076, . . . . 2,007, . . . . 463
For Each Additiconal . CL
Kousehold Member, ADD . . . . . . 2,444, . . . . 206, . . . . 47

YOU MUST LIST ALL INCOME FOR EACH ADULT IN YOUR HOUSEHOLD: This
includes wages from &ll jobs, before deductions for taxes and sccial security
and other. It also includes retirement or pensicn income for any household
member and any other income. If you or anyone else got disability, workman's
compensation, strike benefits, child suppert, alimony or other payments such as
black lung benefits, you must list these by scurce for every acult person living
in your househeoid. If the last month's income listed orn your application was

greater or less than average, vyou should give the average meonthly inceme in

the biank provided.

PLEASE TURN THIS PAGE FOR INSTRUCTIONS

(cont'd)
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INSTRUCTIONS
SPECIAL MILK PROGRAM

To have your application approved, you must |ist;

The NAMES of your chiidren who atteng that scheol , Instituticn, camp or
center;

The NAMES of your other children;

The NAMES of ALL ADULTS 18 years oid or plder;

The SOCiAL SECURITY NUMBERS of all ADULTS 21 years or cider;

Yeour househoid's total INCOME last month OR your Food Stamp Case
Number;

The amcunt and seurce of income for EACH 5DUL'}‘ 18_years and older;

The SIGNATURE of an adull househpld member,

If your household is now receiving feod sta"nps, you may list your Food Stamp
Case Number instead of tota! househeld income. This information wM be kept
confidential. It will be used only to wverify your household's ehgubmty Your
children may receive free milk without affectmg the amcunt you recelve in food
stamps. . o L U -~

Each spomser must check your application to see If you have listed all of the
infermation given above, The sponsor may also be required to verify the

informaticn whith you have given on your application.

Socia! Security Numbers ) L ) .

Sectien 9 and 17 of the National School Lunch Act require that, in order for
your child to be eligible for free milk, you must fist the social security rnumbers
of all adults In your household. You are not reguired to iist these, but the
failure to provide the numbers will result In a denial of the application.

You must bring this notice to the attention of all househo!d members whose
social security numbers are disclesed.  The social security numbers may be
used to idenmiify household members when carrying out efforts to verify the
correctness of information given on vour applicstion. These verification efforis
may be carried-out through program reviews, audits and investigations and may
inciude: contacting employers to determine income; contacting the social
security office to determine the samount of benefits received and checking the
documentation produced by housshold members to prove the amount of income
received., These efforts may result in a loss or & reduction of benefits,
sdministrative claims or legal actiens if incorrect infoermation is reported.

Application Approval And Hearing Procedure

If your application is denied and yob feel that your child should receive free
miltk yeu should contact the sponscr immediately. |If, after talking over your
problem, you still disagree with the decision, vou have a right to a fair
hearing. You shouid write or telephone your Superintendent of Schools or your
institution, camp or center director te ask for a fair hearing.

You may fill out an application now or at any time during the schoo! vear,

¥ your household income is lower, or if you have additions to your housshold
size, wour child may qualify for different benafits. Yoo alse must notify the
scheo!, institution or center or camp if you househcld income increases by $30 &
menth or more or if there is a decrease in the size of your household.

Foster Chiidren ) R L

Yeu may have a foster child living in your heme. [ that child is 2 ward of the
Department of Human Services or of the Court, you should apply for free milk
for the child. You do not have to report your iots! household income if you
are only appiying for the foster child.

IF ¥YOU NEED HELP IN FILLING OUT THE APPLICATION, CALL OR VISIT
YOUR SCHOOL OR CENTER.

In the operation of Chilg Nutrition Procgrams, the schoe!, center or camp camnol
discriminate on the basis of race, color, nationai origin, age, sex or handicap.
If yeu fee! that your child has been disgriminated sgainst, write immediately to
the Secretary of Agriculture, wWashington, D.C. 20250.




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

APPLICATION AND AGREEMENT FOR THE SCHOOL LUNCH, SCHOOL BREAXFAST AND SPECIAL MILK PROGRAMS

NAME OF SCHOOL OR INSTITUTION

ADDRESS = - ]
COUNTY o _ TYPE OF PROGRAM: NEW RENEWAL

CURRENT ENROLLMENT ___ — AVERAGE DAILY ATTENDANCE __ PROGRAM BEGINS

PROGRAM ENDS . NUMBER FOOD SERVICE WORKERS: FULL TIME _ PART TIME

DOES THE SCHOOL OPERATE ITS HMEAL SERVICE ON A FEE, CONCESSION OR CONTRACT ARRANGEMENT?

YES KO If "Yes", attach a copy of the current contract,

THE SCHOOL OR INSTITUTION LISIED ABOVE IS APPLYING FOR APPROVAL TO OPERATE THE CHILD
NUTRITION PROGRAMS AS LISTED BELOW:

SECTION A. SCHOOL LUNCH PROGRAM ____ (check if appropriate)
Estimated number of lunches te be served daily: Te Children _ ; To Adults
Estimated number of lunches to be served daily to children: Free ;; Reduced Price
. Luach Prices: Children: Regular Price _ ; Reduced Price _ ; Adult Price
SECTION B. SCHOOL BREAKFAST PROGRAH (check if appropriate)

Estimated number of breakfasts to be served daily: To Children __ ; To Adults
Estimated number of breakfasts to be served daily to children: Free _____ ; Reduced Price
Breakfast Prices: Children: Regular Price __  ; Reduced Price _ ; Adult Price

— SECTION C. SPECIAL MILK PROGRAM _____ (check if appropriate)

NOTE: Schools which applied for either the School Lunch and/or the School Breakfast Program
in Section A or Section B above, do not complete Section C.

Het Delivered Price (affer discount) paid to supplier per % pint milk

Unflaveored, low fat _ 3 Unflavored, 3% fat 3 Flavored ; Other
Price to be charged children per % pint milk: Unflavored, low fat. ; Flavored
Unflavored, 3% ; Other (Specify type, e.g., buttermilk, milk shake, etc.)

LIST BELOW THE RAMES AND ADDRESSES OF ANY OTHER SITES WHICE ARE SERVED BY THIS PROGRAM:

WVDE 43-10-01 4785 . 1
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MEMORANDIM OF UNDERSTANDING

To effectuate the purposes of the Natiomal Scheol Lunch Act and the Child Nutriton Act and
federal/state regulations governing the School Lunch Program, the School Breakfast Program and
the Special Milk Pregram, the West Virginia Department of Education, the County Board of
Liucavion or other Spomsoring Agency and the School or Institution completing this Applicaticnm
and Agreement do hsreby agree:

1. The West Virginia Department of Education (hereinafter referred to as "Department”) shall
reimburse the Sponsoring Agency (hereinafter referred to as "Sponsor") to the extend of
funds available, for lunches and/or breakfasts and/cr specizl milk served to children in
connection with the National School Lunch Act and the Child Nutriticn Act during the
fiscal year during which the Department’s Agreement with the Spepmsor and the Sponscer's
Agreement with the- School or Imstitution (bereipafter referred to as "School”) is in
effect. : )

Reimbursement shall be made to the Sponsor only in connection with meals which are served
to eligible children which meet the nutriticnal requirements set forth in Section 3 of
this Memorandum of Understanding. The S5cheol may be reimbursed, to the exteat that funds
are available, by the Spomsor for school lunches and/or scheool 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, Cede of
Federal Regulations, Parts 210, 220, 215 and 245, as applicable to the specific child
nutrition program, is prerequisite to participation in the School Lunch Program, the
School Breakfast Program and the Special Milk Program.

Reimbursement rates are established by the Department, tc the exteat funds are available,
within the mazimum payments prescribed by the United States Department of Agriculture.
Such payments are determined by multiplying the appropriate rate by the total pumber of
school lunches, school breakfasts or one-half pints of special milk served to the
appropriate categories of eligible children {free, reduced price or fully paid).

In approving Applications frem eligible schools or institutiems, in assigning
reimbursement rates and in approving for payment of monthly Claims for Reimbursement, the
Department requirés cémpliance with the fellowing conditions:

A. The Sponscr has on file with the Department an approved and current Sponsor’s
Agreement for the Schocl Lunch, School Breakfast and/cr Special Milk Program;

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

C. A Spemsor (or School) which operates Its food service program on contract with a
food service management company shall remain respomsible for assuring that the
feesding operation is i compliance with Sponsor's Agreement with the Depariment;

D. To the extent of funds available, the Department shall reimburse the Spoascr on
behalf of the School Ior meals or milk served in accordance with the terms of this
Memorandum of Understanding in any fiscal year during whick this Memorandum and the
Sponsor's Agreement are in effect. If méals or milk are served by the School during
parts of two fiscal years, the Department's agreement to reimburse the Sponser is
conditioral upon appropriation by Congress of funds in sufficient amounts for the
specific meal or milk service during such second fiscal year,

WVDE 43-10-01 4785 2




Ho legal liesbility on the part of the Department for the payment of any money shall
arise uatil .such appropriations have been provideé by the United States Department
of Agriculture.

The Department will honor Claims for Reimbursement which are submitted by the
Speusor on forms previded by the Department within 60 days following the last day of
the month covered by the Claim. Claims not filed within 60 days will nmot be paid
except when the United States Department of Agriculture determines that late
submission of the Claim was justifiable.

The Sponser conducts a non-profit food and/or milk service and maiptains records of
ioncome and expenditures in such a manner as to reflect the nep-profit status of the .
food/milk service.

The Sponser makes available for review or audit appropriate documentation concerming
program eligibility, licemsure with the required State Agencies and documentaztion of
tuition, feew and meal/milk charges teo the Child.

2. In administering the various schoel nutrition programs, im assigning reimbursement rates
and in compiling and approving for payment monthly Claims for Reimbursement, the Sponsor
requires compliance with the following ¢conditions:

A.

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

Income accruing to the school food service program in any School participating in
the Programs under the National School Lunch Act and the Child Nutritiom Act shall
be used by the Spomsor and by the School only for Program purposes, provided that
such incoeme shall not be used to purchase land or to acquire or to construct
buildings.

The Spomsor and the School shall limit operating balance for the school nutrition
programs to .2 level comsistent with program needs. All excess funds shall be
utilized to: “reduce the price of the meal or milk to the child; improve the queality
of the meal; and upgrade equipment, as approved by the Sponsor and/or Department.

Ne food, other than the school meal or milk shall be served in the diping area at
the time of meal service. Meals or milk skall not be deried any c¢hild for
disciplipary "purposes. Ko student shall be discriminated against by service of
meals or milk which are different from those offered to other children.

Except for food service personnel, payments for all adult breakfasts, lucches and
wmilk shall be made. Adult and student meal and milk prices shall be approved
annually by the Department.

The School and Spomsor shall operate the School Lunch, School Breakfast and Special
Milk Pregram in compliznce with ell policies set Zorth iz the West Virginia
Department of Education Policies of Operation Manual.

The Scheol is cegnizant of and is in cempliance in all respects with the conditions
set forth in the Sponsor’'s current Policy Statement Zfor Provision of Free and
Reduced Price Meals and Free Milk. School Iluaches and/or school breakfasts or
special milk are offered to all children attending a participating scheol and shall
be served without cost or at reduced cost to zll children with approved applications
on file for frée or reduced price benefits.

A - 30.3a
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H.  The Spomsor and School shall maintain for a period of three years after the end of
the fiscal year to which these pertain, all recerds and reports related to program
operation, including Applications and Agreements, Policy Statements for the
Provision of Free 2nd Reduced Price Meals and Free Milk, Student Application for
Free/Reduced Price Meals or Free Milk, records of verification of eligibility, daily
participation records, Clsims for Reimbursemept, Meal Production Records, Inventory
Records, invoices, bills, receipts, purchase orders, bid requests, bid awazrd
documentation, bank statements and ledger sheets.

I. All records related to program operation shall be made available to the Spoasor,
Department, United States Department of Agriculture and to State Auditors for review
and/or audit at any reasonable place and time. ’

J. In the operation of all ¢hild nutrition programs, the School shall agree to comply
with Title VI of the Civil Rights Act of 1864, Title IX of the Education Amendments
of. 1872, Section 504 of the Rehabilitation Act of 1273 and the Age Discrimination
Act of 15875. Compliance shall be consistent with the objective that no person in
the United 5tates shall, on the ground of race, ¢olor, national origin, age, sex or
bandicap, be excinded from participation in, be denied the benefits of or be
otherwise subject to discrimination.

3. In the operation of the scheol food service pregrams, the School or Institution agrees to
the follewing pelicies concerning food service:

A. Tke School Lunch shall include as a minimum:
(1) One-half pint fluid milk:

Unflavored, fluid Towfat, Skim or buttermilk must be offered. Childrenm may
be allewed choices of other types of fluid milk,

(2) Meat or HMeal Alternate

Lean meat, poultry or fish {edible pertien) - 2 ounces or
Cheese ~ 2 ounces, or o ,

Cooked dry beans.or peas - 1/2 cup, or

Peanut butter - 4 tablespooens, or

One Egg, or

An equivilent quantity of any combination of any of the above.

(3) Vegetable or Fruit - 2/4 cup total from two or more:
Twe or more .servings of vegetables or fruit or botk. (Full-strenglh
vegetable or fruit juice may be counted to meet not more than one half of
the requirement.

{4) Bread or Bread Alternate - enriched or whole grain - 10 servings per week.
One serving = 1 slice bread, or 1/2 cup of cocked rice, macaroni, noodles,

other pasta products, other cereal products such as bulgur or corn grets cr
an equivilent size serving of biscuits, rolls, muffins, ete.

WVDE 43-10-01 4/85 g




The School Breakfast sbhall include a5 2 @inimum:

(1) One-balf pint fluid milk served as a beverage or on cereal or both.

(2} Fruit or Vegetable or Full-strength vegetable or fruit juice - 1/2 cup
(3) Bread or Bread Altermate

One slice of whole-grain or enriched bread or an eguivilent serving of,
biscuits, rolls, muffirns, etc., provided that these are made of whole~grain
or enriched flour or meal, or

one ounce (weight) or 3/4 cup (volume) of whole grain cereal or enriched or
fortified cereal, or -

An equivilernt gquantity of any combinaticn of any of the above.

Breakfasts shall also include, as often 2s is practicable, protein-rich feods,
such as ons egg or one ounce (edible portion) of meat, fish or poultry or one
ounce cheese or 2 tablespcons peznut butter.

Special Milk eligible for reimbursement includes:

One-half pint portions of pastuerized, fluid types of unflavored or flavored whole,
lowfat, skim milk or cultured buttermilk, all of which meet State standards for
milk. )

Substitutions may be made in the foods listed above if the individual child is
unable, because of medical or other special dietary needs, to consume certain foods.
Such substitutions shall be made only when a written statement from z recognized
medical aunthority is on file which includes recommended alternate foods. Approval
by the United States Department of Agriculture is required if wariations of the feood
components are reguested on the basis of ethmic or religious needs. In the event of
a natural diseaster, the United States Department of Agriculture may temporarily
allow schocls to serve meals which de not meet the requirements listed above. Under
emergency conditions, the Department may approve the temporary service of meals
without milk.

Under the School Lunch Program regulations only (wmet uvnder the School Breakfast
Program regulations):

{1) Ezch participating scheol must offer its students all five food items, as
listed above.

(2) Each participating senior high scheol must permit its students to decline up to
twe of the five food items.

(3) Students below the senior high school level pay be allowad to decline either
two or one of the five food items, provided that the Sponsor has appreved the
"Offer vs Serve" policy in the elementary and/or middle or junior high scheols.

(4} A student's decision tv decline any food item shall mot affect the price of the
luonch.,

Adequate facilities shkall b= mzintaiped for storing, preparing and serving food and
miik. Sanitaticn, bhealth and safety stazndards shall conform with all state and
local standards, dincluding an adequate 2and sazfe supply of water and sanitary
disposal of a3ll water and refuse.

A - 30.3b
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G. The 8chool shall furnisk adequate facilities and equipment sc that the children may
eat their mez2ls in an accepted sccial manner. Adequate and sympathetic supervision
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 agreemeat immediately upon
receipt of evidence that the terms a2nd conditions of this agreement or of the applicable
tegulations and policies have not been fully complied with by the School or Spomsor. The
Department may make adjustments in rates of reimbursement in accordance with the
availability of funds or im order to comply with the provisions of the Xational School
Lunch Act or the Child Nutrition Act. 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 situnation may be remedied at once.

5. I CERTIFY THAT THE ABOVE MEMORANDIM HAS BEER READ AND AGREE TO.

SIGNATURES
PRINCIPAL UR ADMINISTRATOR ' — DATE

@
COUNTY SUPERINIENDENT OR SPONSORING AGENCY OFFICIAL [ T v
STATE SUPERINIENDENT OF SCHOOLS  DATE

WVDE 43~-10-01 4/85 6
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BACKGROUND

The school breakfast is a meal which meets the federal and state
nutriticnal requirements and is served 1o students at or near the
beginning of the schoo! day, in the merning hours.

The wvalue .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 more alert and less fatigued, and is thought to have a better chance
of doing well in school. Many educators fee! there are fewer discipline
problems among some students who start the day with a good breakfast.

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

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

Article 18-5-37 ‘

TBeginning the school vyear of 1887-82 and centinuing there-
after, each county board of education shall establish and
operate a schoo! breakfast program under which a nutritious
breakfast shall be made available to all pupils enrcolied in the
scheols of the county in accord with stzndards of the state
department of education.”




MEAL REQUIREMENTS AND RECOMMENDATIONS

Components Minimum Required Quantities

Fruit or Vegetahle

Fruit or Vegetable 1/2 cup

or Fruit Juice Must be full-strength juice and

or Vegetable Juice may be [abeled "juice", "fuil
strength juice," or reconstituted
juice''.

Bread or Bread Alternate

Cne of the following or 1 serving

combination

to.give an, equivalent quantity
a serving (1 slice) of whole
grain of enriched bread;
a serving of biscuits, rolis,
muffins; etc., whole-grain
or enriched; or
a serving (3/4 cup or 1
ounce, whichever is less)
of whole-grain, enriched
or Tertified cereal.

Fluid Milk

As a beverage or on cereal or 1/2 pint
both :

All such menu items shali contain less than 40 percent sugar {in
crystaliine form cor in seclution as syrup, both monosaccharides and
disaccharides) and/or other sweetening agents. The following foods are
not recommended since they may contain a high percentage of sugar:
frosted or” filled doughnuts, iced pastries and sweet rofis, frosted
toaster products and most presweetened cereals. Schools  are
encouraged to prepare appropriate school-baked items.

[t is the responsibility of the SFA or school fo obtain sugar content
statements —which indicate percentage of total sweetening agents in
questionable foed and beverage items.




OFFER V5 SERVE'

The offer Vs serve provisicn does not apply to the breakfast program.

in order for a breakfast to be considered a reimbursable meal, all three
components must be served and students may not be allowed to refuse
any of these three. S : T

Platewaste ‘may be decreased if choices of menu itams are offered. Feor
example the fruit/vegetable requirement may be metl by offering choices
of different. types of juices and/or fruits., However, each student must
take one of the juices or fruits offered.
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A LA CARTE . .. . ... 7

To "encourage students toc develoep good food habits and to provide for
the nutritional needs of ali students in attendance, sales of certain
specific items of fcod may be made in the dining area at the same time
as”-the breakfast service. With the approval cof 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 vegetable juice;

. fresh fruit, such as apples or bananas;
milk; and/or
bread .items prepared from whole-grzin or enriched flour, including
toast, ~biscuits, muffins, English muffins, quick breads, bagels or
rolis. .- . : : -

The funds received from the saie of all a2 la carte breakfast foods and
beverages_shall accrue to the school's child nutritien account and be
recorded -as nen-reimbursable lunches. In order to determine the
number of non-reimbursablie lunches, totai all money received from the
sale of a-la carte breakfast items and then divide by the student iunch
price. Record these meals in column 11 on Ferm WVDE 43-70-30S
{G™= 30.1].




CEXCEPTIONS .

Regulations require substitutions in the food components of the basic
meal requirements If Individual students are unable to consume  the
required food because of medical or other special dietary needs. An
example would be a nutritious 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
recommended nutritious substitute foods... The statement must be
maintained an file in the school and available for audit.,

Regulations allow for certain other variations in the food components of
the basic meal requirements on an experimental or continuing basis in
schools where there is specific evidence that such wvariastions are
nutritionally sound and are necessary to meet . ethnic, religious,
economic or physical needs. However, these _exceptions must be
granted by the FNS, USDA, Washington, D.C. . . . .

Any deviation from the required meal pattern ofher than  those
described above must be approved by the WVDE or WVDE: Coordinator.




REIMBURSABLE BREAKFASTS

Breakfasts that meet USDA requirements are eligible for financial
assistance through the WVDE. Reimbursement for only one breakfast
per day may be claimed for a student who is:

enrciled in the educational program of the SFA;

. In attendance at the time of meal service; and :

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

Second breakfasts consumed by students . should. be convertad  to
non-reimbursable lunches using the formuia two breakfasts equal one
lunch. At the end of each month, divide the total number second
breakfasts served by two and record this figure in cclumn 11 on Form
WVDE 43<10-30S8_[G - 30.1]. o




SEVERE NEED RATES OF REIMBURSEMENT

A school will be eligible for severe need.reimbursement rates for school
breakfast .gnly if the schecol or SFA served 40 percent or more of their
iunches free or at a reduced price during the second preceding vyear.
Names of _these SFAs are on the back of the page listing current
reimbursement rates [G - 30.8z]. ’ B

Any eligible school _or SFA must annually compiete and submit an
application _for Tsevere “need breakfast classification [B - 30.1] for
approval to the Child Nutrition Division of the WVDE., o - T

USDA regulations require that schools receiving the severe need rate of
breakfast reimbursement must document SFAs costs to equal the total
breakfast reimbursement or repavment must be made:

One Daily Meal Cost Worksheet [B = 30.7a] must be completed for
each day meals are served for a twg week period or for a_complete
menu _cycle if " cycle menus. are -used. This study is to be
conducted in the months of Ocfober and March in 10 percent of the
schools or a minimum of one school - whichever is greater. |If
only one school is necessary, it should be cne of those with the
larger_ participation. If two schools, choose an elementary school
and a_middle or junior high school with the targer participation.
tf three schools, choose an elementary, middle or junicr high and
a secandary with the higher participation. If over three, choose
from ZSchools with larger participation, ensuring that all three
categories "are represented - elementary, middle ¢or junior high and
secondary.

This =study s to be sent to the WVDE coordinator as soon as
possible, no later than the 15th of the month foliowing the study.




PRODUCTION RECORDS = = == -

Production records for breakfast are required in every chiid nutrition
program in West Virginia. Booklets containing these record sheets

B - 30.2] will be furnished by the WVDE and, after completion, will be
Kept on file in the schoo! child nutrition department for three vears.

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

name of food prepared (recape number if one is used),
quantlty of major mgred:ents,

serving size planned;

number porticns prepared;

number portions actually served;

quantity of food left over;

disposal of {eftovers;

number students not yet served when food supply ran out;
weather conditions;

special school events; and

date and day of the week.

When producticn records are used teo full advantage in child nutrition
service programs, food production costs and food waste are kept to 2
minimum.”  Advantages of production records In specific schocl programs
are: . Co _

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

when choices of menus or menu items are offered, production
records heip forecast the number of servings to prepare for
each menu item thus reducing the possibility of running out of
a choice. = o .




BUS SCHEDULE ... 777

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

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




WAIVER

if, at the beginning of the schocl year, a particular schocl finds it
impossible tc operate a school breakfast program the school shall notify
the SFA of 1its intention to reguest a waiver from the state
superintendent of schoals.

Article 18-5-37

A particular school, which because aof  compelling
circumstances is not able ito provide a satisfactory school
breakfast program may apply to the state superintendent of
schools for & walver. Upon  application, the state
superintendent of schools shaill give notice and the
opportunity to be heard ic the parents and the school and
shall review the specific reasons for the waiver request and if
the state superiniendent determines that a particular school,
because of compelling circumstances, is not able to provide a
satisfactory school breakfast program, it may be granted a
waiver, not io exceed two years except upcn reapplication.”

If, after reéview of the request the county superintendent concurs that
the school has compelling circumstances which prevent the operation of
the schosl breakfast program, the request Tor 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 schocis. The request shall set
forth the .circumstances leading ifo the waiver request and shall be
accompanied by appropriate documentaticn, together with a proposed
date and location for the required hearing.

Each request for a waiver shall be reviewed by the WVDE. Public
announcement of the dates and places for the hearings shall be made by
the state superintendent of schoois. 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 schocls shall notify the county
superintendent of schools in writing concerning the approval or denial
of the waiver reguest. Notification shzil be given within 15 working
days after the receipt of the record of the public hearing. The
notification shall state whether the duration of the waiver approval is
for cne or two years. - )

The state “superintendent’ shall annually report to the West Virginia
Legisiature on the first day of the regular sessicn the schools exempl
for that schoo! term under the waiver provision and shall state the
reasons for such exemptions. '
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TERMINATION PROVISION

(f at any time, all USDA appropriations tc the WVDE for the school
breakfast preogram are terminated, SFAs are authorized but not required
to continue operation of the school breakfast program.

B - 11




WEST VIRGIN!A 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
Criterion for Determination of Severe Need

1. Percent of Needy Children: School Year
A school may qualify if 40% or more of the
school lunches served to students in the second
preceeding year were served free or at reduced
price. - -

AND

2. Unusua! Costs Per Mea! Which Exceed the Normal
Breskfast Program Reimbursement Despite Good

Management ¢
{State cause below)
a. Need for Additiona! Labor or Supervision $ ~ /day
B. Unique Delivery Costs ¢ /meal
c. Need for Special Menus or Foods (Specify)
d. Need for New Equipment/Special Supplies $
Cate Breakfast Program Will Begin
Date Breakfast Program Will End

Signature _ Date

Approved . Date

REVISED 18985 B - 30.1




cooNTY

DAILY ME2ZIL COST WORKSEEET
(Use One Sheet Per Day)

SCHOCL

DATE

NUMBER BREAKFASTS SERVED

" {Include adults)

(1 {2) (3 i4) {5)
Maicr Ttems Used Unit Unite Price Total Cost
e o ' (lks., Used Per of Itenms
#10 Unit (Col. 3 X
FOOD _ . | etc.) Col. 43
E
e |
—
i
i
SUPPLIES e |
MILK: —

Total cost of food; milk zand supplies used for breakfast

(Add column 3)

Employee's Name

Co— Breakfast

Program Distribution of Labor Cost

Lurnch

Total

Lﬁours15ala;g| HoursiSalaryiHours%Salary

| |

|

|

|
|

TCTALS i -

—y
—

B - 30.la




NUMBER LUNCHES SERVED

{Include Adultis)

(1 (2} (3) {4) (5}
. Unit Units Price Total Cost
Major Items Used {1bs.., Used Per of Items
#10 Unit {Col, 3 X
FOOD ete.) Cel. 4)
SUPPLIES

MILX




Meal Production Records

Lunch only: . Left-overs:
Do you practica offer vs. gerve? Yes__ No__ S-seconds W-wasie F-freezer R-refrigerator
Serv.| Lefiovers Meat/Meat Amt. | Size
Day Date o Menus . Size | At Disp. Alternate Used | Cont.
Breakfast - Lunch
Plannad
Age/Grp. Served
Group 3 N
Group 4
Group 5
Adults
Total
Day Data .
Breakfast - Lunch
Planned
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Total
Day Date
Breakfast - Lunch
—_—— . Planned
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Total
Day Date f
Breakfast - Lunch
Planned
Age/Grp. Served
Group 3
Group &
Group 5
Adults
Total
Day Date
Breakfast - Lunch
r——— Plannad
Age/Grp. Served
Group 3
Group 4
Group 5
Adults
Total
B - 30.2




Completed by

Indicate amount of food used and containersize,

Vegetable/Frult | Amt,
Used

Size
Cont.

Bread/
Bread Alt.

Amt,
Lised

Size
Cont,

Other Foods

Amt.
Used

Si‘ze
Cont.

Remarks

Mitk

With meals

Scld extra

Milk

With mealis

Scld extra

Mitk

With meals

Sold extra

Milk

With meals

Sold extra

Mik

With meals

Sold extra

B - 30.2a
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SCHOOL LUNCH

Background

Meal Requirements and Recommendations

-

Food Quantities

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

Specification Sheets

Qffer Versus Serve

Variety in School Lunches
Kindergarten Snacks

A La Carte

Exceptions

Reimbursable Lunches

Higher Reimbursement Rates
Production Records |
Exhibits

Lunch Production Worksheet
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BACKGROUND

The nutritional goal for school Junches is to provide approximately
one-third of the Recommended Dietary Allowances {RDA) as specified by
the National Research Council/National Academy of Sciences. [t is not
expected that each lunch each day will provide one-third of the RDA
for all nutrients, bul that, when averaged over a pericd of time - in
which a wide variety of foods are served =~ the goal will be met.

In developing the USDA meal requirements, amounis of food energy
(caloriesy and all nutrients for which adequaie reliable food composition
data are available were considered. Additionally, since the meal
reguirements allow for a wvariety of foods, it is assumed that other
nutrients for which no RPA have been established or for which
inadequate food composition data are available will also be supplied.




MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA lunch requirements are designed to provide a simple and
easy-to~follow framework for planning nutritious and well-balanced
lunches. _They provide for broad food cheoices that can include local
food preferences and cultural, ethnic and religious food practices.

The USDA meal requirements are specified =zccording to kinds and
amounts of focod feor each of the four focd components. However, =
minnimum of five food items must be served, as shown below:

Components: Food [tems:

Meat/Meat Alternate
Vegetable/Fruit
_Bread/Bread Alternate
Milk

Meat/Meat Alternate
Vagetable/Fruit
Vegetabie/Fruit
Bread/Bread Alternate
Miik

B WP -
[OLRN~N Y IAN I

Other foods may be added as needed to complete the iunch and will
provide additional food energy (calories) and other nutrients. These
foocds are served In  addition to foods which meet the component
requirements of a reimbursable lunch. They do not contribute to the
USDA mes&! pattern reguirements.




FOOD QUANTITIES

As specified in the National School Lunch Pregram regulations, a school
lunch must contain a specified quantity of each of the food components.

The fecllowing chart specifies quantities by age/grade group.

o O W THE D
[ XL AN BTN | ouluvuwls SUANTTTIER! |
Preschool Grades [ Grades |
e12 f7.12 !
e -2 s 34 gr B L ovee age 12 4 over
COWRONERTE {Greue 1) (Qrwap k) Iﬂv’ﬂ i} fﬁu v} {Graue ¥)
m L ] llowring o 8 ‘ ‘
OR MEAT oo oo o w1 v 10z 1202 1oz Q202 3oz !
ALTERNATE it 1oz 1% oz 1‘& oz 2oz 3oz !
Larpe ogis) V: L % 1 11/2 _ ]
Covtes oy baens o paae % cup 34 cup 3.ﬁ cup 1;/2 cup %_Elp
Paanut sutter i2Tbsp [3Tbsp .3 Thsp R4 Tbsp € Tbsp
VEGETABLE Imasmuuree=wwe==w= houp [wcup  weup [ucup Jrucup
AND/OR
FRUIT
|
BREAD ::-:g:mwh-m 5per |8 per is per Eper 10 per |
OR BREAD 3 131t ot whose-gae of snrined braat week week week
ALTERNATE 000 s wnotegrarm or smvicoms =
s pasne produis o olng. cwaL ;
i BT ¥ Duigut Bf COFR QritE I
® A COMBINALGN 0 Bny O the abere i
|
MILK A sereng o fasd ik Yocup [Yecup (%pinl §2pint rpint i
(6fioz) ((EKoz) ((Bfoz) f{8fioz) J(BRor) |
|
:
Note that —Groups | through 1V 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 food

and nutritional needs of students by age. If a scheol chooses not to
vary portion sizes, it is lmpor‘tant to assure that the oldest group of
students being served is receiving the minimum requirements for that
age group. In other words, for a given age group of students, mecre
than the minimum guantity may be served, but not less.

The gquantities specified in Group V for students age 12 and over are
recommendations, not reqguirements, and the minimum requirements for
that group are the guantities specified in Group IV for students age $
and over.




MEAT OR MEAT ALTERNATE COMPONENT

Minimum QUantities for students, grades K-12:

One of the following or a Grades K~3 Grades 4-12 (Grades 7-72

combination to give an ages 5-§ =~ age 9 and age 12 and

equivalent gquantity: over over
{(Group 111) {Group 1V) {Group V3

Lean meat, poultry, or fish 1 1/2 oz, 2 oz. 3 oz.

Cheese  — o 21 a/2 oz, 2 oz. 3 oz.

Large eggs 3/4 1 1 1/2

Cgoked dry beans or peas 3/8 cup 1/2 cup 3/4 cup

Peanut butter or soynut 3 Thbsp. 4 Thsp. & Thsp.

butter or other nut or

seed butters

Peanuts or soynuts or 3/4 oz, = 1 0z. = 11/2 oz. =

tree nuts or seeds 50% 50% 50%

The meat/meat alternate must be served In the main dish or the msain
dish and cne cther menu item. This means that two menu items are the
maximum fAumber which may be used to meet the meat/meat alternate
requirement.

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

No moare than 50% of the meat/meat alternate requirement shail he met
with nuts _or seeds. Nuts or seeds shall be combined with another
meat/meat alternate to fulfill the reguirement.

The amecunt that must be served of a single meat alternate may seem oo -
large Tor the particular age group being served. To make the quantity
of that meat alternate more reascnable, a smaller amount should be
served to "meet part of the requirement and another meat or meat
alternate used to meet the full requirement.

It is recommended that if schools do not offer students a choice of
meat/meat alternate each day, they serve no one meat alternate or form
of meat (ground, diced, pieces, etc.) mere than three times in a single
weaek, — _

Further information on the meat/meat alternate component is found in
the USDA Menu Planning Guide, pages 12-14.




VEGETABLE/FRUIT COMPONENT

Minimum quantities for students, grades K-12:

Grades K-3 Grades 4-12
ages 5-8 age 8 and over
(Group 1) (Group V)

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

The required 1/2 or 3/4 cup must consist of two or more servings.
Menu items such as fruit cocktail and mixed vegetables are considered
as conly one item. Large combination vegetable and/or fruit salads,
containing at least 3/4 cup or two or more vegetabies and/cr fruits in
combination with meat or meat alternates intended to fulfill the role of
an entree, such as a chef's salad or a fruit plate with cottage cheease,
are considered as two or more servings and will meet the full
requirement.

Full-strength frult or vegetable juice may not be counted o meet more
than one-half of the vegetable/fruit requirement. Any product -either
liquid or frozen - labeled "juice," "full strength juice," or
reconstituted juice” is considered full-strength juice.

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

Include a wvegetable or fruit rich in vitamin A at least twice a week and
a vegetable or fruit rich in wvitamin C at least twe or three times a
week,

The USDA Menu Planning Guide, pages 15 and 16, contains further
information on the wvegetable/frult component. On pages 10 and 11, the
chart of foods for use in schoo! lunches and breakfasts lists vegetables
and fruits rich in vitamins A and C.




BREAD/BREAD ALTERNATE COMPONENT

Minimum quantities for students, grades K-12:

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

ages 5-8 age 9 and age 12 and
over over

(Group 11} (Group IV) (Group V)

Servings of bread or bread
alternate - 8 per week 8 per week 10 per week

A serving is:
one slice of whole-grain or enriched bread;
a biscuit, roll, muffin, etc., whole-grain or enriched;
1/2 cup of cooked whole-grain or enriched rice;
1/2 cup of macaroni, noodies, other whole-grain or enriched pasta
products, cr other cereal grains such as buigur of corn grits; or
a combination of any of the above. ‘

At 'least 1/2 serving of bread or an equivalent quantity of bread
alternate for Group |, and one serving for Groups -V, must be
served dzily.

In order for an item to be counted toward meeting the bread
requirement, it should be at feast ocne-fourth of a serving.

Only bread/bread alternates that are customarily served as an
accompaniment to or a recognizable integral part of the main dish may
be used to meet the bread requirement. Dessert and snack-type foods,
such as cakes, cookies, dessert pie crust, hard thin pretzels and corn
chips may not be counted to meet the bread requirement.

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

Refer to the USDA Food Buying Guide for Child Nutrition Programs
(1983), Bread and Bread Alternates Section, for weights of servings
and a detailed list of breads and bread alternates.




MILK COMPONENT

Minimum quantities for students, grades K-12:

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

ages 5-8 age 9 and age 12 and
over over

(Group i1} {(Group IV) (Group V)

A serving of fluid miik 1/2 pint 1/2 pint 1/2 pint
(8 fl. 0z.) (8 fl. o0z.) (8 fl. 0z.)

At ieast one of the following forms of milk must be offered:
unflavored lowfat milk;
unflavored skim milk; or
unflavored buttermilk.

This requirement does not prohibit offering other milks, such as whoie
milk or flavored milk, along with one or more or the above.

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

requirement.

Further information on the milk component is foeund in the USDA Menu
Planning Guide, page 18.




SPECIFICATION SHEETS

When commercially prepared food items are purchased for use in the
school iunch program, a specification sheet must be on file in the schoo!
kitchen uniess the jtem has a CN iakel. For example, In the case of
pizza, the specification sheet or product analysis sheet shculd specify
the exact_.amount of meat and cheese per portien. The specification
sheet must be on company letterhead and bear the signature of a
company representative. iIf this Infermation is not available, the
prepared _item may not be counted to meet the compeonent requirements
since the item's contributicn to the mezl pattern is unknown.




OFFER VERSUS SERVE

The offer versus serve provision is the regulation that allows senior
high school students, and, when approved by the locat SFA, students
in any other grade, to choose fewer than all cf the food items within
the lunch pattern. The regulation requires that students be offered all
five food items of the lunch. Students must choose at least three (or
four) of these items for their lunch to be reimbursablie. Deciining cne
or two items does not relieve non-needy students from paying the full
price for the school lunch, or further reduce the charge paid by
students determined eligible for reduced-price {unches.

Senior high schools are required to implement the offer versus serve
provision for their students. Senjor high school students are students
(1) of a high schocl grade level as determined by state and local
educational agencies and {(2) enroclled in a senior high school which is
reccgnized as a part of the education system within a state, Senior
high school students must choose at ieast three full portions of the five
food ftems offered for their lunches to be reimbursable. When a
student has declined a full portion of an item, a smaller portion may be
offered of the item. The offering of smaller portions is not mandatory
and is a local decisien.

The impiementation of the offer versus serve provision in junior high,
middie and/or elementary schocls is left to the discretion of lccal SFAs.
SFAs deciding tc implemeni offer versus serve in these schools must
also decide to what extent it will be implemented. SFAs must determine
whether students may decline one or two food items, as in senior high
schoois, or only one item. SFAs must also decide whether smaller
pertions will be offered when a student has declined a full portion of an
item.




VARIETY IN SCHOOL LUNCHES

Offering “choices within the meal pattern is encouraged for older
students (grades 5=12). A school may wish to serve as a cholce:

two different hot lunches;

a hot lunch and a coid lunch;

choices within a compeonent, such as main dishes, vegetable/
friuit, breads and/or milk;

box/bag lunches;

salad plate;

salad bar; and

potato bar.

c - 10




KINDERGARTEN SNACKS

Since children of Kkindergarten age can coniy manage sma!l quantities of
food at one time, schools serving preschool children are encouraged to
offer lunch at two serving pericds which, when combined, will meet 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 periods, the total food
served to them must still meet requirements. if any other method of
providing snacks is used, the cost must not be reflected in the per
meal cost. ~ ' ’

c - 11




A LA CARTE

A la carte meal service for students and/or adults at lunch is not
permitted. .Each meal must be priced and served as a unit. With this
WVDE regulation, individual fodod items such as extra sandwiches,
breads or any other menu jtems may nct be priced and sold separately.

c - 12




EXCEPTIONS

Regulations allow for substitutions in the fecod compcnents of the basic
meal requirements if Individual students are unable to consume the
required foods because of medical or other special dietary needs. An
example would be making a substitution for milk in the case of a
student with lactose intoierance. Such an exception must be supported
by a statement from a medical authority which inciudes recommended
substitute foods. The statement should be maintained on file in the
scheol.

USDA regulations allow for certain other variaticns in the food
components’ of the basic meal requirements on an experimental or
continuing basis in schools where there is specific evidence that such
variations are nutritionaily sound and are necessary to meet ethnic,
religious, economic or physical needs. However, these exceptions must
be granted by the FNS, USDA, Washington, D.C.

Any deviaticn from the required meal pattern other than those
described above must be approved by WVDE or WVDE Coordinator.

C - 13




REIMBURSABLE LUNCHES

Lunches that meet USDA requirements are eligible for financial
assistance through WVDE. Reimbursement for only cne lunch per day
may be claimad for a student who is:

enrolled in the educational program of the SFA;

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  shall be claimed as

non-reimbursable lunches and recorded in cciumn 11 on Form WVDE
43-10-308 [G - 30.1]7. ’

C - 14




HIGHER RE!MBURSEMENT RATES

SFAs which served 60 percent or more free or reduced price meals
during the second preceding vyear are entitled to a higher rate of
reimbursement. These SFAs are named on the back of the page listing
the current reimbursement rates [G - 30.6].

c-15




PRODUCTION RECCRDS

Production records for I[unch are required in every child nutrition
program ~“in West Virginia. Booklets containing these record sheets
[C - 30.1] will be furnished by the WVDE and, after completion, will be
kept cn file in the schoel's child nutriticn department for three years.

A preduction record documents the menu and the quantities of foods
sarved. .. Therefore, it is =an excellent mansgement tool. Basic
information for a production record should contain:

name of food prepared (recipe number if one s used);
quantity of major ingredients;

serving size planned;

number portions prepared;

number portions actually served;

quantity of food left over;

disposal of leftovers;

number of students not yvet served when food supply ran out;
weather conditions; ‘

special schoel events; and

date and day of the week.

when preoduction records are used tc full advantage in child nutrition
programs, bproduction costs and food waste are kept to a minimum.
Advantages of producticn recerds in specific school programs are:

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

when cheices of menus or menu items are offered, production
records help forecast the number of servings to prepare fer
each mend item thus reducing the possibility of running out of
a choice befgre all students are served; and

in situations where offer wversus serve is used, production
records ensure that enough food .is prepared to offer the menu
items throughout the serving pericd and to avold over-
production, which increases cost.

C-16
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Mééi Production Records

Lunch only: - Left-overs:
Do you practice offer vs. serve? Yes___ No__ S-seconds W-waste F-freezer R-refrigerator
Serv.| Leftovers Meat/Meat Amt. | Size
- Menu ize : Alternate Used | Cont.
Day Date M 8 S Amt.  Disp.

Breakfast - l._ljnch

Planped
Age/Grp, Served
Group 3

Group 4
Group 5
Adults
Total

Day Cate

Pianned

Group 3
Group 4
Group5
Adults
Total

Age/Grp. Served .

Breakfast - Lunch

Day Date

Breakfast - L_;.lnch

e Planned
Age/Grp. Served
Group 3

Group 4

Group 5
Adults

Total

Day Date

Breakfast - Lunch

Planned
Age/Grp. Served
Group 3

Group 4

Group &
Adults
Total

Day Date

Breakfast - Lunch

Flanned
Age/Grp. Served

Group 3
Group 4
Group 5
Aduits
Tetal

- 301




Completed by

indicate amoun! of food used and container size.

Vegelable/Fruit

Amt.
Used

Size
Cont.

Bread/
Bread All.

Amthize

Used

Cont.

Other Foods

Amt.
Used

Si‘ze
Cont.

Remarks

Milk

With meals |

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Miik

With meals

Soid extra
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SECTION D
DONATED FOODS

Background
Aliocation of Donated Foods
Frocedure for Requesting Donated Foods
inventory
Loss or Dan;lage
Exhibits
ES-DF-02 (Agreement)

ES-DF-05 (Request For Donated Foeds)
Report of Loss of Donated Foods

Guides For Summer Stcrage of Perishable Foods
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BACKGROUND

Donated foods are agricultural commodities which the USDA makes
available te wvaricus food program cutlets including public and private
schools and summer camps.

The amount spent for denated foods is determined by the US Congress
and is based on a certain mecney value per lunch served. Each state is
notified of it's dellar entitiement based on the rate per meal.

In West Virginia, the West Virginia Department of Human Services is the
distribution agency for USDA donated foods. Each SFA must sign an
agreement [D - 3C.1] with the DA In order to receive dcnated foods.
The agreement assures the West Virginia Department of Human Services
that donated focds will be distributed properly tc schools and upon
receipt by ithe schools, the food will be properly stered, inventoried
and utilized by child nutrition programs.

There ar‘e":c_wo types of USDA foods which are avaliable:
1. ‘those which are purchased by USDA for use in specific
programs such as the chiid nutrition program; and
2. ‘those which are made available to schools and institutions as a
result of price support of agricultural commedities.

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

1. Group A - fruits, meats and vegetables;
2. Group B - grains and oil products; and
3. Bonus items - butter, cheese and milk, and also some Group

A bonus items.

The SFA ES billed for transportatiocn and storage cocsts. This cost may
be passed ¢n to the local school.




ALLOCATION OF DONATED FOCDS

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

the number of lunches served;

past rate of utilizaticn of the fsod;
amount on hand from previous ailocaticns;
relative economic need; and/or
avallability of proper storage facilities.




PROCEDURE FOR REQUESTING DONATED FOODS

The SFA food service supervisor distributes to individual schools the
West Virginia Department of Human Services request Form ES-DF-05
[D - 30.2] which includes instructions for completion and a date to be
returned to the SFA., Based on the schools' requests, the SFA then
orders USDA donated foods on or by the 15th of each month. Any
USDA donated food item included on the request Form ES-DF-05 may
also be used for training (home economics classes, vocational foods
classas, school food service training and NET).




INVENTORY

The West ~Virginia Department of Human Services reguires that a
perpetual inventory be kept at each school for ali USDA denated foods.
These records must be current and available for review by a field
representative from the Department of Human Services. Reviews by the
Human Services Department are made annually with feliow-up reviews on
negative findings.




LOSS OR DAMAGE TO DONATED FOODS

Loss or damage to USDA donated foods, from any cause whatever, shall
be reported immediately to the DA (Department of Human Services)
[D - 30.3]. Full restitution shall be made to the Department of Human
Services for any loss or damage to donated foods resulting frem failure
to provide facilities for proper care or from any acts of negligence on
the part of the SFA or local school.

Donated foods which are found to be damaged or out of condition and
are determined to be unfit for human consumption by federal, state or
local heaith officers cr by other competent persons, shail be disposed of
only in accordance with instructions received from the Department of
Human Services,

Special care must be taken during the summer menths and school
vacations to ensure that storage practices do not aliow loss or damage
of feods [D -~ 3C.4].




WEST VIRGINIA
DEPARTMENT OF HUMAN SERVICES . DONATED FOODS PROGRAM

.AuRE“M SHNT between the West Virginia Department of Human Ser\nces (herein referred to as Distributing Agenqﬂ and 1ts

recipient agency for foods depated by the United States Deparfmeﬂt of Agriculture,

The

Tare of Bgercy : — ' hdcress

» @ Recipient Agency hereby makes application for donated foods and agrees to the

~County

follawing terms and conditions.

The

Fecipient Agency s:

breakfasts served

Operating a nonprofit sdhcol tunch program under the Mational School Lunch Program, Average daily breakfasts
served - H averaggjdaily lunches served . Total enrollment .

Cperating on a nonprofi: Residential Child Care Center certified by the State Board of Education. Average daily
breasfasts served — ; Tunches sarved 3 suppers served . Total enrolliment .

Operating & Summer Feeding Program for children certified by the State Board of Education. Averzge daily
lunches served ) 5 suppers served . Total enrolilment .

Dpera ing a feeding program for the Hutrition Program for the Elderly and certified by the State Commission on
Aging. Ave“age meals served daily . Total enrollment .

Operating & nonprofit summer camp whers feeding services are conducted for children of high school grade
er undar. = -

Operziing 2 nongpenal, nonedJ:at1o"a’ (Federal State or local) institution serving an average of indigent
nersons.

Operating nonprofit, tax exempt privete hospital or a norprofit, noneducational, tax exempt private institutien

organized for char1ta:|e,purposes and se"v1ng persons who are unable to pay full cost or mersons, wha

would, if not ap frmate, be eligible to receive USDA donmated foods, may be considered needy.

. Sligibility Requirements

1

Rec

Schoagls opetating programs under the Natiomal School Lunch Program are eligible to receive Section 6, Section 32
and Section 4158 denated foods. Other schools gperating nonorofit programs are eligible to receive Sectien 32 and
Section 416 doneied foods. Provided, however, that the food service in either type school s not operated under &
fee, concession or contract arrangement.

Instituticns are eiigible to receive available Sectiorn 32 and Section 416 donated foods to the extent of the needy
persons served by them who are unable to pay the ¥ull ceost for services provided for whom the institution dees not
receive payment for the full cost From another persan iegally obligated for the support of such persons.

Summer camps dherating am 2 nonprofit basis and conducting a nenprotit feeding service for children of high school
grade or under are eligible to receive available Section 32 and Section 416 donated foods.

Irstitutions and Summer Camp$s may employ food service companies to conduct their feeding operations provided that
such servicaes are contracted for only a fee-for-service basis and the contract is approved by the Region Office,
feod Mutrition Service, USDA.

“Recipient Agency assures the United States Depariment of Agriculture and the State Distributing Agency that it now
compiies with and shall in the future comply with a%l recuirements imposed by or pursuan® to the Civil Rights Act
of 1964 and the USDA Regulations {7 CFR Part 15), including any subsscuent amendments, issued to effectuate that
Act. Compliance will be conmsistent with the objective that no person in the United States snha’l, on the ground of
rece, color, or national_arigin, be excluded from partﬁcipa;ion in, be denied the benefits of, or be sublect to
discrimination under any program or activity of Recipient Agency to which assistance is provided by the USDA,
Admission policies are URderstood and agresd by Recipient Agency to be a part of such programs and activities.
fecipient Agency agreés to be obligated by this assurance as Tong as it receives assisianca nereundar or retains
possession of any assisfance provided by the USDA or the State Distributing Agency. Should Recipient Agency fail
to comply with this assyrence, the United States or the State Cistributing Agency shall rave the right tc seek its
enforcement by judicial or any other means authorized by Taw, Federal financial assistance is extended under this
zgreement in reliance on the representations made herein,™

inient and Use of Donated foods

o

Donated foods shall be pequested only in such quantities as can bHe consumed wWithout waste,

£S-DF-32
(Rev. 10/83} o _
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7. Donated fnods received shall be used anly in the manner prescribed by the United States Department of Agriculture.
Donated foods not so used shall not be sold, exchanged or otherwise disposed of without the approval of the
Distributing Agency.

5. Donated faods received shall not be used as a means of quthe};ﬁg the 7|370H7£71ca1 interest of anyi‘individua? ar .
party. There shall be no discrimfnation because of race, creed or color,

g. Recipient Agencies may >e requirad to pay part or all of the within-state costs of distribution through a system of
charges assessed by the Distributing Agency. The charges assessed shall be reasonable in relation to the services
provided and any tunds collected shzll be used by the Distributing Agency only for program purposes,

10. Banated foods shail not be distributed to 2ny Recipient Agency or recipient whose normal Tood expenditures are
reduced because of the receipt of donated focds, except that this provisicn shall not appiy to the distribution of
Section 6 donated foods.

1l. Recipfent Agencfes may employ commercial or institutional. facilities to process donated foods by converting them
into different end products or by repackaging them. when this is done, Recipient Agencies shall enter intsc 2
writtan agreement with the processing facility under such terms and conditions as required by the United States
Nepartment of Agriculture,

Loss or Damage to Donated Foods = SV

12. loss or damage to donated foods from any cause whatever shall be immediziely reported to the Distributing Agency.

13, Facilities will be provided for the proper care, hand11ng, storjng and d1str1but1ng of the daonated foods requested
and accepted, Full restitutfon shall be made to the Distributing Agency for any loss or damage to donated foods
resulting from failure to provide such facilities or from any acts of neingence on the parL of the Recipient
Agency. B _ _ U -

14. Upon the happening of any event creating a claim 1n favor of the Recipient Agency from toss or damage to deonated
foods caused by a warehguseman, carrier or obher person, the Recipient Agency shall take all necessary action to
abtain restitution. A1l amounts collected by such action shall be reported to the Distributing Agency and used
anly in accordance with instructions.

15. Donated foods which are found to be damaged or out of condition and are determined to be unfit for human
consumption by Federal, State or local health officers or by other competent persons shail be disposed of only in
accordance with fnstructicns raecefved irom the Distributing Agency.

Other Provisions . e P . . .

18. Adeguate personnel shall be provided Lo effect distribution of donated fcuds in accordance with the terms of this
agreement. Books, records ard reports sha]! be prepared and kept in accordance with instructiens of the
Bistributing Agency.

17. Proceeds from sale cof containers recewved with donated foods shall be used only in accordance with instructions of
the Distributing Agency.

18. Representatives of the Distributing Agency and the United States Department of Agriculture may at a1l times inspect
the operations of the Recipient Agency, n¢luding 211 records and reports pertaining to the disiribution of donated
foods.

19, The Recipient Agency agrees to abide by any further requirements contained in the Gemeral Regulations znd Poli¢ies
pertafning to the distribution of donated Toods as Yssued by the United States Depariment of Agriculture (23 F.R.
7982, Chapter 5-A-503) or any amendments thereto.

20. Efther agency mey terminate this agreement by giving 30 days' written notice., However, the Distributing Agency,
upon receipt of evidence that the Recipient Agency has not complied with the terws hereof, may terminate the
agreement immediately. Upon temmination, the Recipient Agency agrees to distribute or return all donated foods in
fts possession fn accordance with the instructions of the Distributing Agency.

"Except that any termination of this agreement for noncompliance with Titie VI of the Civil Rights Act of 1954
shall be in accordance with applicable laws and regulations.”

DEPARTMENT OF HUMAN SERVICES : © 7 RECIPIENT AGENCY
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WEST VIRCGINIA DEPARIMENT OF HIMAN SERVICES
DIVISION OF ECONOMIC SERVICES
DONATED FOODS PROGRAM

. REFORT CF LOSS OF DONATED FOODS

(1) CcownNTY - DATE OF REFCRT

{(2) NAME COF RECIPIENT AGENCY

(3) ACDRESS L
STREET CITY ZIP CODE

(4) TELEPHINE -
(3) NaME OF SCHOOL (CENTER) WHERE LCSS OCCURRED

(6) WHEN WAS THE LJSS DISCOVERED?

MONTH DAY YEAR

{7) wWHD DISCOVERED THE LOSS?

NAME TITLE

(8) PRIOR TO THE DISCCVERY OF THIS LOSS, THE FREEZER, COOLER, OR DRY STORAGE AREA
IN WHICH THE LOSS OCCURRED WAS LAST CHECKED ON

MCONTH DATE YEAR
BY .
. NAaME z TITLE
() NAaME CF ITEM — PACKING SIZE CF QUANTITY OF "TYPE OF STORAGE
LosT - _DATE PACKAGES PACKAGES ICST DRY, COOLER QR FREEZER
. DONATED FOODS DETERMINED UNFIT FOR HIMAN CONSIMPTION ARE NOT TO BE DISPOSED OF .

WITHOUT PRIOR AUTHORIZATION OF THE STATE DISTRIBUTING AGENCY.

(1) WAS ANY DAMAGED. USDA DONATED FOOD ITEM DISPOSED CF?  VES NO

D - 30.3




(11)

(12)

(13}

(14)

{13)

(16)

{19)

(20)
(21)

(22)

(23}

(24)

{25)

GIVE THE NAME AND TITLE OF THE STATE DISTRIBUTING AGENCY REFPRESENTATIVE WHO
AUTHORIZED THE DISPOSAL

NAME TITLE

WHAT METHCD COF DISPOSAL WAS USED?

DISPCSAT WAS MADE BY

NAME TITLE

AND WITNESSED BY . _. :
NAME TITLE

IF THE LCSS WAS THE RESULT OF A POWER FATLURE CR CUTAGE, EXFPLATN BRIEFLY WHAT
CRUSED THE POWER INTERRUPTICON

IF THE 10OSS WAS DUZE TO A FREEZER MALFUNCTICN, ARE THE DONATED FOODS COVERED BY
A VENDCR GUARANTEE? YES NO

EXFLATN THE MALFUNCTION

WAS THE LOSS OF DONATED FOODS COVERED 3Y INSURANCE? YES NO
THIS LOSS WAS DUE TO INFESTATION , SPOILAGE , OR CONTAMINATION
OF DONATED FOOD RECEIVED ON AND THE CONTRACT NUMBER ON THE

CONTATNER IS .

WHAT WAS THE TEMPERATURE CF THE DRY STCRAGE AREA CN THE DATE THE LOSS WAS
DISCOVERED?

WAS FIRST-IN, FIRST-CUT PROCEDURES FOLLOWED? YES NO

MAS THE FOOD STORED OFF THE FLOOR? YES NO

THIS LOSS DUE TCO A BREAKING AND ENTERING WAS INVESTIGATED BY

OF
RENK LAW ENFORCEIMENT AGENCY

EXPIAIN HCOW ENTRANCE WAS MADE

EXPLATN WHAT PRECAUTICNARY MEASURES WILL BE USED TC PREVENT ANY FURTHER LOSS
OF DONATED POCDS

| PREPARED BY
SIGATURE OF SCHOOL PRINCIPAL OR . _ . T SIGWIURE
AGENCY ADMINISTRATOR - .
TITLE
DATE
- DATE

Revized 4/01/85




GUIDES FOR SUMMER STORAGE OF PERISHABLE FOODS

Improper storage practices and mzifunctioning refrigeration equipment usuaily
results in spoilage, infestation, cortamination and deterioration of foods.

The following is a 1isting of good siorage practices to follow when perishable
foods are being_stored during the summer:

{1} Store foods conly in properly operating refrigerators and
fregzers. Do not store food in equipment that is in

need of repair.

(2} Be certain the refrigeration equipment is thoroughly cleaned
and dried before any food is placed in 1it.

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

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

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

{(8) Reffigeratien equipment should be checked immediateiy
following a power failure (e.g. electrical storm) to make
sure that it is operating properly.

(7} AlT areas in which frozen fcod is stored should be secured
by Tocks during the summer months. Only authorized
personnel sheould have access tc the keys and be allowed to
check the egquipment and take temperatures.

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

Dry storage areas should be adequately ventilated and secured by Tocks.
The temperature should never exceed 709 Fahrenheit. 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 DOMNATED FOODS DETERMINED TO BE THE
RESULT OF NEGLIGENCE ON PART OF THE RECIPIENT AGENCY.

3/01/85
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SECTION E

SPECIAL MILK PROGRAM

Purpose - L
Charges.and Reimbursement
Milk Shakes CUUTT LUTATILLD LT

Reporting Procedures = ~o.:




PURPQSE-- - -+ = - . DR

USCA reimbursemeni enables schools without otker food service. .. ..

programs =to .sell milk to students at._a _rate lower than cost. In

participating schoois, students determined eligible may receive milk free ~ -

if the SEA elects tc serve [t. The SFA may or may not choose tc
provide free mitk _to students determined eligible by applications used
for free o reduced price meals.

Current USDA regulations permit enly schools and institutions without
other focd service programs fo 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. .




' CHARGES AND REIMBURSEMENT S

-

The charge to students for milk shall not exceed the difference between

the current rate. of reimbursement and the cost of the milk plus-an

established distribution cost of no_more than_twg_cents per half pint.

Schools _participating in the Special Milk Program are reguired by USDA

regulations to. document the aciual cost of serving milk to students.

Operatmg balances in excess of two ‘monrths must be reduced by servmg
milk free to students or by reducing the cost to.the students.

The charge to..adults shail not be less_ than the cost of the miik.
Reimbursément for milk served to adults is not permitted.

In non-pricing programs, -ali milk served "through the Special Milk
Program is reimbursed at the current rate of reimbursement per haif
pint. 2L S




MILK SHAKES

f milk shakes are sold or given free under the Special Milk Program in
schoois having no other foocd service program, the milk shake formula
must be apgroved by the WVDE Child Nutrition Division.




REPORTING PROCEDURES

A daily record of the actual number of half pints of milk served
students and adults shall be maintained on Form WVDE 43-10-305
[G - 30.1],” accerding to instructions. The report must be detailed
daily at each participating school by a responsible person. The
monthly ciaim 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 meonth. A copy will also be
filed at the school. :

A% the end of each month during which milk was served to students, z
monthly fiAancial report, Form WVDE 43-10-31 [G - 30.3] is completed
by each garticipating 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 befcre
the fifth day of the succeeding calendar month. A copy will alsc be
filed at the schoo!. o .

The schoci or SFA is résporisible for sending a2 copy of Form WVDE
43-10-30[G_- 30.5] to the WVDE for reimbursement.
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INTRODUCTION

Schools ;iérticipating in the Naticnal 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 - 30.77.

To make it possible for a student to receive a free or reduced price
meal, USDA regulations reguire 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
vear.
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APPLICATIONS FOR FREE OR REDUCED PR!CE MEALS

[ |

Appllcatlons [F - 30.2] and the Letter to Parents [F -~ 30.3] shall be
sent toc parents or guardians of each student at the beginning of the
school vyear. Interested perscns are reguested to complete an
application and return it to the school for review.

The schoo[ principal, or a designated perscn, shall review all
applicaticns received and determine eligibility according to information
given on the appticaticn. Parents or guardians shall be notified of the

status of dpproval, change or termination of benefits (WVDE 43-10-20)
[F - 30.4].

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

if a studeni has received free and/or reduced price meals and transfers
to another schoo!, a record of his eligibitity shall be maintained at the
original schooi. Either a copy of the application may be made or a new
one submitted to the receiving schoel.

Every appIIEation, for which free or reduced price meals or free milk
reimbursement is claimed, must have:

. student's name;
. list of household members;
social security numbers of all adults (21 or clder) living in the
household or an indication that there is none;
total household income;
parent or guardian's signature;
eligibility category (free or reduced price);
reviewing official's signature; and
dats of approval or denial.




INCOME

income to _bhe reported on the household's free and reduced price meal
application form is a gross figure and generally is considered to be any
monies received on a recurring basis. Specifically, gross income means
money earned before deductions for Inctome iaxes, employeels social
security taxes, Insurance premiums, bonds and the iike. income
includes the following:

payments of money Tfor services, Iinciuding wages, salary,
commissicn or fees; ‘

sociat security;

dividends or interest on savings or bonds;

income from estates or trusts;

supplemental security income;

public assistance or welfare payments;

unempioyment compensations;

government civilian empioyee or military retirement or pensions;
vetarans' payments;

private pensicns or annuities;

alimony or chiid support payments;

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

other cash income.

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

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

food stamps;

benefits received under the National School Lunch and Chiid
Nutrition Acts;

moriies received by wvoluntesrs for services performed under
such programs authorized by the Domestic Volunteer Services
Act of 1973, as amended;

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

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

loans; and

student earnings such as paper routes or babysitting.

If the family is unemployed a figure must be given even if this figure
is zero {0).. The word "ncne! is not accepted by USDA,

wWhen there is a temporary reduction of income, eligibility should be
determined _on the present rate of income rather than on regular annual
incame. The approving official should issue temporary approval of the
application, The temporary approval should cover no more than three
pay pericds after income has bheen restored.

F-3
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DETERMINING HOUSEHOLD SIZE

Basically, household size is determined by counting the number of
reiated or unrelated individuais who live in a dwelling and who share
living expen"ses or meals.

Students whc are temporarily away at school and who receive their
primary support from the family i.e., students attending boarding
schocls or colleges should be counted as members of the household.

Military per‘sonnei not act_u_a_l_l_y___llvmg with the houseshold are not
considered a member of the household for purposes of determmlng
eligibility, but the money he/she sends to the household is inciuded in

the housshold's income.

A foster chiid is a child who is living with a family but who remains the
tegal r‘espons:bllnty of the welfare agency or court. For purposes of
determining ehglblllty, a foster child is considered a househoid of one.
If the annual income of the foster child is at or below the income levels
set by USDA in the income guidelines for free or reduced price meals
or free milk in eligible schools, the foster child shall be determined
eligibte to receive free or reduced price meals or free milk.

In cases where no specific welfare agency or ceurt is legally responsible
for the child; or where the chiid is living with at least one natural
parent, other relatives or friends of the family, the child shall be
considered Ic be a member of the family with whom he/she resides, and
the size and total income of the household shall be used to determine
the child's eligibility.

An adopted;’ child is a child for whom a family has accepted legal
responsibility and is considered tc be a member of the household in
which the chlld resides.

An mstjtutxonahzed child Is a child who resides in a residential-type
facility which the state has determined is not a2 boarding school. A
child who Is institutionalized is considered to be a household of one
and, in most cases, has nc income. Only income a child earns from full
time employment and/or personally receives while in residence at the
institution, may be considered as income.

An older child, totally responsibie for himself/herself, who does not
reside as a_ member of a household (but rather as a single economic
unit) is considered a household of one. Earned income and money from
all other sources are considered income for such a child.

A student whe attends but dees net reside in an institution is
considered _z meamber of the houssheld In which he/she resides.
Eligibility must be determined by the household size and income of that
househeld.,
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Foreign ex;cha'nge" ‘students, refugees, aliens and citizens of other
countries and/or their dependent children are considered tc be members

of the househoid in which they reside. The total household size and
income are Used in determining eligibility.

Whether or not the stepparent supports a stepchild, the child in this
situation falls within the definiticn of a household. Therefere, the total
household Income, including ADC cor chiid support payments to the
parent, must be inciuded in determining eligibility.
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REVIEWING OFFICIAL'S RESPONSIBILITIES

bl

The reviewing official is responsible for ensuring that applications have
been ciassified correctly by categery of eligibility. |If the reviewing
official is _authorized by the SFA to delegate the responsibility fer
reviewing dpplications, then the person so designated shall be informed
about program requirements and policy. The designated person must
have the written authority to make such determinations and to sign for
the reviewing official.

The reviewing official may request verification of information submitted
on any application under the fellowing circumstances:
a Written, signed complaint;
iilegible, incomplete or questionable information on the
application; and/or
the USDA required verification sampling.
Indication ';':f approval or denial shall be sent to parents or guardians
within ten working days after receipt of the completed application.

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

A fair hearing procedure shall be established for parent's appeals
concerning” eligibllity determinaticn and for school official's challenges.
During an appeal or hearing, the student shall continue to receive free
or reduced price meals. Standard hearing procedures are outlined In
the Policy Statement [A - 30.27.

Other qué‘tion’s periaining toc free/reduced price mezal policies are
answered .In the Eligibility Guidance for School Meal Programs
[F - 30.5]. ' S o
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Rl:%VlEW?NG QFFICIAL'S COMPLETING AN AFPPLICATION

The reviewing official has the option of compieting an application for
any eligible household which is unable or unwilling to fill out the
application. In such situations, the schoo! official shall complete and
file an application for the student, setting forth the basis for that
eligibility determination. The school official shall then notify the
household that the student is eligible for free or reduced price meais or
free milk in etligible schools. However this procedure is used only in

cases described above.
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FEEDING PRIOR TO APPLICATION APPROVAL

=

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

applications on file from the previous scheol year;

apBroved lists from feeder schools;

certification by reviewing cfficial; and/or

self-certification of  secondary  students under  special

circumstances.
If students are provided free or reduced price meals or free milk in
eligible schools ({based on the previous year's application approval)
during the period prior to the curreni vear'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 schosls (not based on the previcus year's application approvai)
during the pericd prior to the current year's application approval and
are later determined to be ineligible, reimbursement may not be claimed
at the free and reduced price rate. These meals may be reimbursed at
the paid rate.

Py




APPLICATION FILES AND WORKING LIST

Following j;be review and approval or denial of applications, a file and
working list of all applications shall be established and maintained in a

current fashion according to:

1. ;fict'lve free

2. fl?lctive reduced

3. Temporary free
Temporary reduced

4, [nactive free
Inactive reduced

5. benied

students whose current househald income
definitely indicates free status according
to USDA Income Eligibility Guidelines
[F - 30.1]

students whose current household income
definitely qualifies them for reduced
status according to USDA Income
Ellgibility Guidelires

students whose current household income
indicates eligibility according to USDA
Income Eligibility Guidelines determined
temporary based on: unemployed or
income from unemployment compensation,

worker's compensation; zerc (0) income;
or anticipated change in income

students who have withdrawn or trans-
ferred

students whose current household income
does not meet the USDA Income Eligibility
Gulidelines

A working list of students shzall be maintained in the same order as the

filed apptications.

All applicé’tions and documentation of action taken shall be maintainad
for three years not including the current school year.




TEMPORARY APPLICATIONS

The temporary file of approved free and reduced price meal application
must be reviewed every two months through parent or guardian
‘contact. The dates of such reviews, contacts and the current status
shall be noted on the application or the suggested form for updating
information [F - 30.6] by the reviewing official. The working list shall
be corrected, if needed, to agree with the application classification.

- F - 10




COLLECTION PROCEDURE

A procedure to collect payments from students for meals must be
established.” The procedure must prevent the overt identification of
students receiving free or reduced price meals and enable schocls to
cbtain an accurate daily count of the number of free, reduced price,
fully paid and adult meals served under the school lunch and breakfast
programs. ~The collection procedure shall be approved by WVDE.

Suggested methods of collection may be found in the Policy Statement
[A -~ 30.2].°

- £~ 11




'DAILY MEAL COUNT (PCINT OF SERVICE COUNT)

During the period of schocl breakfast and/or schoo! lunch service,
schools are regquired to feollow a system for counting, recording and
reporting the number of meals served adults and students. The system
shall provide an accurate daily record cf 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 aisc guard against overt
identification of students served free or reduced price meals.
Suggested_ methods of obtaining point of service meal counts may be
found in the Policy Statement [A - 30.2].

x F - 12




NONDISCRIMINATION

No discrimination shail be made against any student because of inability
to pay, ndr shall the student's name be published nor identification
made n any other way. Students eligible for free or reduced price
meals shall not be required to:

wofrk for their meals;
use a separate funchroom;
. go through a separate serving line;
. enter the lunchreom through a separate entrance;
eat meais at a different time; nor
eat-a different meal from the one sold to students paying the
full price.

It is not Tconsidered discrimination to serve meals to studenis in a
separate location and/or at a different time if the students are being
disciplined. for violation of school policies. However, there must be no
difference n treatment of students bkased con eligibility to pay for meals.
In no case-shall 2 student be denied a meal or served a different type
of meal as a means of discipline or as a result of discipline for violation
of school policies.

it Is not —considered discrimination to serve a different meal to the
student who requires special consideration due to a2 handicap.

F =13




CIVIL RIGHTS CF MINCRITY GROUPS

Current and correct records must be maintained designating the actual
number of white students enrolled and the actual number of each
minority group of students enroiled. The records must show the
number of ‘white and the number of various minority students approved
for free meals, reduced price meals and those denied.

The rﬁlnority groups must include:

American indian or Alaskan native;
Asian or Pacific Islander;

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

A non discrimination poster [F -'30.?1 rmust be displayed in the food

service/dining area. These posters are available at the 5FA or WVDE
offices. _—

F - 14




STUDENT HELP

USDA regulations state that recipients of free or reduced price meals
shail not be reguired to work for those benefits. However, they are
not prohibited from working voluntarily in the lunchreoom. Some schools
employ student helpers in the lunchroom for monetary or other
compensation. In these cases, parents cf all workers should be
informed in writing that their children have volunteered to work. The
letter sheouid state that if the student has been certified as eligible for
free or reduced price meals, his continued eligibility is in no way
dependent upen his working. Additicnally, the letter should not be a
part of, nor attached to, the frees and reduced price letter to parents,
applicaticn cor notice of approval/denial.

Students who work in the food service program can bhe given a free
funch. However, free or reduced price meal reimbursement may not be
claimed unless the student's application has been approved in
accordance with his eligibitity, either full price, reduced price or free.

F-15




VERIFICATION (USDA)

The USDA income verification piiot project was authorized by P.L. 87-35
because of evidence which suggested that applicant misreporting was a
widespread problem which was resulting in a substantial misuse of
program funds. A major study conducted by USDA Office of inspector
General in 1980 estimated $200 million in meal benefits were granted
erroneousiy each year due to applicant misreporting and 28.8 percent of
the studenis receiving free and reduced price lunches were ineligible
for such benefits.

By December 15 of each schocl year, SFA shall, at a minimum, select

and confirm the eligibility of a2 sample of the approved free and reduced
price applications on file as of October 31.

F - 16




B AFPLICATION SELECTION

SFAs shail :_satisfy the werification requirement by using either random
sampling cr focused sampling.

Cption 1

Cption 2

Random Sampling consists of selecting and verifying three

percent of applications on file. Procedures have been
developed [F - 30.8] to provide a methed for the random
sglection of free/reduced applications. Documentation of the
rancdom selection [F - 3C.91 will be kept cn file at the school.

Focused Sampling consists of (1) seiecting and verifying a
minimum of one percent of 1,000 of tctal applications selected
from nron-food stamp households claiming monthiy income
within $100 or vyearly incomes within $1,200 of the income
eligibility limit for free or reduced price meals plus (2) the
lesser of one-half percent or 300 applications of food stamp
households that provide food stamp case numbers in lieu of
income  information. Procedures have been developed
[F - 30.10] to previde a method focr the focused sampling
selection of free/reduced applications. DPocumentation of the
focused sampling [F - 30.11] wili be kept eon file at the
school. Selection of Option 2 for verification purposes shall
be the responsibility of the WVDE or the SFA and not the

individual schools.

F =17




VERIFICATICON PROCEDURES

Te provide-a uniform method for obtaining information for wverification,
forms will be sent to the household. The suggested letter [F - 30.12]
should be duplicated on each school's letterhead. The letter is to be
?ccompanied by the parent information form, Proof of Income
F - 30.13]" '

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

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

Following the consistency check, if there is a difference between
documentation and application, the househeoid must be Informed of the
findings [F - 30.15}, This must be accompanied by a new free/reduced
price meal _application. When the revised application has been approved
or denied the househoid is notified. .

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

The SFA shall compile ali Scheool Summary Sheets {F - 30.18] and send

a copy of Spcnsor's Summary Report [F - 3C.17] to WVDE and WVDE
coordinator.

F - 18
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{NSTRUCTIONS:
applying for:

Frae Meals or

Reduced Price Meals or

Froe Milk or

Free Texibooks,

Free Workbooks and

Free Educatlional Supplies
You MUST fill out an Application for
those benefits for YOUR child or
children and for any FOSTER CHILD
in your housshold.

When you are

The Application form iz always
available at your school and you may
fill out an Applicalion al any lime
during the year when you need these
services and when you fee! thal your
housahold is eligitile.

The school or cenler can check and
approve your apptication ONLY if you
have filled in the information given
balow:

Names of all household merbers:

Soclal Securlty Numbers of ALL
porsons 21 and older {If a person hag
no number, wrila “None™),

Amounl and Source of ALL income for
EVERY ADULT who lives in your
house.

SIGNATURE of an Adull Household
Momber.

ALL INFORMATION GIVEN WILL BE
TREATED CONFIDENTIALLY AND
WILE BE USED ONLY TO CHECK ON
THE ELIGIBILITY FOR CHILD
NUTRITION PROGHAM BENEFITS.
In these child feading programs, thara
is NO discrimination for race, sex,
color, age, national origin or handicap.
1 you fesl you have been discniminated
against, wrile immediately to tha
Secretary of Agriculture, Washington
0OC 20250

1

APPLICATION FOR FREF OR REOUCED PRICE MEALS AND FREE TEXTBOOKS, WOARKBOOKS
AND EDUCATIONAL SIFPPLIES

‘Wesl Yirgiva Doparimen] ol Educalion
Charleaton, West Vieginin 25305

PARENTS OR GUARDIANS: Please fill out one application for EACH school or child care cenler where you have chuldren enrolled.

NAME OF SCHOOL OR CHILD CARE CENTER.
| am applying for. {Check one or more blanks) D Froe Meals or Reduced Prico Meals or Froe Mitk

COUNTY

—x _ Frea Moals lor & foster child

D Frae Toxtbooks, Workbooks and Instructional Supplies

" I

NAMES OF CHILDREN WHO ATTEND THIS SCHOOL OR CENTER. DO NOT LIST ANY FOSTER GHILDREN IN THIS SPACE.

First Name Last Name Age  Grade First Name Lasl Name Age Grade
)
2 5
3 6
NAMES OF ANY FOSTER CHILDREN WHQ ATTEND THIS SCHOOL OR CENTER
First Name Lasl Narne Age Grade Firat Name Last Name Age  Grade
1 3
2 4
NAMES OF ANY OTHER CHILDREN UNDER 21 WHO ATTEND ANY NAMES OF ANY OTHER CHIL.DREN UNDER 21 WHO ARE IN YOUR
OTHER SCHOOL OR ANY OTHER CENTER. HOUSEHOLD BUT WHO DO NOT ATTEND A SCHOOL OR CHILD
Do not list foster children. CARE CENTER. Do not list foster children.
First Name .asl Name Age  Grade First Name Last Nama Ago
1 1
2 2
3 3
4 4
5 5
6 FOR SCHOOL USE ONLY: Total Number of children under 21
! — Application Donied™.____ Tolal number of foster children

While, not of Hispanic orign
Hispanic
Asian or Pacific Islander

v
—_ Amencan Indian or Alaskan,
nalive

Black, not of Hispanic ongin

RACE: Pleasa check your child's or
childron’s racial or othnic group, You
are not required 1o answer, but we

Application Approved: Freo Meals Temporary Froe
Foster Chitd Only
Free Textbooks, workbooks & educalional supplies

Date

Reduced Prica
Frae Milk

Temporary Reduced

need this answar to be sure evoryons
raceives bonefils on a far basis.




WEST VIRGIN!A DEPARTMENT OF EDUCATION
Charieston, West Virginia 25305

DEAR PARERT OR GUARDIAN,

Each vyear this letter is sent to you by the school, center or camp vour child
attends to .tell you about their food services. In most schools, your child may
eat both breakfast and iumch at school. In child care centers, your child may
eat breakfast, lunch cr snacks. Summer camps have different types of meals,
depending upon the type of camp your child attends.

In public and private schools, the regular price of school breakfast and school
lurch will vary. The price of a reduced price breakfast is 20 cents. The
price of a_reduced price ifunch is 40 cents. The price of 2 reduced price
supplement, when served, is 15 c¢ents and a reduced price dinner (served in
child care food program, only is 40 cents. in most centers and camps, there is
nc separate charge for meals served. However, centers and camps which
operate under the United States Department of Agriculture will receive different
meal subsidies, depending upon the parents’ income. In those center which
charge separately for meals, the reduced price charges will bz as stated above
for lunch and breakfast. '

All meals served under the United States Department of Agriculture programs
must meet high nutritional amd sanitation standards. All ¢hildren are treated
the same. it does not matter whether they are able tc pay the full price for
their meais. .

The schoo! or center has attached a ceopy of the Application form which veou
should fili out if you wish to apply for free cr reduced price meals for your
child, You alse may apply for free textbooks, workbooks and educational
supplies on this same application.

The [nceme Guidelines to be used this year are printed st the bottom of this
pege. You may <check to see if your househeold inceme is within these
guidelines. IT your total househeld income is the same as or Is less than the
income listed across from vyour heouseheold size, vyeou shouid fill out the
application. You must fill out an application for each school or center or camp
where your children are enrolled.

When vyou have filled out the application, send it to the school as soon as
possible. The schoo! or center wili check the application and approve or
disapprove it within 10 scheol days from the day the application is received.
You will be notified whether or not your ¢hild or children will receive free or
reduced price meals or free textbooks.

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1886 - June 30, 1987

HOUSEHOLD  _. TOTAL HOUSEHOLD INCOME BEFORE DEDUCTIONS
SIZE . , YEARLY MONTHLY WEEKLY

ONE. » 70 o0 e v e e e e e . 89,9160 . . . .§ B27. . . . .$3191

TWO. © o e e e e e e . 13,394, . . . . 1,117, . . . . 258

TEREE. . . . % v v v v v o . « . . 16,872, . . . . 1,h06. . . . , 325

FOUR « v+ v v v v v w v o v w . 20,350, . . . . 1,696. . . .. 392

FIVE © « « « v o v v v v v v o . . 23,828. . . . . 1,886. . . . . 556

SIX. « v v IT u e e e e e e ... 27,3060 . . . . 2,276, ., . . . 526

SEVEN. © + v v v v e e e e e .. 30,784, . . . . 2,566. . . . . 592

EIGET. . . . v « vo'v v v v v o . . 34,262, . .. .2,8%. .. . . 655

For Each Additicmal . .
Household Member, ADD . . . . . . 3,478, . . . . 280. . . . . 67

YOU MUST TIST ALL INCOME FOR EACH MEMBER OF YOQOUR HQUSEHOLD:
This includes wages from all jobs, before deductions for taxes and soclal
security and other items. It also includes retirement or pension income for any
household member and any other income. |If you or anyene else get disability,
werkman's compensation, strike boenefits, child suppert, alimony or other
payments such as black lung berefits, you must list these by source for every
person living in vyour household. If the last month's income listed on your
application was greater or less than average, vyou should give the average
monthly income in the blank provided.

PLEASE TURN THIS PAGE FOR INSTRUCTIONS

F
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INSTRUCTICNS

To have your application approved, you must list:

The NAMES of your children who attend that school or center;

The NAMES of your other chiidren;

The NAMES of ALL ADULTS 18 years old or older;

The SOCIAL SECURITY NUMBERS cf all ADULTS 21 years or cider;

Your househo!d's total INCOME last month OR your Food Stamp Case
Number; S L

The amount and source of income for EACH HOUSEHOLD MEMBER;

The SIGNATURE of an adult household member.

1¥ your household, including the children listed in your application, is now
receiving food stamps, you may list your Food Stamp Case Number instead of
tetal househeld income. This information will be Kept confidential. it will be
used only to verify your househoid's eligibilily. Your children may receive free
or reduced price meals without affecting the amount vou receive in food stamps.

Each school must check vour applicstion 1o see if you have listed ail of the
infarmation given above. The school may alsgo be required to wverify the
information which you have given on vour application.

Social Security Numbers o - o o i
Section 9 and 17 of the Naticnal Scheel Lunch Act require that, in order for
your child to be eligible for free or reduced price meals, you must list the
social security numbers of all adults in vyeour household. You are not required
to list these, but the failure to provide the numbers will result in a denial of
the application.

You must bring this notice to the attention of all household members whose
social security numbers are disciesed. The social security numbers may be
used to identify household members when carrying out efforts to werify the
correctness of information given on your applicaticn. These verification efforts
may be carried-out through program reviews, audits and investigaticns and may
include: contacting employers to determine income; contacting the sogia!
security office 1o determine the amount of benefits received and checking the
documentation produced by household members to prove the amount of income
received. These efforts may result in a loss or a reduttion of benefits,
administrative claims or legal actlons if incorrect information is reported.

Applicaticn Approval And Hearing Procedure . .

I yvour application is denied or it wyou feel that your child should receive free
instead of reduced price meals, you should contact the scheol immediately. [T,
after talking owver your problem, wyeou still disagree with the decision, you have
a2 right to a fair hearing. You should write or telephene your Superintendent
of 5chools or your center director to ask for a fair hearing.

You may fill cut an application now or at any time during the school year.

If your household income is lower, gor if you hawve additions to your household
size, your child may qualify for different benefits. You also must notify the
school or center or camp if you househecld income increasses by $50 a month or
more or if there is a decrease in the size of your househsld. [f you or &
tiouseheld member became unemployed, wyour child er children may become
eligible for free or reduced price meals during that pericd of unemployment,
provided that the loss of income causes the tots! household income to fall within
these eligibility guidelines.

Foster Children L . . o

¥ou may have a foster child living in your home. If that child is a ward of the
Department of Human Services or of the Court, you should apply for free or
reduced price meals for the child. You do not have to report your =total
househeld income if you are only applying for the foster child.

IF YOU NEED HELP IN FILLING OUT THE APPLICATION, CALL OR VISIT
YOUR SCHOCL OR CENTER.

In the gperation of Child Nutrition Programs, the school, center or camp cannot
discriminate on the basis of race, color, national origin, age, sex or handicap.
If wou feel that your child has been discriminated against, write immediately to
the Secretary of Agriculture, Washington, D.C. 20250.




WEST VIRGIN!A DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

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

TO: _

(Name of Parent or Guardian)

{Address>}

FROM:

(Name of School or Institution or Center)

Your Application for Free Meals or Reduced Price Meals for {(name(s)
child/children)

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

EFFECTIVE ON

Your 1986-87 Application for free or reduced price meals
has been denied.

Your child/children is/are eligible for free meais and, (in
the public schools) free textbooks, workbooks and
instructional supplies, pending a request for verification.

Your child/children is/are eligibie for reduced price meals
and {(in the public scheols) free textbocks, workbooks
and instructional supplies, pending a request for
verification.

Your child/children has/have been temporarily approved
for free meals, pending verification.

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

Your child/children is/are no longer eligible for free
meals but is/are eligibie for reduced price meals.

Your child/children is/are eligible for free meals rather
than reduced price meals.

Your child/children is/are no longer eligible for either
free or reduced price meals.

REASCN FOR DENIAL OR CHANGE IN BENEFITS

If you have any questions, please contact your schoct.

WVDE 43-10-20 86-87 1 F - 30.4




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

During the year, if there Is a change either in your household's total income or
in your household size, you should notify your school, instituticn or center. A
decrease in total income, an increase in family size, unemployment or tempcrary
layoff may make vyour child eligibie for free or reduced price meals. Al
households with children who are receiving free or reduced price meals must
notify the appropriate official of any changes in household size or of any
increase in househeld income of over $50 per month.

The information you give in the Application process will be used only for the
purpose of establishing your child's eligibiiity for free or reduced price benefits
or for free textbooks, workbocks and instructional supplies. The request for
Food Stamp Case Number does not mean that your food stamp benefits will be
changed. The number will be used only for eligibility determinations.

If your Application is denied or If it is approved for reduced price benefits
rather than free and if you disagree with the decision, you mav discuss this

with your school principal or institution or center directer. |If, after such
discussion, you wish further review of the decision, you are entitled to a fair
hearing. A request for a hearing may be made either by letter or by

telephone. Please contact your county superintendent, or in the case of a
private school, your school director, or the sponsor of the chiid care center,
heome cor institution.

Program benefits and service are available to all chilgren, without regard tc
race, color, sex, handicap, age or national crigin. If you believe yvou have
been discriminated against because of race, color, national origin, age, sex or
handicap, write immediately to the Secretary of Agriculture, Washington, D.C.
20250,

WVDE 43-170-20 86-87 2
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INTRODUCTION

The US, Department of Agriculture {(0SDA) has established regulations to
carry out the intent of Congress that nutritious meals or milk be available
to every school student regardless of the household's ability to pay. This
guidance sets forth guidelines for school officials responsible for
determining eligibility for free and reduced price meals and free milk in
schools that participate in the Mational School Lunch and School Breakfast
Programs and in schools that participate in the Special Milk Program

exercising the free milk option.

All Programs of the U.S. Department of Agriculture are available to everyeone
without regard to race, coclor, national origin, age, sex, or handicap, If
anyone believes they have been discriminated against, they should write
immediately to the Secretary of Agriculture, Washington, D.C.  20230.

F = 30o5b




Basic

State Agency
Responsibility

School Food
Authority
Responsibility

AND F POLICY

All schools participating in the Federally-assisted
Naticnal Scheol Lanch and School Breakfast Programs
MUST make available, as applicable, free and reduced
price lunches and breakfasts, and, at the option of
the School Food Authority for schools participating
in the Special Milk Program, free milk to eligible
children,

This requirement alsc applies to the few schools
participating in the Commodity School Program,

The basic free and reduced price policy requirements
consist of a policy statement, a public release, a
parent letter and application, the School Food
Anthority's collection procedures, and the Income
Eligibility Guidelines as issued by USDA, Each is
discussed below.

State agencies MUST annually issue free and reduced
price policy gquidance to School Food Authorities.
This consists of a prototype policy statement, the
Ingome Eligibiliter nidalines ag issuad by USDA, and
any cther instructions necessary to ensure that
School Food Authorities are aware of Federal and
State recuirements pertaining to free and reduced
price meals and free milk,

Each School Food Authority may adopt the free and
reduced price policy as issued by the State agency or
develop one of its own. Each School Food Authority's
free and reduced price policy MUST include the Income
Eligibility Guidelines as announced by the USDA, If
the School Food Authority intends to develcp its

own policy statement, the State agency should be
contacted for specific instructions. The policy
statement MUST be approved by the State agency by
October 15 of each year for the School Food Authority
to receive reimbursement for meals and milk,




Public o  Prior to the begimning of school or during the first

Release with . week of school, a press release to notify the public
Income of the availability of the school nutrition programs
Gaidelines andé the eligibility c¢riteria for free and reduced

price meals and free milXk MUST be provided %o the
local news media, the unemployment office, and any
major employers who are contemplating layoffs in the
attendance area of the school.

o The public release MUST contain hoth the free and
reduced price Income Eligibility Gaidelines.

Parent letter o A Ietter to parents with an applicaticn form MUST be
and Appli- provided to parents of all children in attendance at
cation with the school. The letter MUST contain the reduced
Beduced Price — price Income Eligibility Guidelines, not the free
Guidelines guidelines.

o] In schools participating in the Special Milk Program
with the free milk option, the free guidelines are
provided with the application.

o Apolicaticens and letters should be sent to parents of
231 schoolchildren as early as possible in the school
year to allow for the return and review of -
applications by the end of the first week of school.

Foreign 0 School Food Authorities should sand appropriate non-

Language English language parent letters and application forms
to housholds if a significant number of enrclled
children come from househclds belonging to the same
foreign language group and having limited English
communicating skiils,

F - 30.5¢




Benefits Prior
to Processing
Applications

Camplete
Application

PLICATION PR

Prior to the approval cof amplications for the school
vear, free and reduced price meals or free milk may
be served to children from households with approved
applications on file from last vear, This includes:
(1) new students in a school with older siblings that
were approved for benefits the previous year, and (2)
previously approved students that transfer from one
school to another under the jurisdiction of the same
School Food Authority., Similar provisicns do not
exist for students who transfer between schools under
the jurisdiction of different School Food Authorities,
Therefore, local schoel officials are encouraged to
expedite eligibility determinations for all such new
enrollees., Local cfficials may wish to develon a
cooperative transfer system between the private schools
and the public schocl system within the same county or
City to provide eligibility information for students
transferring between these schools. The school from
which the student transferred should retain a copy of
the student's application on file,

The school will he reimburged nrior tn apolication
approval only for those meals or milk served to
students from households previously approved.

Each incoming application should be reviewed to ensure
that it is complete, The following information MUST
be provided by the household before an eligibility
determination can be made:

1. HXames of all household mambers.

2. Social securitv number of each household member
21 vears of age or clder or an indication that a
household member does not have a social security
nunber,

3. The income received by each household member
identified by scurce, such as wages, welfare,
alimony, and the total household income;

QR
the household food stamp case number,

4. Signature of an adult housshold member.




o] All four items MUST be on the application for the
application tc be considered complete. Other
information requested on the application but not
provided by the household MUST not delay approval of
the .application,

Incomplete e} If any of the four recuired items have not been
Application completed, the information MUST be cobtained before
an eligibility determination can be made.

] If an application is incomplete, it may be returned
to the househcld or the household may be contacted
either by phone or in writing to get the information.
Document the details of the contact, enter the
information received on the application, and initial
the entry. Except, if the application is missing the
signature of an adult househcld member, the
application MUST be returned to the household., In
signing the application, the household member is
cert:.fymg that the information on the application
is true and correct.

® Every reasonable effort should be made to cobtzin the
missing information prior to denying the application,

Inconsistent o If there are inconsistencies or any auesticns

Application concerning the information provided, the household
should be contacted for clarification pricr to the
approval or denial of the application (e.g., the
individual income amounts listed do not add up to the
total income figure and one of the amounts ig above
the eligibility limit or the income figure appears to
be a yearly, not a monthly figure),

Eligibility o] WL_L Bouseholds that are currently
Determination ' receiving food stamps and provide a food stamp case
numper and ne income information qualify for free
meals. .
o Men-Food Stamp Fouseholds, Review the income and

household size information. Determine the total
household income and the household size., If the
total income for the household size falls within the
eligibility criteria, the student is eligible for
either free or reduced price benefits as applicable.

] Bouseholds that Provide Incorme Information and a Food
Stamp Case Mumber, If a household has provided a

food stamp case number and also reports income, the
eligibility determination should be based on the

F' - 30.58




income and household size information, Determine .
eligibility as you would for a nen-feood stamp
household.

o If the household qualifies for free meals based on
the income reported, classify it as a food stamp
household for verification purposes. If the
household qualifies for reduced price meals, classify
it as a non-food stamp household for verification
purposes, If the household is over the income
limits, deny the application.

] If current income is reported as other than a monthly
CQurrent Incore figure, use the following calculation to compute:

Monthly income

- Weekly income x 4.3

- Bi-weekly income {every two weeks) x 2.15
- Semi-monthly income (twice a month) x 2

Annual income

- Weekly income x 52

= Bi~weekly income (every 2 weeks) ¥ 26

- Semi-monthly income (twice a month) x 24

Zero Income o When there is a temporary reduction in income or .
and Temporary zerco income, eligibility should be determined on the
Redictions present rate of income rather than on regular annual

in Income income. The approving official should issue

temporary aporoval of the application. At the end
of the approval period, the school shcould send an
application to the parents to enable them to reapply
for an extension of their eligibility if it is
aporopriate. If the household's income is still
subject to change, a new temporary approval should
be issued,

o See pages _8-13 for specific information on
defining income/household size.

Household ] Iocal officials may complete an application for a
Failure student known to be needy if the household fails to
To Apoly apply.

e} When exercising this option, the school official MUST
complete an application on behalf of the student based
on the best household size and income information
available and make an eligibility determination., The
source of ‘the infocrmaticon MUST be noted. Social
security numbers of household members need not be




Citizenship

Notification
of Eligibility
or Denial

Change in Income
or Bousehold Size

o}

secured and these appilications may be excluded from
verification. The household MUST be nctified that the
student has been cerzified and is receiving free or
redicad price benefits,

This option is intended for use in jindividual
Situations and does not allow eligibility
determinations for categories or groups of
children,

U.8. citizenship is pot a factor in the determination
of eligibility., 2an eligibility determination is
based on household size/income as reported on a
completed application.

All households MUST be notified of their eligibility
status.,

Bousaeholds depied benefits MUST be given written
netification of the reason for denial and of appeal
rights and procedures. The household MUST also be
advised that they may reapply at any time during the
school year if their circumstances changce,

Temporary approvals should be issued for eligible
children for the following types of eccnomic
sitnations:

= Seasonal unemployment,

- Tamporary layoffs,

- Strikes (voluntary work stoppage),

- Temporary usage of public assistance (in cases
where the arplication specifies receipt of public
assistance for a limited time),

- Zero income, for whatever reason.

Households approved for benefits MUST report changes

in income of over $50 per month or $600 per vear and

any decreases in hcousshold size. When households
repcrt such changes, review the information, make any

appropriate change in eligibility and netify the
household.
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Recordkeeping

Definition of
Boazeho]ld
and Family

Economic Unit

Stadents May
at School

A household may appeal the denizl of their
application or the level of benefits for which they
have been approved. The hearing procedures outlined
in the School Food Authority's free and reduced price
policy statement MUST be followed.

The determining official should indicate the date the
application is approved and sign the application,

When an applicaticn is denied, the reasons for the
denial MUST be noted and kept on file. Records
should also include the date the denial notice is
sent and the name of the denving official., These may
be noted directly on the application,

When a student's eligibility changes or the student
transfers to ancther school, the date of change or
transfer should be noted on the application.

DETERMINING HOUSFROLD SIZE

School officials must often use their own discreticn
in making household size determinations., The
following provides some guidelines:

A group of related or unrelated individuals who are
not residents of gn ingstitution or boarding house,
but who are living as one economic unit.

A group of related or unrelated people who Share
housing and/or all sicnificant income and expenses of
its members.

Students who are temporarily away at school edg.,
students attending boarding schocls or colleges,
should be counted as members of the housshold.




Military
'I' FPamilies

Poster Child

Child Living
with One Parent,
Relatives, or
Friends

Adopted Child

Instltutn:rallzed

Boarding School
Students

Poreign Ezchange
Students

<

Military personnel serving coverseas or assigned to a
military base and not living with the household are

' not considered members of the household for purpeses

of determining eligibility, but the money sent to the
household is included as income to the household.

A foster child is a child who is living with a housenhold
but who remains the legal responsibility of the

welfare agency or court, and is considered a

household of one.

In cases where no specific welfare agency or court is
1egally responsible “for the child, or where the child
is living with cne parent, other relatives or friends
of the famlly, the child is considered to be a member
of the household with whom he/she resides, and the
size and total income of that nousehcld is used to
determine the child's eligibility,

2n adcpted child for whom a household has accepted
legal responsibility is considered to be a member of
that household. Therefore, the household's size and
total income is considered in the eligiblilty
determination.

An institutionalized child is a child who resides in
a residential-type facility which the State has
determined is not a boarding school, and is
considered to be a household of one.

A student whe attends but does not reside in an
institution is considered a member of the household
in which he/she resides.

A student living 2lione or as a separate economic unit
is considered a household of c¢ne, Therefore, only
the student's income is considered for eligibility
purposes.,

A student in boarding school is considered a
member of the household in which he/she normally
resides, Therefore, househcld size and total
household income are considered in the eligibility
determination.

A foreign exchange student is considered a
member of the househeld in which he/she resides.
Therefore, the household size and total household
income are considered in the eligibility
determination.
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Reportable

DETERMINING INCOME

Income to be reported on the household's free and
reduced price application is any money received on a
recurring basis includirky gross earned income.
Specifically, gross income means all money earned
before such deducticns as income taxes, employee's
socz.al security taxes, insurance premiums, and bonds.
Thoome includes the following:

o payment of money for services, including wages,
salary, commissions or fees;

o social security benefits;
o] supplemental security income (SSI):

0 ‘public assistance/welfare payments (AFDC, ADC,
GA, GR, etc.);

o alimony or child suppert payments;
o] unemployment compensation;

o government civilian employee or military
retirement or pension;

o veterans' payments;
o) private pension or annuities;

o reqular contributions from persons not living in
the household:

o] net income for self-employed farmers and
businesspersons, rental income and royalties;

o) dividends or interest on savings or bonds;

s} income from estates or trusts; and

re) other cash income, including cash amounts
received or withdrawn from investments, trust

accounts, and other resources, which would be
available to pay the price of a child’'s meal,

10




. Exclusions

Carrent Income

Projected
Income for

Workers and
Others

Self-Employment
Income

Income not to be reported or counted includes any
cash income or value of benefits 2 household receives
from any Federal program that excludes such income by
legislative prohibition, for example, food stamps.

Ioans, such as bank loans, arz not considered as
income since these funds are only temporarily
available and must be repaid.

The value of in-kXind compensaticn allowances, such as
military base housing or other subsidized housing,
medical and dental services, are not counted as
income.

Student financial assistance, such as grants and
scholarships, are awarded to meet ecucational expenses
and are not awvailable to pay for meals. Therefore,
such cash assistance is not included as inccme.

Cuorrent income means income received by the household
during the month prior to application and multiplied
by 12 to reflect annual income, except as described
below,

Although "current income” is usually the income
received during the month pricr to application and
multiplied by 12, if such income does not

accurately reflect the househeld's annual income,
income should be based on the househeld's projected
anmual income. For example, since the income
reported by a seascnal worker employed during the
month pricr to application may not accurately reflect

_ the household's annual income, seascnal workers may

report their projected annual income as their current
income, If the prior year's income provides an
accurate refiection of the househeld's current annual
income, the prior vear may be used as a base for the
preiected annual income,

Self-empioyed perscns mav use last year's income as a
base to project their current year's net income,
unless their current monthly income provides a more
accurzte measure,

11
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4]

Self-employed persons are credited with net income
rather than gross income as described here. Net
income for self-employment is figured by subtracting
business expenses from gross receipts,

- Gross receipts include the total valne of goods
gold or service rendered by the business.

~ Deductible business expenses include cost of goods
purchased, rent, heat, utilities, depreciation
charges, wages and salaries paid, and business
taxes (not personal Federal, State or local income
taxes).

The value of saleable merchandise consumed by the
proprietors of retail stores is not included as part
of net income.

In a household where there are wage earners and self-
employed members, the wage earners' income may not be
reduced by the business losses of the self-~employed
memoer, If the self-emploved persons’ income is
negative, it should be listed as zero income,

Net income for self-emploved farmers i figqured by
subtracting the farmer’s operating expenses from the
gross receipts.

e

- Grogs receipts include the value of all products
sold, money received from the rental of farm
land, builldings or equipment to others, and
incidental receipts f£rom the sale of items such as
wood, sand, gravel.

~ A farmer's operating expenses include cost of feed,
fertilizer, seed and other farming supplies; cash
wages paid to farmhands; depreciation charges; cash
rent; interest on farm mortgages; farm building
repairs; and farm taxes (Gut not State and Federal
income taxes).

Military benefits received in cash, such as housing
allowances for military households living off base
and food allowances, must be considered as income.
Bowever, the value of in-kind benefits other than
cash, such as on base housing, is not considered as
income.

In determining Income for the foster child, only the
following should be considered:

12




Income for

Institutionalized .

Stodent Income

Alimony and
Child Sapport

0

1. Funds provided by the welfare agency which are
specifically identified by category for personal
use of the child, such as for clothing, school
fees and allowances. Welfare funds identified by
category for shelter and care, and those
identified as special needs funds, such as theose
for medical and therapeutic needs are not
considered as income. Where welfare funds cannct
be identified by category, nc pertion of the
provided funds are considered as income,

2. Other funds receiwved by the child. This includes,
but is not limited to, monies provided by the
child's family for personal use and earnings from
employment other than occasicnal or part-time
jebs.

Payments from any source directly received by the
institution in a child's behalf are not considered
as income to the child. Only income a child earns
from full time employment and/or personally receives
while in residence at the institution may be
considered as income.

The earnings of a student whe is a full time or regular
part time employee and contributes to the household
must be listed on the application. BHowever,
occasional earnings, such as paper routes or
babysitting, should not be listed on the application.

Any meonies received by a household in the form of
alimony or child supoort is counted as income,
Bowever, any monies paid out for alimony or child
support may net be deducted from a housshold's
reported income.

i3
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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 governmeni requires that we make a periodic review
of all temporarily approved meal applications.

Therefore, would vyou please check the appropriate space and

return this form as soon as possible.

My income is still the same as it was on (date).
$ - " per month.

My income has changed. At present itis $ per
month.

PARENTS SIGNATURE

F - 30.6 i
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PROCEDURES FOR SELECTING A RANDCM SAMPLE
OF APPLICATIONS FOR VERIFICATION OF

ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOCLS

OBJECTIVE:

To provide & uniform method for the random seiection of free/
reduced meal appiications for verification.

STEP 1

The scnool principal or designate (as assigned in writing) will
number consecutively each chiid’s name on the free and reduced
master list (including temporary applications) by the close of the
school day October 37.

STEP 2

Determine three percent (3%) of the total to be verified rounding
up to the next highest whole number.

EXAMPLE:  Master list includes 100 free, 15 reduced 7 temporary
free and 3 tfemporary reduced for a total of 125
eligibles.

125 X .03 = 3.75 appiications
FOUR applications must be verified.

In cases where 3% represents less than one applicatien, the school
wiil be required to verify 2 minimum of one (1) application.

STEP 3

The principal/designate will place & duplicate set of numbers
(numbers only, no names) in z container from which 3% will be
drawn randemly. Check numbers drawn against master list to
determine specific applicaiion toc be wverified. Draw additional
numbers if two or more of the names drawn appear on a common
application.

STEP 4

The selection procedure must be withessed and documented. All
numbered tists, slips drawn and a brief written description of the
procedurs including date, time and place must be kept on file in
each school.

F - 30.8




DOCUMENTATION OF RANDOM SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES -

School Year County

Name of School

Total number of approved applications on file at date of random selection.

Three percent (3%) of total applications =

Person(s) making random selections (name and title)

Procedurss for random selections {describe briefly).

Numbered list used for random selection is filed.

YES -

Principal (signature)

Witness (signature)

Date

F - 30.9




PROCEDURES FOR SELECTING A FOCUSED SAMPLE
OF APPLICATIONS FOR VERIFICATION OF

ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE:

STEP 1

To provide a uniform method for the focused selection of free/
reduced meal applications for verification.

The schocl principal or designate (as assigned in writing) will
count all approved applications, inciuding food stamp households
by the close of the school day October 31.

STEP 2

STEP 3

Determine one percent (1%) of the total counted to fill the
non-food stamp sampie size.

Separate applications inte two groups, non-foocd stamps and food
stamps. Determine one-half percent (%%) from the food stamp
group rounding up te the next highest number.

STEP 4

STEP 5

STEP 6

From the necn-food stamp group select the sample of households
that report monthly incomes within $100.00 bkelow the income
eligibility iimit and proceed to verify.

From the food stamp group submit a list of seiecied names and
case numbers to the food stamp office for confirmation of current
receipt of food stamps or request a current "Notice of Eligibility"
from household.

The selection procedure must be witnessed and documented. A
brief written description of procedures, including date, time and
place must be kept on file in each school.
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DOCUMENTATICN OF FOCUSED SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

School Year County

Name of Schoal

Tota! number of approved applications on file at date of focused selection.

One percent (1%) of total applications = to be verified.
One-half percent (%%) of food stamp applications = : to
be verified. _

Total number non-food stamp and focd stamp applications to be verified

Person(s) making focused selections (name and title)

Procedures for focused selections (describe briefly).

Principal (signature)

Withess (signature)

Date
7~ 30.11




PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal regulations require that information contained on three/one percent
of all approved applications for free/reduced school lunches be verified. These
regulatlons_ outline the information to be verified and acceptable documentation
(proof) which may be provided for verification purposes.

Through & random/focused selection process, an application approved for
(free/  reduced) meals for {name) on
, 198 (date) has been selected for verification. Attached
Is Informaticn outlining “what must be provided by you so the application can be
verified.  Please read this information carefully and submit the proper
document(s) to me within ten days. Failure to provide this information within
the allotted ten "day period will result in the Joss of
(free/reduced) meals for s - (name).

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

Sincerely,

Principal

School

Sireet and/or Post OTfice Box

Zip Code

F - 30.12




WEST VIRGINIA DEPARTMENT QOF EDUCATION
Charleston, West Virginia 25305

PARENT INFORMATION

PROCF OF INCOME FOR FREE OR
REDUCED PRICE SCHCOL MEALS

DOCUMENT PROVING ELIGIBILITY FOR FREE/REDUCED MEALS

YOU ARE REQUIRED TO PRCOVIDE A COPY OF AT LEAST ONE DOCUMENT that
proves the eligibility of your child/children for free or reduced price meals.
The instructions below tell you which document(s) you nead to provide. The
document(s) will be kept confidential.

)

IF YOUR HCUSEHOLD RECE{VES FOOD STAMPS, vyou may provide ONE of
the following documents:

Food Stamp Certification Notice Letier sent to you by the Food Stamp
Office. — C

OR

A letter from the Food Stamp Office stating that you receive Food
Stamps.—

OR

IF YOU DO NOT DO #1 AND ADULTS IN YOUR HOUSEHOLD ARE
WORKING, you must provide one of the following documents for EACH
working person:

A current paycheck stub;
OR

A pay envelope showing your total gross pay;
OR.

A letter from the employer stating your tetal gross pay;
OR

Self-employed persons must provide a copy of a recent sales tax
statement, or FICA form cr last quarterly tax estimate.

OR

OVER
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ARE WORKING, vou must provide coples of documents for all socurces of
househcid income. - : : z

|F SOURCE OF HOUSEHOLD YOU MUST PROVIDE:

INCOME 15: -

Public Assistance {welfzre, ig'grﬁé&e_i’i't nol::'_c:e_from Welfars
AFDC) Agency

Unemployment Compensaticon Your notice of eligibility from State

Employment Security Office

- En e Mmoo e e e rm art  m m B e W S o e U e A A ek iy g B e e o A e e ey A B oy BB A e g b o e AR A b e R A et R

Social Security/Black Lung Your $Si/Black Lung eligibiiity
551 letter or your Social Security
Retirement benefit letter

R B e e ey v Y M ke M e e B A e et A R i e R MR AR e R W P N M R A T e R B A e e e W AR MM Em e Em A4 e N R e RS A R e o e

Alimony or Child Support The court decree or agreement or
other documentaticn .

. . e o M R e T W R e W P ot e gy A oy Y Ak o oy B A e e T B A e M W A L

Disability or Workmen's The disability award letter or
Compensation check siub
[ Veterans benefits The benefit notice from VA
OR

a.l IF vyou Do NOT DO #1, 32 or #3 AND YOU REPORT NO INCOME ON
YOUR APPLICATION, you must attach a brief note explaining in writing
how vyour household pays for food, clothing and housing and when vyou

expect to have income,

You must provide this documentation to the schoal within ten (10) days.




PROCEDURES FOR DEVELOPING A CONSISTENCY CHECK FOR VERIFICATICON

OBJECTIVE:

To provide a uniform methcd for verifying information on free/
reduced meal applications.

Depending on the household situation, the following consistency checks must be
made for each approved application selected: :

STEP 1

STEP 2

Approved applicants documenting food stamp eligibility

Check the documentation carefully against the application to
ensure that:

~--the nousehold names are the same
--the documentation is current for the month preceding the
month during which verification is initiated

If both of these conditions are satisfied, then verification is
complete.

If the food stamp documentation does not cenfirm the household's
participation in the program then follow~up is required. The
parent letter Difference Between Documentation and Application,
Exhibit 21, asks for either clarification or submission of a new
application to avoid termination of the child's benefits.

Approved appiicants not documenting food stamps but receiving

wages

Comipare the documentation of total income tc the income
guidelines for free/reduced price meals. [f the amount falis
within the appropriate Income guidelines, then wverification is
complete.

If the income on the documentation and the approval for free/
reduced price meals are not consisteni, reprocess the application
based on deocumented income. The student's eligibility may
change. If the siudent's eligibility changes, send the parent
letter Difference Between Documentaticn zand Application,
Exhibit 21, with a new application to the parent/guardian that
notes the differences between documentation and application and
ask for clarification. The letter allows the parent to provide
further information or documentaticn or submit a2 new application.

Attach a copy of this letter to the application in question. File
these inconsistent applications separately until the requested
information is received.

{OVER)
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STEP 3

STEP 4

Approved applicants not documenting food stamps and not
receiving wages but documenting all sources of household
income

Upen receipt of the requested information and/or doecumentation,
check it for consistency. If the infarmation/documentation
passes the consistency check, verification is complete. Refile
the application and update documentation in your originzl free/
reduced appiication files.

If this new information/documentation is not consistent with the
guidelines or if the parent does not comply within ten (10)
school days, the student's eligibility for free or reduced price
meals must be changed as specified in the letter to parents.

Approved applicants not documenting food stamps, wages or
any source(s) of income reporting in writing how their house-

hoid pays for food, clothing and housing

Review the written statement submitted with the application.
Clagsify the application reviewed as "temporary" and review
within sixty (60) days.




PARENT LETTER

DIFFERENCE BETWEEN DOCUMENTATION AND APPLICATION

Date

Dear - -

We have reviewed the document(s) submitted as proof of income. The
proof checked below does NOT agree with the information on your application for
free or reduced priced meals.

FOOD STAMP ELIGIBILITY

Wrong family

Not current for iast month

Other

PAYCHECK STUB, PAY ENVELOPE, LETTER FRCM EMPLOYER, SELF EMPLOYED
PROGOF OF INCOME

Not current for last month
[ncome reporied higher than on application
Income reported lower than on appiication

~ Other

BENEFIT NOTICE/LETTER OR COPY OF CHECK FROM

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

Qther

(OVER)
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME
Statement shows that there is income . _._. .

Statement does not fully explain household conditions

Other o el

As a result of this difference, unless you can provide adequate procf of
eligibility within ten (10) days (by ) or submit a2 new
application (enclosed), benefits to your child will:

Change from reduced price meals to free

This change will occur only if you contact the scheol by the date listed
above to explain the difference.

Change from free meals to reduced priced meals at § for lunch

=

and $__ for breakfast. I ——
Be stopped.
This change will remain in effect until you provide the information required. If .

vou have any other proof to submit, please send it to the school and this decision
will be reconsidered. Failure to reply within ten (10) days will result in
the change noted above.

If vou doc not agree with this decision you méfreq_ijest a Vheérin-g'by contacting
(hearing officer) at o

(county office).

Sincerely,

Schoel Frincipal




WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Division
Charleston, West Virginia 25305

SUMMARY REPORT TO COUNTY OFFICE
SCHOOL.VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of School

Method Used Tor Appilication Selection:
Random Sampling Number Verified

Focused Sampling Number Verified

Date of Application Selection for Verification

Date of Completion of Verification Procedure

Selection Procedures Are on File at the School Yes __ = No
1. Tctal Number of Applications on File on Day of Application
Selection_
FREE
REDUCED
TOTAL
2. . Action taken on applicaticns verified

VERIFIED, NO CHANGE

FREE CHANGED TO REDUCED
FREE CHANGED TO PAID
REDUCED CHANGED TO FREE
REDUCEER CHANGED TO PAID

TOTAL

SIGNED =

Principal

DATE - ) o

F - 30.1¢




WEST VIRGINIA DEPARTMENT QF EDUCATION
Chiid Nutrition Division
Charlesten, West Virginia 25305

I SPONSCR'S SUMMARY REPORT
SCHOGCL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Specnsoring Agency

County

Method Used for Application Selection:
Random Sampling Number Verified
Focused Sampling Number Verified

Date(s) of Application Selection for Verification

Date of Complietion of Verification Procedure

Selection Procedures Are on File at the Schocl Yes No

1. Total Number of Applications on File on Day of Application
Selection

FREE
. ~ REDUCED

TOTAL

2. Action taken on applications verified
VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PAID
REDUCED CHANGED TO FREE
REDUCED CHANGED TO PAID

TOTAL

SIGNED — DATE
Sponscring Agency

SUBMIT TO THE WEST VIRGINIA DEPARTMENT OF EDUCATION BY:
‘ JANUARY 10, 1987

F - 20.17




SECTICN G

FINANCIAL MANAGEMENT

Reporting Procedure

Reimbursement Procedure and Policy

Accurate CAccountable) Receords: Participation
Accurate CAccountable) Records: ingcome
Accurate (Accountable) Records: Expenditures
Allowable Costs: Food

Aliowable Costs: Milk

Allowable Costs: Labor

Aljowable Costs: Supplies and Expendable
Equipment

Allowable Costs: Non-Expendable Equipment
Allowable Costs: Other

Allowable Costs: Indirect
Nen-Atlowabte Costs

Shared Costs

Procurement Standards

Excess Balance - Net Cash Resources
Censolidation of Schoels

Pricing of _Adult Meals

Inventery Records

Equioment Depreciation

USDA Food Service Equipment Assistance

Guidelines for Purchase of Computers for Autamation
of Scheool Food Service Functions

O o @ & 0 O 6 O

O 6 O 6 @ 66 @ 6 O 6 6 6 O
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11
12
13
14
15
18
17
18
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Exhibits
WVDE 43-10-30-5 (Daily Record of Program Operations) G - 30.1
Instructions for Completion of WVDE 43-10-30-S G - 30.2
WVDE 43-70-31 - Monthly Financial Report G - 30.3
Instructions for Completion of WVDE 43-10-31 G - 30.4
WVDE 43-10-30 (Monthly Claim for Reimbursement) G - 30.5
Current Reimbursement Rates G - 30.6
WVDE 43-10-37a (Net Cash Resources) G - 30.8
Perpetual Inventory of Consumable ltems G - 30.5
Equipment Record G - 30.10
Non-Expendabie Equipment Schedule G - 30.11
Non-Expendable Equipment Depreciation Schedule G - 30.12
Disposition Procedure G - 30.13
Computer Use Time Record G - 30.174




REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk served
students and adults shal! be maintainred on Form WVDE 43-10-30-5
(Daily Record of Program Operations) [G - 30.1] completed according to
instructions [G - 30.2]. The report must be detailed daily at each
participating schocl by & responsible person. The monthly claim for
reimbursement is based on information recorded on this report. The
completed form is submitted to the SFA on or before the fifth day of
the succeeding calendar month or as required by the SFA. A copy will
also be filed at the school.

ComputeriZed Entries - Schools utilizing micro-computers shall maintain
daily records of meal service which provide rdentzcal infermation as that
required on form WVDE 43-10-30-S.

At the end of each month during which meals and/or milk were served
to students, a monthly financial report, Form WVDE 43-10-31 (Menthly
Financial Repor:t) [G - 30.3] is completed by each participating school
according _to instructions [G - 30.4]. Schools in  counties with
centralized purchasing and accounting do not need to complete the
WVDE 43-70-31 monthly. Financial data provided on this report is the
basis for justifying reimbursement payments. The completed report is
submitted .to the SFA aon or before the fifth day of the succeeding
calendar month or as required by the SFA. A copy will also be filed at
the school.

The SFA is responsible for sending copies of the five following monthly
or annua! consolidated repcorts or appropriate computer printouts to the
respective WVDE coordinator:

1. WVDE 43-10-30-5 (Daily Record Of Program Operations)
[G - 30.1]

2. WVDE 43-10-31 (Monthly Financial Report) [G - 30.3]

3. _WVDE 43-10-30 (Monthly Claim for Reimbursement} [G - 30.5]

4. - -Sponsor's Summary Report (Verification) {F - 30.17]

All reports, invcices and other recerds pertaining to the Child Nutrition
Frogram at both the school and SFA level are to be maintained for three
vears pius_the current year.




REIMBURSEMENT PROCEDURE AND POLICY

Each SFA prepares a Monthly Claim for Reimbursement, Form WVDE
43-10-30 '[G - 30.5] from the data submitted by each participating
school under its jurisdiction. Form WVDE 43-10-30 is submitteq to the
WVDE or or before the tenth day of the succeeding month fo claim
reimbursement for eligible meals and/or milk. Payment of the claim for
reimbursement is made to the SFA which will forward the appropriate
amounts to the individual schools.

The WVDE shall make reimbursement payments to SFAs and/or schools
only in _ connection with meals meeting the reguirements of a
reimbursable breakfast or lunch. Second meals and/or seceond helpings
served to_ students are not eligible for reimbursemeni. In ne case shail
reimbursement be claimed for meals and/or milk served to aduits.

Average and/or maximum reimbursement rates {G -~ 30.6] are determined
by the "USDA for programs operating under the National Schoeo!
Nutrition Act. Since these rates are subject to change, only the
current rates are included and will need to be updated periodically.

SFAs which served 60 percent more free or reduced price meals during
the second preceding vyear are entitled to a higher rate of
reimbursement. These SFAs are named on the back of the page listing
the current reimbursement rates [G - 30.6a].

In all cases, the total reimbursement paid toc an SFA and/or school shall
not exceed the actual allowabie costs of preparing and serving the meals
for which the reimbursement is claimed.

Since September, 1985, WVDE has established the 15th of each month as
the Ycut-off'" date for monthly claims payment. Payment of county
claims received after the cui-off date will not be paid until the following
month. Federal regulations require all county claims for reimbursement
to be submitted to WVDE ng later than 80 days after the end of the
month. Cialms received after the 60 day cut-off cannot be paid.

Reimbursement rates to schools within a county may be varied so long
as these do not exceed the maximum rate on the list of reimbursemant
rates [G - 30.8]. The SFA  will receive only the standard
reimbursement rate per meal served. |If reimbursement rates paid cne
(or more) schocl(s) are higher than standard, it will be necessary 1o
lower the rates paid to another school or schools in order to allocate
only the total amount of reimbursement received. Such schoois
receiving higher than standard reimbursement rates must be able to
document costs for preparing and serving meals to justify the higher
reimbursement.




ACCURATE (ACCOUNTABLE) RECORDS: PARTICIPATION

Since parficipation data is the basis for reimbursement claims, it is
imperative “that the Daily Record of Program Operations [G - 30.1]
reflects ccmplete and accurate information. The system used to obtain
participation data (including all types of computer systems) must
guarantee an accurate daily count concerning the following:

actual number of meals served daily by category, regardiess of
when payment was made;

z!ll meals served to all aduits;
all meals served as ‘'second meals! and/or other non-reim-

bursablie meal service;
a la carte breakfast sales; and

sale of extra milk.




ACCURATE (ACCCUNTABLE) RECORDS: INCOME

Records and receipts documenting income to the program shall be
maintained by a responsible perscon in the school in accordance with the
procedures listed below:

All income to the program shall be property receipted, reported
and deposited.

There must be separate deposit silips which list onily monies
deposited to the ¢hild nutrition account.

Financial reports must reflect accurate cash balances, cash due
the pregram, source of cash due the program and all invested
funds with accruing interest.

Bad debts are non-allowable costs to the child nutrition
program. Payments for bad debts are not reported as new
pregram income.




ACCURATE (ACCOUNTABLE) RECORDS: EXPENDITURES

The USDA instruction, FNS Instruction 796-1, Revision 2, requires that
alt expenditures from the child nutrition account be supported by
source documents which adequately identify the use of program funds
for program purposes. All spource documents will identify direct
allowable program costs as reported on Form WVDE 4£3-10-31 (Monthiy
Financial Report) [G - 30.3] at the school level and on Form WVDE
43-10-32 (Annual Cost of Operation) [G - 30.7] at the SFA level.

USDA regulations require that the SFA maintain effective cantrol over,
and acccuntability for, all funds, property and other child nutrition
programs' assets to assure that they are safeguarded and used solely
for authorized purposes. These costs are reported in order to claim
USDA funds at the SFA level and to justify individual ccsts at the
schoo! level. Therefore, all records, reports, Itemized invoices and
labor wvouchers to support preogram expenditures shall be maintained at
both the schoo! and the SFA levels for the required length of time of
three years in addition to the current year,

Income accruing from operation of the child nutrition program may be
used for program purposes but not for:

purchase of land;
acquisition or construction of buildings; and/or
addition(s) to existing buildings.




ALLOWABLE COSTS: FOOD

All fecods purchased with school child nutrition program funds shall be
supported by itemized inveices which list as a minimum:

specific food items;
amount purchased;
cost per unit; and
total cost.

All invoices must be signed by the persen 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.

Allowabie food costs shall not include the wvalue of USDA foods or the
value of missing inventory items (including stolen food).

when food and non-food items are listed on the same itemized inveice,
the costs shall be separated and reported in the appropriate categories
on Form WVDE 43-10-31 (Monthly Financial Report) [G ~ 30.3].

The SFA shall ensure that the cost of food ciaimed for meal reimburse-
ment includes only the cost of food used in child nutrition programs.

Coffee may be purchased with program funds to be served with aduit
meals. Coffee served other than with adult meals is not an allowable
child nutrition program expense,




ALLOWABLE COSTS: MILK

Itemized, signed invecices must be available to support the cost of all
milk used in child nutrition programs. The SFA shall ensure that the
cost cf milk reported on Form WVDE 43-10-31 [G -~ 30.3] includes only
milk used for meals and the sale of extra mitk in chiid nutrition
programs. -

The child nutrition program funds may not be used o pay for milk or
other beverages sold in the schocol if the procesds do not accrue to the

child nutrition program account.

when 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.




ALLCWABLE COSTS: LABOR

Itemized, signed documentation of labor costs must be on file at the
school to support the cost of labor, which may include:

salaries of school food service personnel including fringe
benefits such as social security, retirement and workers
ccmpensation;

salaries of students who are employed in child nutrition
programs; and/or

direct salary costs of non-cooking personnel with specific food
service responsibilities as documented by function and time
sheets.

The SFA shall establish controls to ensure that nc labor cost be claimed
for federal funds more than once. Therefore, partial salzry payments
to secretaries, clerks, principals, teachers, custeodians, truck drivers
or any other SFA employee included in data used to obtain USDA
indirect cost rates, are not allowed as direct laber costs. [In addition,
suppiemental payments to regular employees of the SFA are not
allowable costs, except In instances where there is documentation that
the payment is for services beyond regular responsibilities of that
employege or for time spent beyond the regular werking hours.




ALLOWABLE COSTS: SUPPLIES AND EXPENDABLE EQUIPMENT

Supplies and expendable eguipment necessary for the operation of child
nutrition programs shall be supported by itemized Invoices signed by
the person who received the items.

Expendable equipment is the equipment with a useful life of one year or
less or with an acquisition cost of less than $500 per unit.

The SFA shall ensure that all supplies and expendabie equipment
purchased with schoo!l food service funds are used only for the direct
cperation of child nutriticn programs.

Garbage bags, detergents and other supplies used for purposes cther
than school food service are not allowable child nutrition program
expenses. -




ALLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

Non-expendable equipment includes all food service equipment with a
useful life of more than one year and with an acquisition cost of $500 or

mare per unit.

Depreciation is the expense associated with physical deterioration of
equipment and consequent loss of wvalue. Depreciation may be claimed
as a direct cost for reimbursement purposes. All depreciation claimed
as child nutrition program costs for federal reimbursement must be

documented by the SFA.

G - 10




ALLOWABLE COSTS: OTHER

Other direct costs are incurred in the operation of the child nutrition
program.

These costs do not contribute tc the cost of producing a meal. They
must be supported by signed, itemized inveoices. Examples of other
allowable costs are repayment of a loan, investments, bad checks and
payments made from NET grants.

G - 11




ALLOWABLE COSTS: INDIRECT

In  addition to direct costs 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 readily identifiable to the
child nutrition account, such as custodial 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,

Financial data to obtain the indirect cost rate is submitted to the WVDE
Bureau of Finance and Administraticn by the SFA. The responsibiiity
for the deveiopment and assignment of indirect cost rates for public
schools is shared by the USDE and the WVDE.

G - 12




NON-ALLOWABLE COSTS

USDA FNS Instruction 796-1, Revision 2, lists areas of costs which are
not eligible for inclusion in claims for payment from USDA funds and
are not allowable costs from the child nutrition account. These are:

ican repayments;

bad debts;

fines and penaities;

interest and financial costs;

iegislative expenses or executive direction;

contingency reserve contributions;

depreciation or use atlowance for publicly owned buildings and

improvements;
direct labor cosis for administrative personnel above the school
focd service employee level without  direct program

responsibility;

USDA donated food or cash received in lieu of food;

other deonations of cash, services and goods;

equipment depreciation cosis for:

a. items which have been fully depreciated;

b. items in storage for future use cor disposal; and

¢. that portion of the equipment purchased with federal funds.
capital expenditures for:

a. land or construction; and

b. facilities;

cccupancy by contractual agreements which are classified as
rental-purchase or leased with an option-to-purchase; and

cost associated with sales or service to adults and other a [a
carte sales.

G - 13




SHARED COSTS

Equipment 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 pregram. Documentation of the time
study must be kept on file at the schocl and SFA. In no case shall the
child nutrition program pay more than the proportional share of the
total cost of the equipment.

Only the child nutrition program's share of the cost may be included in
the calculation of depreciation.

G - 14




PRCCUREMENT STANDARDS

USDA regulaticns provide standards for the use of the child nutrition

program funds. These standards ensure that the procurement of
suppiies (inciuding food and eguipment) and services is in compliance
with applicable federal law and executive orders. A  complete

description of the procurement standards for child nutritien preograms is
found in 7 CFR 210.19a and may be obtained from SFA personnel.

Each SFA shall maintain a code of conduct to govern the performance of
its employees who have the authority to contract or expend program
funds. No perscon shall sclicit nor accept personal gratuities, favors or
anything of material monetary value from contractors and vendors or
potential contractors and vendors. All procurement transactions shall
be conducted in 3 manner which wili provide open and free competition.
Positive efforts shall be made to utilize small businesses and minority
owned businesses as sources of supplies and services.

USDA regulations require formal advertising with adequate purchasing
descriptions, sealed bids, negotiation and public openings as the
required method of procurement unless specific conditions exist which
make negotiations more feasible. However, procurements of $10,000 or
tess need not be advertised unless ctherwise reguired by state law or

regulations. Proposed procurement actions shall be reviewed by
appropriater SFA officials to aveid purchasing unnecessary or duplicate
items. Invitations for bids or reguests for proposais shall be based on

a clear and accurate description of the material, product or service to
be procured. Such description, however, shall not contain features
which unduly restrict competition.

Detaiis of the procurement standards are available from the WVDE or
the SFA. Scheol 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 justification letter must be filed with the WVDE stating a
short term plan of acticn for use of the funds; or
adjustments in the rates of reimbursement shall be made until

the net cash resources of the SFA are reduced to the reqguired
level.

in turn, the SFA shall review annually the operating balance reported
by the scheols under its jurisdicticn.

G - 16




CONSQOLIDATION OF SCHOOLS

When schools are consolidated, chiid nutrition program funds may be
credited to the school food service program account(s) of the school(s)

which the students will attend in proportion to the number of students
involved,

G - 17




PRICING OF ADULT MEALS

Meals served to teachers, administrators, custodians and other adults,
such as _schoo! patrons, elderly volunteers and Foster Grandparents
Program participants, must be priced so that the adult payments in
combination with income from other sources (such as state or local
fringe benefits or payroll funds, or funding from wvoluntary agencies)
are sufficient to cover the meal costs. The charge to adults should be
determirned by the SFA and shall be at least the price charged to
secondary students paying full price, plus the current reimbursement
rate for s paving student’s lunch, plus the value of donated foods for a
student lunch.

Mezls served to adults who are directly involved in the operation and
administration of the child nutrition programs may, at the discretion of
the SFA, 'be furnished at no charge. As such, their cost may be fully
attributed to the nonprofit child nutrition program operation and
supported. by revenues te the child nutrition program.

Meals served to adults directly involved in the operation and adminis-
tration of food service may not be claimed for reimbursement nor
counted in the commodity allocation entitlement. The determination of
individuals, positions involved, and the degree to which their services
are attributed to the nonprofit child nutrition program operations, is
teft to the discreticn of the WVDE and SFA officials.

Student teachers and other persons working in the schools who are not
enroiled in the educational program of the SFA are not eligible for free
or reduced price meals. They must pay the same price as adults unless
the cost Is paid by another agency.
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INVENTORY RECORDS

The physical or perpetual inventory is necessary to document food and
supply costs as required on the Monthly Financial Report, Form WVDE
43-10-31 [G - 30.3]. USDA donated food items must be inventoried
separately. {See the Donated Focds section). These inventories shall
be maintained by a responsible person and copies shall be kept on file
at the school for one vyear following the date on which they are
prepared. The '"cost of food used" as claimed for USDA reimbursement
shall not include the value of USDA donated foods or missing inventory
items, including stolen food. A suggested perpetual inventory form is
shown [G ™= 30.8]. '

A child nutrition program inventory of large equipment shall be
maintained by a responsible person for each participating schoel. USDA
regulations require a reconciliation of eguipment on hand at the end of
each school vear, All  food service equipment which has fully
depreciated (12 vyears old or more) must be removed from active
inventery.” Any new or transferred equipment {$500 or more per unit)
acquired during the year shall be routinely 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
eguipment shall be subtracted from the item's reported purchase and
instaitation price. Suggested Iinventory and depreciation forms are
shown {G - 30.10, G - 30.71, G - 30.12].
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EQUIPMENT DEPRECIATION

Each school must maintain a complete equipment inventory file which
lists all non-expendable eguipment {G -~ 30.17]. The inventory will
include:

an assigned inventory number for each piece of equipment;

all equipment on hand for program use which has been
purchased within the iast 11 years with an acquisition cost of
$500 or mere per single unit;

serial numbers where applicable;

the month and year of installation;

the month and year of initial depreciation;

the acquisition cost;

the amount of FSEA funds, if any, received for equipment items
on the inventory;

the adjusted cost 0o the child nutrition program (acguisition
cost less FSEA funds received); and

life terminaticn date.

The method described is straight Iline depreciation in  which
non-expendabie equipment is fuilly depreciated in 12 years. Once an
inventory file has been established, the total value of egquipment will be
changed annually only when a new piece of equipment is added or when
an item has reached the 12 vear |imit.
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USDA FCOD SERVICE EQUIPMENT ASSISTANCE

Although Public iLaw §97-35 discontinued the FSEA Program which was
previously available, equipment funded or partially funded with FSEA
funds must comply with the following property management requirements
contained in USDA regulations:

Disposition procedures [G - 30.13] must be foliowed when
equipment is no longer needed for program purposes or when
participation in the child nutrition program of the WVDE is
discontinued.

Titie for the equipment is vested in the purchaser.

Records shall be maintained which inciude a description of the
equipment, manufacturer's serial number {or assigned
identification), the aguisition date and cost, scurce or vendor,
amount of FSEA funds, current location and use, and all final
disposition data.

A physical inventory shall be conducted by the SFA at |east
once every two years. A letter must be submitted to the WVDE
stating that an inventory has been taken, the equipment is on
hand and in use, and there is a ccntinued need for the
equipment in the program for which it was acquired.

Controls to prevent loss, damage or theft of the equipment and
adequate maintenance shall be provided.
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GUIDELINES FOR PURCHASE OF COMPUTERS
FOR AUTOMATION OF SCHOOL FOOD SERVICE FUNCTIONS

Computers may be utilized to assist with several tasks related to the
operaticn of child nutriticn programs at both the schocl 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, preducing
daily and_monthly reports and documenting revenues and axpenses.
Meal service functions may Iinclude maintaining invenfory records,
documenting food production, calculating meal costs and assisting with
menu planning. Computers may be used for several other tasks at both
levels, limited only by knowledge, skill and desires of the personnel,

As more schools and sponsors are investing in computers to assist with
program tasks, adeguate documentation must be maintained to justify
expenditure of pregram funds for this purpose.

Sponsors -“should approve ali purchases made by individual school
programs to ensure that hardware (including printers and modems) and
software purchased with program funds wili be compatible with the
sponsor's plan for autemation of child nutrition reporting. Since the
State Agency is currently using |BM hardware, schobls and sponsors of
child nutrition programs may wish to consider compatibility with State
Agency equipment when making future purchases of hardware (including
printers and modems) and software.

Child nutrition program funds may be used to purchase hardware,
{including printers and modems) software and supplies at 100% of the
cest or pro-rated. Adeguate 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 equipment
[G - 30.14].

if child nutrition funds purchase equipment at 100% of the cost, the
hardware (including printers and modems) and software must be
accessible _at alt times for use by perscnnel who are respensible for the
various food service tasks.

tf child nutrition funds purchase equipment on a pro-rated basis, the
hardware and software must be located In a “general use'" area of the
school feor accessibility. For example, private offices and classrooms
would not be considered "general use' areas.

For pro-rated usage, records must bs maintained to document usage by
time {or other means) for food service functiens. The records must
justify the pro-rated portion of expenditures for hardware, (including
printers “and modems) software and other supplies paid by child
nutrition funds.
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Wesl Virginis Depariment of Education
Charleston, West Visginia 25305

DAILY RECORD OF PROGRAM DPERATIONS
PARTICIPATION

USOA CHILD NUTRITION PROGRAMS

SPONSOR SCHOOL OR INSTHTUTION e MONTH 19
SCHOOL BREAKFASTS SCHOOL LUNCHES FQOD SERVICE PROGRAM MILK
Number Served To Children Numbar Served To Children Nonreim- Total Total Extra Other
bursable Number Served Milk Milk
DATE Froe Feduced Paid TOTAL ADULTS Froe Reduced Paid TOTAL ADULTS Meals Purchased | With Meals Sold Usod
(1} 2 {3} {4} 5) (6) 7) (8) 9 {10) (1) (12) (13} {14) (15)
{16) TOTALS
REIMBURSEMENT:
{(17) RATE
(18) EARNED C " , | ,_ Breaktust i K *
. O Reimbursement {19)
. o . , _ Lunch
(22) Numbor of Children with Appraved Applications Cusrently on File for, (@) Fren Nesls and Free Milk _ _ (b} Reduced Price Meals _ Reimbursement {20)
(23) Current School Enroliment (24} Number of Days Children Ware Fed (25) Average cost of Milk Total
(Total Milk Cost dividad by ltem 12 Total) Reimbursement -— @n

WVDE-43-10-305

G - 30.1
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FORM WVDE 43-10-30-8
DATILY RECGRD OF PROGRAM OPZRATIONS
INSTRUCTIONS FOR COMPLETION

TFor each month of operation, the record of program operations is kept DAILY by
each participating school. All participation data must be determined at the
point of meal service. At the end of each calendar month of operation, each
school or institutidn enters the monthly totals for all meals or milk served.

The assigned rates of reimbursement for schocl lunch and school breakfast are
entered a2s designated and the school's (or institution's) claim for reimbursement
is calculated. One~tompleted copy of Form WVDE 43-10-30-5 is filed at the school
or institution and one completed copy is submitted to the office of the county
board of education (or other sponsoring agency) on or before the fifth day of the
succeeding month or on the date set by the sponsoring agency. Copies of each
monthly report are to be kept on file at each reporting site for a period of

3 years prior to the current year.

FOR EACH ITEM ON FORM WVDE 43-10-30-S5, PREPARE THE FOLLOWING ENTRIES:

SPONSOR  Enter the name of the sponsoring agency. (County Board of Education
for public schools, state, city or local sponsoring agency for resi-
dential child care institutions. Pyrivate schools usually serve as
their own sponsor.)

SCHOOL Enter tgéiqgme'of_the schodlror institution.
MONTH Enter the month and the year covered by this report.
DATE Enter the date for each day during the month for which the food service

was in operation.

COLUMN 1 Enter the number eligible breakfasts served free on this date tc
students whose approved applications for free meals are om file.

COLUMN 2 Enter the number eligible breakfasts served at a reduced price on this
date to students whose approved applications for reduced price meals
are on file. Enter breakfasts on the day breakfasts were consumed,
regardless of when payment was made.

COLUMN 3 Enter the number eligible breakfasts served on this date to paying
studects; regardless of when payment was made.

COLUMN 4 Enter the daily total of Columns 1 plus 2 plus 3.

COLUMN 5  Enter the total number breakfasts served to all adults on this date,
regardless of when payment was made.

COLUMN 6___ Enter the number eligible lunches served free on this date to students
whose approved applications for free meals are on file.

COLUMN 7 Enter the number eligible lunches served at a reduced price on this
date to students whose approved applications for reduced price meals
are on file. Enter lunches on the day the lunches were served
regardless of when payment was made.

COLUMN 8 Enter the number lunches served on this date to.paying students. Enter

' lunches on the day the lunch was served, regardless of when payment
was made.

COLUMN 9  Enter the daily total of Columns 7 plus 8§ plus 9.

COLUMN 10 Enter the total number lunches served to all adults on this date,
regardless of when payment was made.
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Instructions 43-10-30-S (Cont.) _ 2

COLUMN

11

Enter the total number non-reimbursable meals served. Include, where
applicable, such service as kindergarten snacks, meals for the elderly,
partial Iunches, a la carte breakfast sales {converted to lunches
according to instructions in the Policies of Operation Manual, section
on breakfasts), second meals served to students and suppers in resi-
dential institutions and boarding schools.

COLUMN 12 Enter the total pumber half pints of milk purchased.

COLUMN 13 Enter the totazl pumber half pints of miik served with meals.

COLUMN 14 ZEnter the total number half pints of extra milk sold.

COLUMN 15 Enter the total npumber half pints of milk used for other purposes.

COLUMN 16 Enter the monthlvy totals for Columns 1 through 15.

ITEM 17 Under Columns 1, 2 and 4, enter the current assigned reimbursement
rates for_free, reduced price and all school breakfasts. Under
Colums 6, 7, and 9, enter the current assigned reimbursement rates
for free, reduced price and all school lunches.

ITEM 18 Under Columns 1, 2 and 4, 6, 7 and 9, enter the product of Item 16
multiplied by Item 17.

ITEM 19 Enter the total of Item 18 for Columns 1 plus 2 plus 4.

ITEM 20 Enter the total of Item 18 for Columns 6 plus 7 plus 9.

ITEM 21 Enter the total of Item 19 plus Item 20.

ITEM 22 Enter the current pumber of actively enrolled students who have
approved .applications on file for free meals {Iitem 21a) or for reduced
price meals (Item 21b).

ITEM 23 Enter the current student enrollment for the month.

ITEM 24 Enter the total number days during which meals were served during the
current month.

ITEM 25 Calculate the average cost of milk by dividing the total milk cost for
the current month (Item 7B subtotal Milk from Form WVDE 43-10-31) by
the total number half pints of milk purchased during the current month
(Total, Column 12).

PAGE 2 Reenter the sponsor, school or institution, month and year.

DATE Enter the date for each day during the month for which the food service
program was in operation.

COLUMN 26 _Enter the daily total of funds received as students® payments for

Optional séhool breakfasts secld at the reduyced prlce regardless of when the
breakfasts were consumed.

COLUMN 27 Enter the daily total of funds received as students' pavments for

Optional school breakfasts sold at the full price regardless of when the
breakfasts were consumed.

COLUMN 28 Enter the daily total of funds received as student's pavment for break-
fasts regardless of when the breakfasts were consumed or the totals of
Columns 26 plus 27 if used.

COLUMN 29 Enter the daily total of funds received as aduits' payment for school
breakfasts regardless of when the breakfasts were consumed.

COLUMN 30 Enter the daily total cf funds received as students’' payments for

Optional schodl lunches sold at the reduced price regardless of when the
lunches were consumed.

COLUMN 31 Enter the daily total of funds rec31ved as students' payments for

Optional school Ilinches se¢ld at the reduced price regardless cof when the
lunches were consumed.

COLUMN 32 Enter the daily total of funds received as student’s payments for

lunches regardless of when the 1unches were consumed or the total of
Columns 30 plus 2 31 if used.

Revised 5/86 _

G — 30.2a




Instructions 43-10-30~8 (Cont.) 3

COLUMN 33 Enter the daily total of funds received as adults' payments for school
lunches regardless of when the lunches were consumed.

COLUMN 34 Enter the daily total of funds received as students' payments for
extra milk.

COLUMKN 35 Enter the daily totals of funds received as cash payment for all
miscellaneous sales of food and beverages.

COLUMN 36 Enter the total of Columns 28 plus 29 plus 32 pius 33 plus 34 plus 35.

ITEM 37 Enter the total amount of all cash received as shown in the total for
Column 36.

SIGNATURE The report must be signed by the school principal or a designated
alternate.

TITLE Indicaté the title of the person signing the report.

DATE Indicate the date the report was completed.

Revised 5/86 G - 30.2b




WEST VIRGINtA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

USDA CHILD NUTRITION PROGRAMS
MONTHLY FINANCIAL REPORT

SPONSOR _ MONTH 19

SCHOOL OR INSTITUTION

PROGRAM EXPENDITURES

KNG — ' AMOUNT PAID

| 6. NON-ALLOWABLE - ceee | "Pomr | T 0 eemimpa | S | "TRERET ! omeen | oroma
MEAL CQOSTS REFAYMENT | CHARGES PENALTIES INVESTMENT FUND SPUILAGE
J —_— —
R —— .
‘ —
‘ e
| — | ]

| TOTALS [ L I |

7. ALLOWABLE FOCD MK LABGR EQAUIPMENT SLPPLIES s TenaL

MEAL COSTS
A. PAYMENTS OF BILLS INCURRED DURING PREVIOUS SCHOOL YEAR:

i
1
i
1
|

Subtotals _ 4 ]
B. PAYMENTS OF BILLS INCURRED DURING CURRENT SCHOOL YEAR:

i
!
|
i
!
]
[
|
L
t
!
!

Subtotals -
C. TOTAL EXPENDITURES

D. UNPAID BILLS INCURRED DURING PREVIOUS SCHOOL YEAR:

|
]
!

] T |
Subtotals !

E. UNPAID BILLS INGURRED DURING GURRENT SCHOOL YEAR: _ .
T ]

!
1
i
!

Subtotais
F. TOTAL UNPAID
BILLS _

3. SPONSOR'S DIRECT EXPENDITURES: (For Sponsor's Summary Report Only)

TOTALS

WVDE-43-10-31
Revised 1988

G - 30Q.3
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FORM WVDE 43-10-31
MONTHLY FINANCIAL REPORT
INSTRUCTIONS FCR COMPLETION

Form WVDE 43-10-31"is to be completed by individual schools, sites or institu-
tions which serve school lunch, school breakfast or special milk to students.
The monthly financial report is completed by each reporting site at the end of
each month during which school meals or special milk are served. Financial
reports are submitted to the sponsoring agency {county board of education) in
accordance with the time schedule issued by the sponscoring agency. The finan-
cial data included in the monthly report must be compiled and consolidated
annually for each schocl and submitted to the sponsoring agency on Form WVDE
43-10-31 within 5 working days after the closiag of schoel. Copies of each
monthly report are . to be kept on file at each reporting site for a period of

3 years prior to the current year. Financial data from the monthly reports on
Form WVDE 43-10-31 &re compiled and consolidated amnually on WVDE 43-10-32.
Copies of the consclidated annual financial report are tc be kept on file by the
sponsoring agency for a periocd of 3 years prior to the current year.

FQR EACH ITEM ON FORM WVDE 43-10-31, PREPARE TEE FOLLOWING ENIRIES:

SPONSOR  Enter the name of the sponsoring agency. {County Board of Education
for public schools, state, city or lecal sponsoring agency for resi-
dential child care institutions. Private schools usually serve as
their own sponsor.)

SCHOQL Enter the name of the scheol or institution.

DATE Enter the month and the year covered by this report.

ITEM 1. Enter all receipts (excluding meal and milk pavments) received during
the reporting period.
A. Column 1 - Enter the reimbursement periods covered by any reimbursement
payments received.
Column 2 - Enter the amount of each schocl breakfast reimbursement
received during the currenmt month.

BE. As inducated for 1A above, enter in the appropriate columns: (1) the
payment periods; (2) the amount of each check received for lunch
reimbursement pavments during the current month.

C. In the appropriate columns enter: (1) the payment pericds; (2) the
amount of each check received for milk reimbursement payments during
the current month.

D. In the appropriate columns enter: (1) the pavment periods; (2) the
total of the current month's receipt of State Aid as distributed by the
county hoard of education to selected schools within the county.
Private schools and residential child care institutions make no entries
under Item 1D.

E. Upon cccasion, rebates are received by schools that purchase foods which
have been prepared using donated foods. Imn such cases, enter under the
appropriate columns: (1) thke period covered by the pavment; (2) the
total amount of the rebate payment received,

F. When applicable, in the appropriate columns enter: (1)} the payment
period; -{2) the amount of any sponsor contributions received from the
county board of education (or the sponsoring agency) during the current
month. - ,

G - 30.4




Instructions 43-10-31 {Cent.) ‘ 2

If the school or institution has provided catered meal service to
another school, institution, group or agency, in the appropriate

columns enter: (1) the period covered by the payment; (2} the total
payments received from the agency, group, institution or other school
that contracted the service. Do not include payments for meals received
from individuals.

‘When applicable, in the appropriate columns enter: (1) the date of

payment; (2) the total amount received during the current month in
repayment of a loan made to another account or as a receipt of a loan
from angpther account.

I.

Under the appropriate columns, enter: (1) the date received; (2) the

DO NOT INCLUDE ANY CASH PAYMENTS ON FORM WVDE 43-10-30-S

J. When applicable, in the appropriate columns enter: (1) the date of
payment; {2) the total amount received during the current month in
payment of interest earmned on invested funds.

X, When appiicable, in the appropriate columns enter: (1) the date of
transfer; (2) the total amount of invested funds transferred from
savings into the food service checking account.

ITEM 2. Enter the total of Items 1A through 1K, Column 2.
Item 3.  FINANCIAL STATEMENT

A Enter the opening cash balance of the school or institution. This
should be the same as the closing cash balance reported for the
immediate preceding month. Any difference in the opening bzlance from
last month's closing balance must be explained in writing.

B. Enter the total receipts from Item 2.

C. Enter the total receipts for meal and milk payments - Item 37 from
Form WVDE 43-10-30-S.

D. Enter the sum of Ttems 34, 3B and 3C.

E. Enter the total expenditures for non-allowable meal costs ~ Item 6.
Totals.™

F. "Enter the total monthly expenditures for allowable meal costs - Item 7C.

G. Enter as the closing checking balance Item 3D minus both Item 3E and 3F.

H. Enter the total funds invested and earning interest,

I. Enter the sum of Items 3G and 3H.

ITEM 4. VALUE OF INVENTORY AT END OF MONTH.

A. Enter the calculated value of all purchased foods on kand at the end of
the reporting period. (Number units multiplied by current price per
unit.)

B. Enter the calculated current value of all milk on hand at the end of the
reporting period. (Number 1/2 pints multiplied by average price).

C. Enter the calculated value of supplies cn hand at the end of the
reportilig period.

D. Enter the total estimated value of all government-donated foods on hand
at the end of the reporting period.

E. Enter the estimated value of non=-cash donations which may have been
received during the reporting period,

ITEM 5. EQUIPMENT DEPRECIATION

4. Enter the estimated current value of all food service equipment on
inventory.

B. Enter the value of the portion of equipment which was purchased with

federal funds. (Include only federal share.)

G - 30.4a




Instructions 43-10-31 (Cent.) 3

C.

Subtract Item 58 from Item 54 and enter the adiusted value,

D.

Muitiply the amount in Item 5C by .007 and then by 12 and enter the
figure. =

SIGNATURE

The signature and title of the person preparing this report must be
included.

PAGE 2,

Reenter the spomnsor, month, vear and school or institution name.

ITEM 6.

Record all program payments made during the current month for any bill
incurred during the month for the itemized non-allowable meal costs.
These are items which are not allowable when figuring per meal cost.
Enter the payee's name and amount paid in the apprepriate column.
(Check number is optional). ZEnter totals in appropriate spaces.

ITEM 7.

Enter payments and unpaid bills incurred for the purchase of items which
are allowable meal costs. Columns are provided for:
Check number - optional
Name of Payee - indicate to whonm check was written
Amcunt Paid
Food = total amount for food (including payment for the delivery or
storage of government-donated foods)
Milk - total amount for milk
ILabor - total amcunt for labor, including employee benefits
Equipmeant - total amount for equipment costing $501 or more per unit
Supplies - total amount for supplies and expendable equipment costing
8500 or less per unit
Repairs, Services - total amount for repairs and services
Total - total payment or unpaid bills for each vendor

Enter payments made for bills incurred during the previous school year.
Indicate_amounts paid in appropriate columns. Subtotal.

wl >

Enter payments made for bills incurred during the current school year.
Indicate_amounts paid in appropriate columns. Subtetal.

] Fap

Enter amounts of unpaid bills 1ncurred during the current school year.
Subtotal.

Eater amounts of unpaid bills incurred during the current school year.
Subtotal.

Enter total unpaid bills by columns.

ITEM 8.

Enter total expenditures by the spoasor on the spomsor's summary report
only. Do not include zny payments reported on the county's computation
of the indirect cost rate.

G - 30.4b




West Virginia Department of Education
Charleston, West Virginia 25305

USDA Child Nutrition Programs
Monthly Claim for Reimbursement

Month , 18

Name and Address of S_;:"Ensor

SCHOOL BREAKFAST E

o OTHER NON!
Severe SCHOOL SPECIAL REIMBURSABLE \
Regular Need LUNCH MILK SERVICE
Column A Column B Column C Solumn D Column E

1. Number of Schoots/
Sites Approved iy

"2 Number Operating

Program
3. Student
Enrollment n
4, TOTAL NUMBER SERVED: . MEALS . MILK
(2} FREE ; ' v Pints Free
(b) Reimbursement: _
Rate
(¢} Claim s 3 3
(d} REDUCED -
(e} Reimbursement: __
' Rate
(fy  Glaim 1% 3 $
i ] Other Meals
(g} PAID - Served:
(h} TOTAL ] % Pints Sold
(iy Reimbursement:
Rate _
|0 Claim s 3 s s :
— N — — — i
5. TOTAL AMOUNT _ | ¢ s $ 5
DUE PROGRAM _
6. Average Daily # ' Pints
Participation _ 7 Extra Mitk:
7 Number Aduit ' iz Pints Adults
Meals

B. Average Cost Per Qne-Half Pint Milk Purchased

9. Number of Children with Approved Apptications on File for
Frée and/or Reduced Price Meals and Free Milk, Where Applicable Free ________ Reduced

10. Number of days in operation L.

i certify that to the best of my knowledge and belief this claim forreimbursementis true and carrectin ail respacts,; that
records are available to support this claim; that is in accordance wlth the existing agreement.

B

Signature Date

WVDE-43-10-30 )
Revised 1985 Z ) o G - 30.5




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305
CHILD NUTRITION PRCGRAMS

REIMBURSEMENT RATES

SCHOOL YEAR 1986-87
(Effective July 1, 1986>

TYPE OF MEAL REIMBURSEMENT RATE

SCHOOQL LUNCH

(a) Section 4 (All Lunches Served)
Sponsors serving less than 60%

free and reduced lunches, 1583-84 $ .1300

Sponsors serving 60% or more free

or reduced price iunches, 1983-84 . 1500
{(b) Free = ’ ) o 1.2250
(c)y Reduced Price .8250

SCHOOL BREARFAST

(a} Al Breakfasts served - .1025
{b) Free = _
Regular Reimbursement .6050
Severe Need Reimbursement® L7475

{c) Reduced Price - o
Regular Reimbursement .3050
Severe Meed Reimbursement* L4475

SPECIAL MILK . )
(To be served only in schools
with no cther food service)

(a) Paid o s B ' .0825

(b) Free Average cost per % pint

*Refer to the Policies of Operation Manual, Section B, School Breakfast Program
concerning schools eligible for severe need reimbursement.




COUNTY BOARDS OF EDUCATION WITH 60% OR MORE

FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 1984-85

Barbour
Braxion
Calihoun
Clay
Doddridge
Fayelte

Gilmer Monrce
Grégrbrier McDowel}
Lincoln Peocahontas
Legan Randolph
Mingo Roane

summers
Wayne
Webster
Wirt
Wyeoming

COUNTY BCARDS OF EDUCATION ELIGIBLE FOR SEVERE MNEED RATES
OF REIMBURSEMENT UNDER THE SCHOOL BREAKFAST PROGRAM
(40% or mere free and reduced price school lunches served in 1984-85)

Barbour
Boone
Braxton
Brookse
Cabell
Calhoun
Clay
Coddridge
Fayette
Gilmer
Grant
Greenbrier
Hampshire

Hancock Mingo
Hardy Monongalia
Harrison Monroe
Jackson Morgan
Jefferson McDowel!
Kanawha Nicholas
Lewis Chic
Lincein Pendleton
Logan " Pocahontas
Marion Preston
Marshall Raleigh
Mason Randolph
Mercer

Ritchie
Roahe
Summers
Taylor
Tucker
Tyier
Upshur
Wayne
Webster
Watzet
wWirt
Wyoming




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

USDA CRILD NUTRITION PROGRAMS
ANNUAL COST OF QPERATION

Name and Address of Sponsor Date Prepared

18

Perlod Beginning

V18

Period Ending

19

Wo. Schools or Sites Reporting

. No. Days Meals Weare Sarved

Typa of Food Service (check one) Yearsround —
School Yed! e _ ..

—t

. Child Lunches
. Adult Lunches

o ®w O N ® ¢t o

TOTAL NUMBER OF MEALS SERVED DURING REPORTING PERIOD

A ‘B c D
Paid Frea Red. Price Total Meals

Tetal Lunch Production
Chilad Breakfasts

. Adult Breakfasts

Total Breakfast Preduction

. Weighted Breakfast Production (% of Item 9}

. QOther Caterad Meoalz & Non-reimbursabie Service
12.
13

Total Meal Production {(6+8+11)
Weighted Meal Production (6+10+11}

14.
15.
1.

17.

18

SPECIAL MILK AND EXTRA MILK SERVICE

Number % Pints Special Miik (Sold and Frae)
Number % Pints Extra Milk Sold

Total Numbar % Pints (14+15)

Average Cost Per % Pint

Tatal Cost of Special Milk and Extra Milk Service

{x)
(=)

18.

Estimated Value of Noncash Conations

DISTRIBUTION OF MEAL COSTS

Calurmnt Cadumn 2 Column 3 Codumn 4
MUMBER OF MEALS N OF PRODUCTION COSTS BASED OW % CO87 FER MEAL

LUNCH (am &

tiwm 10)
. BREAKFAST

CATERED (e 11)

(Hmm 13) 100%

vlole |»

. TOTAL -

WVDE-43-10-32
Revised 1963

G - 30.7




ACCRUED INCOME

20. PROGRAM RECEIPTS EARNED [N PERIOD
. School Lunch

. School Breaktast

. Special Mik

. State Aid for Cooks’ Salaries

m O 0O w »

Sponsor Contributions
F. Interest iIncome
T Mher Ineome
H. Toetal
21, CASH RECEIVED FROM SALES DURING PERIOD
. Chilgd Pmt. Lunch
C .d Pmt. Breakfast
Child Pmt. Milk

. Adult Pmi. Lunch

m O 0O U »

. Adull Pmt Breaklast —_—

F. Adult Pmt. Milk

4]

. Catered and/or Other Pmt,
H Total

22. TOTAL FUNDS EARNED AND

RECEIVED

23

SPONSDR'S CLOSING
BALANCE

24A, INVESTED FUNDS —_—_— -

248, VALUE OF ANY
NEGOTIABLE
SECURITIES

STATE OFFICE USE ONLY

Adjusted Reimbursement Payment for Reporting Paricd:

Revisw of Net Cash Resources:

1 certity that, to tha best of my knowiedgs, this rsport is true and accurate, Records are on hand to support thie

financial ang production report,

Signed

_Title

EXPENSES DURING REPORTING PERIOD

23. FOOD COSTS DURING FERIOD

A..Dpening Food Inventory
(Last Annual Report 25D)
Total Foog Purchases

Total Mitk Purchases

-

B.
. G

D. Closing Food Inventory

E.

Cost of Special Milk and

Extra Milk )

F. Adjusted Food Cost

25 NONFOOD COSTS DURING PERIOD

A Cpening Suppiies Inven.
{Last Annual Raport 26C)
8. Total Cost of Nonfosd
- - Bupplies, Repairs,
Rentals, Purchased
. —-Berviges, Bank Services

C. Closing Supplies Inven. (-}

D Adlusted ?_\Ionf-ocd Cost

27. DIRECT LABCR COSTS IN PERIOD

A. Labor Cost: Schdol Fﬁﬁdi

B. Labor Cost: County/State
Fund , ,
C, Total Laber Cost

28 EQUIPMENT DEPRECIATION DURING PERIOD

A, Est. Value of Equipment
on Inventery

B. Amount of FSEA Funds

Received cn ifem 28A — (%}

TG, Adjusted Vaiue of

Equipmant Inventory

© D, “Hem O x 00T=

E. “ltem D" = 12 = Deprec,

29, INDIRECT COST EARNED DURING PERICD
A, Adjustad Nonfood Cost (280)

. Dirsct Labor Cost {27C)
Equipment Dapreciation (28E)

. Total Allowable Costs

(Excluding Food)

. Unrestricted indirect Cost
Rate for the Paricd

B
c.
D
E

S

F. Indirest Cost Earned

30. TOTAL COSTS IN PERIOD

. e ———

Date

WVDE 43-10-32
Revisad 1983




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHILD NUTRITICN DIVISION
Charleston, West Virginiz = 25305

NET CASH RESOURCES
. SUMMARY OF INFORMATION FROM SCHCOLS AND COUNTY
FOOD SERVICE FUNDS

CASH CASH
RESOURCES PAYABLE

1. Cash on deposit
(Checking account balance, NOW accounts, etc.)

2. Cash on hand —
{(Money received but not yet deposited, petty
cash). Money in school accceunts and county
accounts. (Ex: State Aid or reimbursements
not yet distributed.)

3. Cash receivables
{Charged meals not vet paid for, reimburse-
ments earned but mot yet received.)

4. Accrued earnings on investments (interest
earned but not vet received).

5. 8tocks, bonds, certificates of depesit,
. savings accounts, other investments.

6. Other cash, or near cash (any cash
resources not reported zbove).

7. Total cash resources.

8. Cash payable (unpaid bills, encumbered
funds, loans to program).

6. Net cash resources (subtract cash
payable - item 8 - from cash resources
- item 7).

10. Three months' operating costs

Total Cost for previous year

COUNTY .  DATE

SPONSOR T

{Fcr Private Schools And Residential Child Care Institutions)

quEPARED BY . ] .

WVDE &43-10-37a 5/8%
G - 30.8




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

PERPETUAL INVENTORY OF CONSUMABLE ITEMS

A, ITEM B. UNIT SilZt
C. D. E. F. G. H. i,
DATE AMOUNT VENDGR UNIT AMOUNT BALANCE TOTAL VALUE
RECETVED; PRICE W1 THDRAWN ON HAND ITEHM ON HAND

G - 30.9




WEST VIRGiINIA DEPARTMENT OF EDUCATION
CHILD KUTRITION DIVISION
Charleston, West Virginia 25305

PERPETUAL [INVENTORY OF CONSIMABLE ITEMS

A. ITEM B. UN!T SIZE

C. B. E. F. G. H. I,
DATE AMOUNT VENDOR UNIT AMOUNT BALANCE TOTAL VALUE
RECEIVED PRICE WITHDRAWN | ON HAND 1TEH ON HAND




BQUIPMENT RECORD

Scheool District

Inventory Wumber

Energy SomnrCé:

Squipment

Manufacturer Manual

Model Number tean

Serial Number _ Caa Natural

Purchased Fron Butane ___
Addreas Propane _

BTU
Date Installed Electric____ wWatta___
warranty Information Volts___
Amps __
Equipment Cost § Phase

Funding Scurce: Food Sarvice

Depreciation Schedule:

Federal Aid Page
Cther
Location
oervice Record
Date worg Jone 5y whom Charges
ocation Verification
vate ] Name Late Name {Date Nama

G ~ 30.10
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County

West Virginia Department of Education

Charleston, West Virginia 25305
CHILD NUTRITION PROGRAMS
NON EXPENDABLE EQUIPHMENT DEPRECIATION SCHEDULE

Date

School

Equipment
Value

= Federal | = Adjusted
Share T.ocal Share

x 007

x 12 =
Depreciatio

l

G - 30.12
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Name of School/Center

Pericd From

WEST VIRGINIA DEPARTMENT OF EDUCATION

Division Of Child Nutrition
Charleston, West Virginia

COMPUTER USE TIME RECORD

25305

(Documentation For Pro-rated Use/Cost)

.18 to

, 19

Cate .

Time Used For
Child Nutrition

Time Used For
Other Functions

Name of Operator

Total Hours

1.0 4.9.9.9.6.0.¢.0.0.0.0.0.¢

Parcent of use assigned to Child Nutrition =

Revised 11/12/85 _

(Child Nutrition Time + Total Time)

G - 30.1&4




SECTION H

MONITORING AND AUDITING

Monitoring
The Management Evaluation
On-Site Visit
Corrective Action
Assessment Procedure - Free and Reduced Meal Application
Assessment Procedure - Meal Components and Quantities
Policy Coficerning Repayment of Funds to WVYDE
Auditing
AiIMS Monitoring
AIMS Review
AIMS Exit Conference
AIMS Secend Review
West Virginia Standards for Educational Exceilence
Exhibits =
Management Ewvaluation
WVDE 43-30-03-5 (On Site Visit)
=tan of Corrective Action
WVDE 43-10-13-ME (Noted Exceptions)

Indicators of Attainment
Self-Ewvaluation Check List
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MONITORING

By law, state and local education agencies are responsible for the
administration and supervision of child nutrition programs funded under
the National Scheool Lunch Act and the Child Nutrition Act. Field
persennel of the child nutrition staff of the WVDE monitor and
supervise local operations, provide technical assistance and assist with
the nservice training of food service personnel.

Cocrdinators 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 fosd 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 ©n-Site Visit [H - 30.2]

The SFA 15 responsible for maintaining a regular schedule of on-site
visits to schools to ensure program compliance. In order to adequately
monitor all aspects of the program, it is advisable to use an instrument
such as the Self Evaluation Checklist [H - 30.8]. This form is also
recommended for use by the Jocal scheool administrator.




THE MANAGEMENT EVALUATION

The Management Evaluation, a comprehensive review, is conducted
periodically in participating schools. During a Management Ewvaluation
the following aspects of the program are reviewed:

analysis of the meal;

menu planning and meal service;

free and reduced price meal policies;

civil rights compliance;

purchasing practices and utilizaticn of USDA deonated foeds;
sanitation and safety;

facilities and equipment;

participation/production records; and

NET activities.

A record of the review is made on the form entitled "Child Nutrition
Programs, Management Evaiuation" [H - 30.1]. The back of each page
of the Management Evaluation form will define the items monitored.

[tems which should be available for review at the time of the
Management Evaluation:

active enrcliment;

estimated average daily attendance;

attendance on date of review;

Policies of Cperation Manual;

previous two months reports (participation and financial) and
invopices;

check book;

deposit siips;

previcus two months child nutriticn program account bank
statements;

equipment inventory;

Policy Statement;

applications for free/reduced price meals;

master list of students eligible for free/reduced price meais;

file of verification procedures and information;

enreollment by race;

numbers of students eligible for free/reduced price meafs by
race; :

documantation of student/parent involvement;

production records; and

sanitarian's report.




ON-SITE VISIT

The ©Cn-Site Visit is a review of one or more particular phases of the
program. For example, an on-site visit toc a school or 3FA may be
made to specifically review record keeping systems or menus and meal
guality without reviewing the total program operation. A record of this
type of review is made on Form WVDE 43-30-01-5 entitied Record of
Cn-Site Review [H - 30.2].




CORRECTIVE ACTION

If, during either the management evaluation or the on-site review, a
need for corrective action is found, the problem is noted on the Plan of
Corrective "Action form [H - 30.3]. Response by the administrator is
required within ten working days.

if, on the day of the review, the meais served do not meet USDA
reqguirements for meal components and guantities, the entire reimburse-
ment for the date of the visit will be withheld from the current claim
for reimbursement.

Errors found during the review of free and reduced price meal applica-
tions are listed on the Form WVDE 43-10-13-ME (Noted Exceptions)
[H - 30.4] _and the current monthly claims for reimbursement will be
adjusted to include overpayment o¢r underpayment resulting from

improperty claimed meals.




ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

while checking applications, if errors are found, the WVDE coordinator
will allow the school official tc make any corrections possible at the iime
of the review. The remaining applications with errcrs will be listed on
Form WVDE 43-10-13-ME {Free and Reduced Applications with Noted
Exceptions) [H - 30.4]. The scheool official will be given the
cpportunity to provide proof of the number of meais the student
consumed using the date of the application approval, the school
calendar, attendance register and/or meal participation roster. Meals to
be assessed shall be from the day of applicaticn approval to the day
before the visit of the WVDE coordinater.

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 mulitiplied by the number of meals served.

Error Code B Approved free sheould have been ineligible. The
free reimbursemeni rate is muliiplied by the number
of meals served.

Error Code C  Approved reduced should have been free. No
assassment.

Error Code D Approved reduced should have been ineligible. The
reduced reimbursement rate is multiplied by the
number of meals served.

Error Code E Denied should have been free. No assessment.
Error Code F  Denied should have been reduced. No assessment.

Error Code G Insufficient data. Based on the checked approval,
either free cor reduced, the assessment is figured as
in B and D.

Copies of the Form WVDE 43-10-13-ME will be left with the Management
Evaluation and Corrective Action form. The school is allowed ten
working days to complete or correct the application before assessment is
made. =,




ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

The WVDE coordinastor will determine if the meal served on the day of
the review contains the components and quantities to meet meal pattern

requiremenis. If the components and/or guantities are inadequate to
meet USDA reguirements, assessment will be made for all reimbursement
for that day's meal. |[|f the schocl has a choice of menus and only one

menu is inadequate in compcnents and/or gquantities, then only the
section 4 (paying students) reimbursement can be assessed, since it is
impossible to deiermine how many free and reduced price meal students

chose that mentu.




POLICY CONCERNING REPAYMENT OF FUNDS TO WVDE

There are several situations that arise which require an SFA or school
to repay funds to WVDE. The following clarifies policy and methods for
repayment,

1. when the situation reguiring repayment occurs during the
current federal fiscal year {(October 1 to September 30), the
amount owed should be deducted from the following month's
claim.

For example: An error on October claim (WVDE
43-10-30) [G - 30.5] resulis in an overciaim of $30.0C.
This amount should be deducted from the November claim
for reimbursement and a note of explanation included.

2. If the sjtuation requiring overpayment occcurs during the
previous federal fiscal vyear, the amount must be repaid by
check to WVDE within 80 days of the finding.

For example: If the error had been on the September
claim, a check for $30.00 must be written to WVDE.

3. There are alsc situations which require bcth methods of
repayment.

For example: During a review in December an error in
application approval is found. The overciaim for meals
claimed for ineligible children during September would be
repaid by check (written to WVDE) while meals
incorrectly ciazimed in October, November and December
would be deducted from the claim for reimbursement for
December.

4, All monies owed tc WVDE must be repaid within 80 days of
notification of the debt. After the 60 day period, SFA
reimbursement will be delayed uniil the funds are received.




AUDITING

in West Virginia, state law requires an annua!l audit of SFAs. The law
states that such fiscal audits sha!ll be conducted by the WV State Tax
Commission. In addition, all SFAs must certify that annual audits of
the accounts of each school have been perfermed by an  auditor,
certified public accountant or a qualified person employed by the SFA.

The audit of all fiscal accounts will be conducted by auditers from the
WY State “Tax Commission, in order to meet the pregram audit
requirements as set forth in the USDA Audit Guide for school
programs, the WV State Tax Commission Office will, upon the completion
of the audit of the fiscal accounts, appoint a private auditor or
certified public accountant to conduct a program audit for the child
nutrition program funds. The WV State Tax Commission will encourage
the private firms, which it has appointed, to complete the child
nutrition pregram audit to utilize, wherever possible, data gathered by
the WV State Tax Commissicn staff. Each SFA will be charged by ths
private auditing firm for the child nutrition program pertion of the
audit. The SFA will be charged a per diem fee and expenses by the
WY State Tax Commission fTor the commission's fiscal portien of the
audit.

The findings or recommendations concerning the chiid nutrition program
audits must be reviewed immediately by the WVDE. Notice of audit
findings and recommendations shall be forwarded to the SFA within ten
days. WVDE shall work toward resociution of the findings within 90
days. -




AIMS MONITORING

In 1978, the USDA {inspector General expressed to the USDA Assistant
Secretary for Food and Consumer Services, a concern that deficiencies
fundamentai tc the operation of the FNS programs had been found to
continually occur in program entities audited by the Office of Audit,
USDA. Several deficiencies that had been repeatedly encountered in
child nutrition programs were:

overstated meal counts;

meals claimed for free/reduced price reimbursement not
supported by approval applications; and/or

meals not meeting USDA meal requirements.

These uncerrected deficiencies had generated large dollar losses to the
USDA  according to the Inspector General. Consequently  an
appropriation was earmarked *for activities including audits, to identify
and take any needed corrective action concerning administrative
problems in the scheol feeding programs - such as non-compliance with
meal standards or eligibility criteria and the submission of
reimbursement claims which exceed actual meal costs",

The USDA proposed an Assessment, Improvement and Monitoring System
(AIMS) tc be impiemented within the state agencies to assist them in
identifying operational and management preblems in the administration cof
child nutrition programs and to take corrective action when needed.
The AIMS menitoring in West Virginia has been scheduled concurrently
with the West Virginia Standards of Educational Excellence On-Site
Reviews,

The objectives of AIMS are:

to ~analyze current school lunch program management by state
agencies;

te foster improvements in program manzagement by states;

to monitor effectively the use of USDA funds; and

to protect the nutritional integrity of meals served.

AIMS requires each state to monitor it's child nutrition programs on a
four vyear cycle. States are required to identify problems in the
management of child nutrition programs by SFAs and to initiate
corrective action in order to comply with four performance standards.




AIMS REVIEW

The four pgerfermance standards are designed itc address the major
problems of ~accountability and nutritional integrity facing the child
nutrition programs as identified by existing management and monitoring

tools available to USDA.
Performance Standards )
1. Within the SFA, esach student's
applicaticn for free and reduced
price meals is correctly approved
or denied in accordance with the
application provisions:
total househcold income;
names cf all household
members;
social security number of all
adult household members or
an indication that a house-
hold member does not possess
cne; and

. signature of an adult member
of the household.

Review Process

Reviewers check each application
(WVDE 43-10-20) for accuracy.

[f 10% or more of free/reduced
applications in SFA are incorrectly
approved or denied, then correciive
action is required.

No second review.

2. The number of free/reduced
price meals claimed for reim-
bursement by each schoo! for
any review period are, in each
case, less than or equal to the
number of students in that
school correctly approved for
free and reduced price meals,
respectively, for the review
period times the days of cpera-
tion for the review period.

‘Master lists are compared with

correct applications on file. WVDE
43-10-30-5 {G - 30.1] reviewed.

[f a specified number of schocls
reviewed are claiming more free
ot reduced price meals than the
correctly and currently approved
applications on file, then a second
review occurs,

3. The system for counting and
recording meal totals for paid,
free and reduced meals claimed
for reimpursement at both the
SFA and school level yields
correct claims.

On-site observations of school's count-
ing and recording systems are made.

If a specific number of schools incor-
rectly counted and/or recorded lunches
claimed for reimbursement, then a
second review occurs.

If the SFA claim for reimbursemsnt
has been incorrectly consolidated
which overclaims meals, then fiscal
action takes place.

4. Meals claimed for reimbursement
within the SFA contain food
componerits (and guantities) as
required.by regulations.

H - 10

On-site cbservations of meal pre-
pared and review of past menus and
praduction records are made.

If 10% or more of total meals observed
in SFA are missing one or more com-
ponents then corrective action required.




AIMS EXIT CONFERENCE

Following an AIMS review, WVDE representatives will conduct an exit
conference with officials of the SFA to:

discuss deficiencies observed;

describe the extent of the deficiencies; and

outline corrective action needed (this must Iinclude, if
necessary, amanding the claims for reimbursement for the
period reviewed).

When error folerances are exceeded, a discussion cof a formal corrective
action plan takes place. After 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 3FAs a clear understanding of all performance
standards and the SFA must decument all corrective action.

Formal corrective action plans must include:
corrective action needed {(amendment of claims for reimbursement
for the review period);
time frame for completion; and
signature of SFA representative.
The WVDE must:

assist the SFA In the development of the correciive action plan;

and
approve and sign ihe plan within 680 days of the next
conference.

When it Is necessary for the WVDE to assess and recover monsy from
overclaims on meals/milk served, the sponsor is required to adjust SFA
records by submitting a revised report on Form WVDE 43-10-30
[G - 30.5] for the month in which the overclaim occurred. The
repayment to the WVDE is to be made by check.

H - 11




AIMS SECOND REVIEW

SFAs found to sxceed error tolerances for Performance Sitandards 2 and
3 must have second reviews., The first and second reviews are to be
conducted within the same schoco! wvear, if possible, However, second
reviews shall be completed no later than December 231 ¢f the vear
following the year of the first review.

The WVDE must assess and recover funds on newly discovered or
continuing performance standard deficiencies whether they exceed
tolerance levels or not. Corrective action pians must be amended or
extended I[f any performance standard tolerances are exceeded on
sacond reviews.

H - 12




WEST VIRGINIA STANDARDS FOR EDUCATIONAL EXCELLENCE

in compliance with 18-9A-~22 of the West Virginia Code of the West
Virginia Board of Education 2320, SFAs develop and submit to the WVDE
a County Plan for Educational Excellence. The plan includes an
assessment of the S5FA's compliance with standards for educational
quality as measured by the indicators of attainment (West Virginia
Board of Education Policy 2321) and specific plans to comply with
standards not currently met. Standards which apply specifically to
chiid nutrition programs are included [H ~ 30.5].

Each SFA, through its superintendent and staff, will conduct county-
wide assessments to determine local needs and priorities upon which the
county plan for educational excellence will be based. These
assessments will determine compliance with the standards for educational
quality and alse will be used to establish local needs and priorities
above the minimum standards.

H =13




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHARLESTON, WEST VIRGINIA 25305

CHILD NUTRITION PROGRAMS

MANAGEMENT EVALUATICN

Name of School/Institution

Address

Sponsor's Name

Sponsor's Address
Type of license

Expiration date _

Approved capacity

Approved Age Range

*is current license posted Yes Ne

© Date

Active Enroliment

Estimated Average Daily Aﬂendance

Food Preparation:
On Site
Vended

Persons Interviewed and Titles:

Satellite
in Cottages

Follow-up Date:

ADP CHILDREN

%STUDENT

ADP

MEAL

FREE

RED. PAID TOTAL

PARTICIPATION

ADULT

BREAKFAST

LUNCH/SUPPER

MILK

SUPPLEMENT

A. POLICIES OF OPERATION MANUAL

YES

NO

= Policies of Operation Manual up to date

B. RECORD KEEPING PROCEDURES
1. PARTICIPATION FIGURES (BREAKFAST)

-a.
*b.

'c.
“d.

Obteined from accurate point of sarvice count

—

| ————

Do not exceed numter of active applications for free/
reduced meals

e— .. = Comespond to consolidated WVDE 43-10-30S (or 43-30-30)

et e

A la carte itams properly accountad for

2. PARTICIPATION FIGURES (LUNCH/SUPPER)

‘a.
Ib'

‘C.

Obtainad from accurats point of sarvice count

Do not exesd number of active applications approved for free/
reduced meals

Correspond to consolidatad WVDE 43-10-30S (¢r 43-30-30}

3. PARTICIPATION FIGURES (SUPPLEMENT)

‘a. —_— Cbtained from accurate point of service count

L. ————  ———— Do not excead number of active applications approved for free/
reduced meals

*c, Correspond to consolidated WVDE 43-30-30

4. FINANCIAL MANAGEMENT {INCOME)

‘a.
b,
e,
*d.

§. FINANCIAL M

am——

_ Interast on invested funds deposited to food service account

Income documentad and reported on date received
Funds protectad from loss

Income properiy categorized on WVDE 43-10-31 (or 43-30-31)

ANAGEMENT (DISBURSEMENTS)

Parson Responsibie

Parson Responsible

Person Hesponsible

Person Responsible

‘a, —_— Checks supported by itamized and signed invoices

*b. ——— . Purchases utilized by food service program :

‘e, e  —. Expenditures correspond to [nformation reperted on WVDE 43-10-31 {or 43-30-31)
*d. e smmme—— _Invoicas on file for three years School Sponsor

*f. —— e Monthly raports on file for thres years School Sponsor

Q. —_— Food sarvice account reconciled with periodic bank statement

Person Responsible

"Negalive response requires correctiva action

A3-40-22

1 Signature of Reviewer

H - 30.t1




WEST VIRGINIA DEPARTMENT OF EDUCATION
CHARLESTON, WEST VIRGINIA 25305

MANAGEMENT EVALUATION

SCHOOU/INSTITUTION

C. FREE AND REDUCED PRICE MEAL PCLICIES, CIVIL RiGHTS AND HANDICAPPED

YES
1.

NO

.— Policy Statement up to date

2. ANONYMITY PROTECTED IN:

s,
“b.

Collection and serving procedures (Braakfast)
— - Coliection and serving proceduras {(Lunch}

3. APPLICATIONS FOR FREE/REDUCED PRICE MEALS

‘.
*c.
a.
6.
*f.

4. MASTER LIST
*a.

1]

"b.
c.
d.

Distributed to every child in school:
Letter to parent Application

—~ Complete for every child for whom free/raduced meals are claimed
Approved within guidelines

.__Filad by approved category

—  OnFile for three vears

Periodicaliy reviewed for temporary status

— _Listed by approved category
Active free Tempeorary free
Temporary reduced Inactive

—  Updated with additions and deietions

- Corresponds with fiting order of applications

_-On fiie for three years

Active reduced
Denied

8. COMPLIANCE WITH STATEWIDE VERIFICATION PROCEDURES

AT

_-Date of sample selection

— __ Number students verified

— Current acceptable verification documents on file
-Completion on assigned date

Person Responsible

Person Responsible

Person Responsible

g, American Asian or Black (not Hispanic White (not TOTAL
DATA BY Indian or Pacific Hispanic) Hispanig}
RACE Alaskan islander
ENRCLLED
APPLICATIONS .
APPROVED FREE
AFPLICATIONS
APPRCVED REDUCED
APPLICATIONS DENIED
If no minorities are enrolled, what is the percent minority population in the area? %
7. COMPLIANCE WITH CIVIL RIGHTS AND HANDICAFPPED REGULATIONS: )
g. — ——— _Nondiscrimination poster is displayed
b. —_—  —  letters to parents or guardians of participants coniain the nondlscnmmahon statemant and the
proceduras tor filing 2 compliant
N —— e~ _ Approval of applications for free and reduced price meals
*d. —_— Verification procedure
‘e. —  ———— -Assignment of dining areas, serving lines and eating periods
*f. —_—  ———— _Special maals ara provided to children with dietary or health problems
*a. — e Physiclan's statements are on file for children requiring special mesls
*h. — ——— —Sarvices and facilities are accessible to all parsons without regard to race, creed, color, national
origin, sex, age, or handicap
D. SALE OF COMPETITIVE FOODS
1. R _Sale of “non-nutritious foeds” prohibited
2. —_— ——— “Competitive'/other food sales prohnbited in tha schoo! lunchroom during meal periods
3. —_—  — _ Money from milk salas ia deposited in the food services account
*Neagative response requires corrective action
2 Signature of Reviewer H - 30.1a '

43-40-22




WEST VIRGINIA DEPARTMENT _OF EDUCATION
CHARLESTON, WEST VIRGINIA 25305

CHILD NUTRITION PROGRAMS
MANAGEMENT EVALUATION

SCHOOL/INSTITUTION

. E. FOOD SERVICE PERSONNEL

1.

YES

NO

nel Report
Participated in State sponsored NET Training Ferson Po

TYPE NUMBER

a CTP

b. College

c. Pre-service
d. In-service
e

f
Q

Ciassification NUMBER HCURS

CCFP (Annua! Training) Cafeteria Manager

: Other
bservable evidence training utilized

il

Cook Il

Cook I

Cock |

Other

TOTAL

Meazls/Hour Production! amm /HA

F. MEAL PLANNING AND PRODUCTION

1.

~F ©® o0

?3.—?"

fo8 © aow

MEAL PLANNING

Menus are planned and recerded in advance
Manus are posted and pubiished Person Responsible
Work area provided for meal planning, etc.

REVIEW OF PRODUCTION RECORDS FOR MONTH OF INDICATES:

Currant
On file for three years
Meals met component requirements

|11
|

Nutrients included as recommended
Serving sizes listed

Lefiovers accounted for

All foods recorded in proper categories

Recommendations met concerning variety of;

I

Meat/meat alternats

Main dish

Vegetabla/Aruit

Meals met quantity raquirsmants

Sound production practices evidant

Participation data corresponds to report figures (WVDE 43-10-305)
All aduit meals reported (including cooks)

G. PURCHASING PRACTICES/USE OF USDA FOODS

IHNEO RO

I
A

Sound purchasing practices ars avident
Individual purchases from vendors are prohibitsd Parson Respensible
Product analysis sheet on file for prepared food items

Current invantory records maintained: donated foods

——__purchased focds supplies

USDA foods are utilized to the best advantage

USDA foods are properly racsipted and accounted for

USDA foods are on hand for lass than one year

The county/sponsor has a written procurement plan

H. NUTRITION AND NUTRITION EDUCATION POLICIES

1.
2.
3.

Nutriticn activities conducted
Teachars trained through NET (refer to NET evaluation answer is yes)
Compliance with regulations on student and parant involvement

. *Negative respense requires corrective action

43-40-22

Signature of Raviewer

3 H - 30.1b




WEST VIRGINIA DEPARTMENT OF EDUCATION

CHARLESTON, WEST VIAGINIA 25308

CHILD NUTRITION PROGRAMS

MAMNAGEMENT EVALUATION ADDENDUM:
MEAL ANALYSIS

Schoo!/Institution
DATE: -

MEALS SERVED

Students

Aduits

QOthers

Total

Attendance Today

I. MEAL ANALYSIS (Circle one) BREAKFAST LUNCH SUPPER  SUPPLEMENT (a.m., p.m.) '
NUMBER NUMBER AMOUNT
MENL SERVING FOODS QUANTITY SERVINGS SERVINGS L AMOUNT
EFTOVER
SIZ2E USED USED PREPARED USED DEFICIENT
Meat or Meat
Alternate
Vegetables &
Fruits
Brezd or
Alternate
Milk a5 a
Beverage
Other Foods
YES NO
1. —_— e Meal meets contract requirements
2. — .— Maal is served as a uit
2 — Offer vs, Serve Elemeantary Secondary
4, — Portions are adjusted to meet studant nesds
5. —_ . Piatewaste iz N0t excessive
6. —_ e _ Choices of meal served offered. Types:
: a
b.
c.
8. Foodis: _
a. —_— —  Well prepared
b. _  —  Tasty .
c. — - Aftractively served
d. —. Proper temperatura
8. Moderate use of:
a. ————  Salt
b. — e Sugar
c. —_— Fats
10. ——  —— Proper silverware, dishas and paper goods provided
11, Food sarvice is:
a. —_— —_ Efliciant
b. - Sanitary, clean, ordarly
e _ e Adequate time provided for meal
13, - _ Pleasant meal time atmosphere
14, -— e~ Students are properly supsarvised
*15. The % of student meal parlicipation is average or above
“Negative response requires corractive action
' Signature of Reviewer
43-40-22 .
4 H - 30.1¢




WEST VIRGINIA DEPARTMENT OF EDUCATION

CHARLESTON, WEST VIRGINIA 25305

CHILD NUTRITION PROGRAMS

MANAGEMENT EVALUATION ADDENDUM:
FACILITIES AND EQUIPMENT

SCHOOL

J. FACILITIES AND EQUIPMENT
1. SANITATION Date of last visit

Score
ES Nature of findings

e
=z
o

Sanitation's repornt is avallable

Program facilities are off Iimlts to unauthorized personnel
Workers are waaring uniforms and hairnets

Student help is properly attired
Student help Is properly supervised

=0000R

1111
1]

Proper dishwashing procedures are foliowad

2. STORAGE (SEE USDA GUIDE PA403)

a. - Adequate in size
b. —_—  ——  Suitable for intended purpese
c. —_ —  Propertemperature
d. —_ —  Proper ventilation
*a, —_ — .. Protected from pilfarage
*f, —_ —. Food is stored off the floor
*g. —_ .. Satisfactory arrangement of food and supplies
h. —  —  Adeguate shelving
i -——en  ——  Adeqguate refrigeration and freezing equipment
_k e—— ——— DOnly program items in storage areas
K. — = Accessible to kitchen
-l e —— Pest and rodent centrol

3. KITCHEN AREA

Adequate in size
Suitable far intended purpose

* Adequate equipment for food service needs
Maximum utilization of equipmant
Equipment properly mainiazined
Area clean and orgerly

a0 On

T T

"
T

4. DINING AREA

1. - Adaguate Tn size

b. —_ Sultable for intanded purpose

c. N Adeguate equipment

d. —_ Attractive decor . . .
e, - Display of nutriticn education materials
. Area claan and orderly

5§, EQUIPMENT INVENTORY

a. On file School e Sponsor

b. _ ——  Shown receipt

c. —_ —— Uptodate

d. —  Total value corresponds to county inventory

6. EQUIPMENT PURCHASED WITH FOOD SERVICE ASSISTANCE FUNDS

a. — . FS8EA equipment still in use for preparation of service of children's meals
b, —_ ——— Manufacturer's serial numbers correspond to state inventory
< .Equipment is in good repair

*Negative response requires corraction action.

Signature of Reviewer
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WEST VIRIGNIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 253058

CHILD NUTRITICN PROGRAMS
MANAGEMENT EVALUATION

PLANS FOR CORRECTIVE ACTION

SCHOOLS, INSTITUTIONS AND CENTERS DATE
NAME OF SCHOOL, INSTITUTICN OR GENTER | Within 10 working days return' 2 copies to:
ADDRESS WV Department of Education

Child Nutrition Division
Capitol Complex, Building 6

SPONSOR'S NAME ' Room B-248
Charleston, WV 25305
SPONSOR'S ADDRESS ATTENTION:

TYPE OF EVALUATICN

O AIMS 0 Management Evaluation g Civil Rights Compliance 0 On-Site Review

An evaluation of the school/agency on the above date indicates the neec for corrections in the areas listed below. In
the space provided, indicate corrective action taken or planned,

TOTAL ASSESSMENT

Signature of administrator or principal
43-40-22
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WEST VIRGINIA DEFPARTMENT OF EDUCATION
Charleston, West Virginia 25305
CHILD NUTRITION PROGRAMS {County Board of FEducation or Sponscrinzg Aoency,

RECQRD OF ON-SITE VISIT

{(Name of School, Center, Institutien, Home, Camp or FProgram)

(Address of School, Center, Institution, Home, Camp or Program)

T " {Name and Title of Person{s) Contacted)

INITIAL PURFOED QF VISIT: AREAZ(S) CHECKLD DURING VISIT: (Check One or Morc)

OLUTREACH Meal Quality Nutritaon Edurat. .
NEW PROGRAM Meoal Service ' Personnel Trsiring
PRE-AFPPROVAL Free & Reduced Price Meals Competetive Foods
REQUEET Records & Reports Meal Reguirsm=cnte

NET ) - Sanjtation & Safetv ' Equipment & Facilicieo
TECENICAL ASSISTANCE Other {Designate)

MONITORING =

—
———
—
——

T

——
—
ot
e
——

CoMMINTE: (Based Upon a General Overview of the Area(s) Designated Rbove == NCT a Lctailed
Analysis or Evaluatiocn)

RECOMMI JDATIONS: (Indication of Needed Emphasis, Based Upon a General Overview)

{signature) ' {Date of Visit)

WVDE  43-30-03-%
H - 30.2




WEST VIRGINIA DEPARTMENT OF EDUCATION DATE
Charleston, West Virginia 25305

CHILD NUTRITION PROGRAMS
MANAGEMENT EVALUATION

PLAN OF CORRECTIVE ACTION
SCHOCLS, INSTITUTIONS AND CENTERS

Within 10 working days returmn 1 copy to:

NAME Of SCHOOL, INSTITUTION OR CENTER

ADDRESS

SPONSOR'S NAME -

SPONSOR'S ADDRESS and send 1 copy to state office

During a management evaluation of the school on the above Jale, need for corrections was found in the areas listed below. In the space provided,
indicate corrective action taken or planned. :

Signature of administrator or principal

5 H - 30.3
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To

determine

FOOD SERVICES -

compliance  with the standard, circie the most appropriate

assessment of the county's level of compliance with each indicator based on the

following scale:

4+ WY —
iImooou

1l

Complied with as stated

- Cemplied with through alternative means (Explain)
Not fully met; however, a reasonable plan of action exists through
which the indicator will be attained within one year
Not in compliance and no plan of action exists through which the
indicater’ will be met within one year

(4]]

The county board of education shall provide food services designed to meet
the nutritional needs of students.

5.1

w
[ ]

Food service programs meet applicable state and federal nutrition

standards.

4.

All schools participating in Tederally supported school breakfasts
and/or lunch programs have approved applications on file with
the county beard of educaticon.

Meals served under federally supported food service programs
centain components and guantities which meet or exceed state
standards and appiicable federal regulations.

A nutritious breakfast is made available to all students except
when a waiver has been granted the schoal by the state
superintendent of schools.

Foods available for sale to students during the school day comply with
established state standards of nutriticnal guality.

a.

Candy, soft drinks, chewing gum or flavored ice bars are not
offered for sale to students during the school day.

No - foods other than school breakfast/lunch, milk or juice are
soid In the scheol lunchroom or dining areas during the meai
pericds. :

Needs“Assessment Beyond Compliance With The Standards

Checking compliance with indicators is a required part of a needs assessment.
Beyond completing a checklist for compliance with indicators, there are a
number of optional activities that might be conducted. The following could be
components cf a county-wide assessmenti program:

The

Assessment and Inprovement Monitoring System (AIMS) could be a
compenent of @ needs assessment.

- 30.5




SELF-EVALUATION CHECKXLIST
for Sponsers of Child Nutrition Programs

Name of School -
Review Date
Reviewer

1. Review the Policy Statement for Provision of Free and Reduced
Priced Meals.

a. Is is current?

b. Has it been approved by tke State Agency?

¢. Does it contain all attachments?

d. Does the identified collection method accurately describe

the methed used at this school?
2. Review the applicaticns for free and reduced price meals.

a, Are all applications current?

b. Have they been completed with all necessary information?

c. Have all applications been correctly approved/signed within
the eligibility guidelines? )

d. Are the applications filed by approved category?

e. Does the master (or working) list of eligible students
correspond to all current, correctly approved applications.”?

f. Is there notation of a periodic review of all applications on
temporary approval status?

g. Has the verification process been completed for the required
number of applications?

h. If not complete, are verification activities on schedule to date?

i. Is acceptable documentation on file for each step of the veri-
fication process?

3. Review the production records for breakfasts served.

a. Do ail menus containo the 3 required components?

b. Do the records show that production was sufficient te¢ serve
each student the required quantity of the bread/cereal
component each day?

c. Do the records show that production was sufficient to serve
each student the required quantity of the fruit/vegetable
comporent each day?

d. Do the records show that the required quantity of milk was

" used each day?

e. If pre-portiocn, single service, or manufactured items are used,
is documentation available on zach item to identify its
contribution te the meal pattern requirements?

4. Review the production records for lunches served,

a. Do all menus contain the 4 required components (5 required
food items)? ' ‘

b. Do the records show that planned pertion sizes (and/or pro-
ducticn) would be sufficient to comply with the meat/meat
alternate quantity requirements each day?

c. Do the records show that plénned pertion sizes {ard/or pro-
duction) would be sufficient to comply with the fruit/veg-
etable guantity requirements each day?

H - 30.6




. Is all equipment operable

. Do the records show that planned portion sizes (and/or pro-

duction) would be sufficient to comply with the bread/bread

alternate quantity requirements sach day?

Do the records show that daily milk service was in compliance .
with regulations on type and guantity of milk available?

If pre-porticned, manufactured, or convenience items are used, is
documentaticn available on each item to identify its contri~

bution to the meal pattern requirements?

Review the bus zchedules {including pumbers of children}, the
schedules for organized class activities, and the meal service
schedules.

. Do 211 students have the opportunity tc eat breakfast with a

minimum of 10 mianvtes after baing served?

Do all students have the opportunity to eat lupch witk a
minimum of 20 minutes after being served?

Is there 3 minimum of 3 hours between breakfagt and lunch

service for each group ¢f students?

Observe breakfast service,

Is there a method being used to obtain an accurate point-of
service count by category of breakfasts served?
Does each student receive the complete meal?

. Deces each student have a minimum of 1) minutes to eat bafore

the firet bell?
Observe lunch service,

Is there a method being used to obtain an accurate point-of
service count by category ¢f lunches served? .

. Does each student receive a reimbursable meal in compliance

with regquirement's or meal components, pertion sizes and cifer
vs. serve regulations?

. Does each student have a mipnimum ¢F 20 minutes eating time

after being served?

Cbserve all aresas of the school where drinks, spacks or any
other foods are being sold.

Is the complete breakfast, the school lunch or extra milk the
oply food service available in the dining area(s) during the
scheduled meal period(s)”?

Are all foods and/or drinks available to students in compliance
with the WV competitive foods mandate?

For a2ll questionable food items, is there adeguate documentation
available to identify the percent (by weight) of total sugars/
sweeteners?

For all quésticnable drink items, is there adequate documentation
available to identify the percentage content of fuli-strength
Juice?

Observe the kitchen, storage and dining facilities.
nd in good repair?

and i
Are all _areas free from obaervable safety hazards?
Are 311 areas free from observable health hazards?




SECTION J

FOOD SERVICE POLICIES

Meal Service

Meal Service for the Handicapped

Meal Service for Detention Hall Students
Meal Service for Senior Citizens
Emergency Feeding

Charging Meals

l.ost, Stolen and Misused Tickets

Use of Foods, Supplies and Equipment
Safety and Sanitation

Sale of Nutritious Foods

Sale of Non-Nutriticus fFoods
Definftions

Guideline for Product Setection

Meals for Secondary Students Attending Colleges
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13
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MEAL SERVICE

Not less than thres hours nor more than four and cme-half hours should
elapse between the service of the schoeol breakfast and the schoof
lunch. A minimum of ten minutes of eating time (after going through
the serving line) is to ke provided for the scheol breakfast and a
minimum of-twenty minutes eating time (after going through the serving
tine) for the schoo! lunch.

All foods available at the meal period should be a part of the menu and
be included in the regular meal price. [f food is available, second
servings may be offered at no charge after the student has eaten the
major portion of the meal.

Adults shall be served the same menu served to studenis in portions
not to exceed that of secondary students. No special foods shall bs
prepared for adults. All adults shall be served in front of the regular
serving colinier. Adults shail not remove foocd from students trays for
the consumption of any other person.

If Y“super meals" or choice of milk {i.e. milk shakes) are coffered, 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 mezls must be offered the same service at no additionai cost.




MEAL SERVICE FOR THE HANDICAPPED

Meals must De provided for the handicapped at no additional charge or
free or reduced te those with approved free and/or reduced price
applications on file. Special equipment for preparation and utensils for
eating are allowable cosis.




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 a means of discipline cr as a resuit of

discipline for violation of school policies.

In schools where offer wversus serve is practiced or where chaoices of
menus or menu items are offered, the student being disciplined and/or
the student in detention hall must have the identical type meal service

available to other students.




MEAL SERVICE FOR SENIOR CITIZENS

Schocls are encouraged to initiate programs to provide meals for senior
citizens. “Payment of the adult meal rate must be made either by the
individual receiving the meal or by partial or no payment by the
recipient with the remainder paid by ancther agency.




EMERGENCY FEEDING

If schoo! food service facilities are utilized in emergency situations,
supplies and foods on hand (both purchased and donated) may be used
for emergency feeding. Accurate inventory rescords must be maintained
and replacement or repayment must be reguested from the appropriate
disaster relief agency.




CHARGING MEALS

in most Situations, particularly in the case of elementary and middie
schools, there shouid be some provisicn for charging meazls and/or milk
ont an emergency short-term basis. The practice of charging meals over
long periods of time in lieu of making applicatien for free or reduced
orice meal service should be avoided. Schools may develop systems for
billing families on a regular basis. However, schcels are not reguired
to provide meals or milk indefinitely when payment has not been made
in the time determined tc be reascnable by the local school officials.
Schools are encouraged to obtain completed free and/or reduced price
meal applications when financial need is obvious.




LOST, STOLEN AND MISUSED TICKETS

Local school officials should develop procedures tc 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 action. This may
include, when necessary, the same disciplinary measures that would be
used in resolving any other infraction of school standards and rules of
conduct.

The decision to replace a ticket belongs to the school regardless of the
circumstances. The "lost" or ‘stolen” ticket may be replaced or the
school may chocse cne of several options. The options may include
accompanying or monitoring all students who report lost or stolen
tickets - needy and non-needy - through the food service line;
oroviding a list of those studenis' names to the cashier; or any locally
developed measure that complies with the legisiated boundaries.
Regardiess of which option is chosen, the eligible needy student must
be provided with the free or reduced price meal.

Schools may alsc initiate a procedure which would sanction an ineiigible
student for attempting to use a ticket to cbifain a meal when that ticket
was lost, stolen or when it was determined that the ticket was otherwise
obtained by fraud. [n 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.




USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, USDA donated Tfoods or purchased foods shall not be
sold, traded or given away, except as used in reguiar meal service.
No foods, including left-overs, shall be removed from the school food
service area by food service personnel either for their own use or for
the use of others, except for school sponsored activities.

All eguipment and supplies shall be properly inventoried and shall not
be removed from the schoel food service area without appropriate
authorization. Records must be maintained verifying the date a piece of
equipment was loaned from the food service department, the date
returned, the principal's signature and the name of the borrower.

It is recommended that individuals nct make purchases from venders in
the schocls. |If such purchases are made, items delivered may not be
stored in the food service eguipmeni. It is also recommended that no
parsonal ltems be stored in food service equipment or storage areas.

Focd for outside functions (not school sponscred) shall not be prepared
in the Kkitchen during the regular work day. Schocl food sarvice
facilities may be used by school or coemmunity groups for food service
when authorized by the school administrator. At least one school food
service employee shall be In charge to ensure control over the child
nutriton “program focds and for proper use and care of equipment and
facilities.” Wages for the school foocd service perscnnel shall be paid by
the organization using the facilities in accordance with current wage
and hour regulations and SFA paolicy.




SAFETY AND SANITATION

To avoid health and safety hazards, only authorized school food service
personnel shall be allowed in the {ood preparation and serving areas.
Use of tobacco shall not be permiited in the schoo! food preparation and
service areas.

It is recommended that food service personnel wear clean uniforms.
Approved hair restraints are required.

Students working in the food service area must wear hair restraints and
a smock or full apron. These garments shall be stored in the food
service area and shall be laundered as needed.

To ensure that foods are served at proper temperaturses, plates or
trays should be filled only as the studenis pass through the line. In
schools, family style is not permitted for students and/or aduits.




SALE OF NUTRITIOUS FCOODS

When schoois sell nutritious food items during the school day, West
Virginia Board of Education regulations specify that no food other than
the school lunch, breakfast and milk shall be served In the lunchroom
during the meal pericd.

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.

J - 10




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 wvocational schools, during the
school day. The school day is defined as the pericd of time between
the scheduled arrival of the first child at school and until the
departure of the last curricular bus.

According to the state board regulation, any food product commonly
referred to as "candy" may not be sold in the schools during the school
day. All foods and beverages sold during the school day must meet the
WVDE's guidelines. ltems ¢f guestionzbie nutritional content, or
cenfections which are commenly called '"candy" may be sold only if
certification is on file at the school, based upon laboratory analysis of
the specific item, that the food cr beverage dces not fall under the
WVDE's definition of candy, soft drinks, chewing gum or flavored ice
bar. Refer to guidelines for product selection.

This state board regulation must not be confused with a more recent
one passed by the USDA since the guidelines adopted by the WVDE are
mare restrictive and supercede thase of USDA. Schools shall be guided
by definiticns contained herein rather than information furnished by
salesmen.

Foods served at schoo! parties or sold at school bake sales should
contain no more than 40 percent sugar and/or other sweetening agents.

J o= 1




DEFINITIONS

The WVDE,-in a letter to county superintendents dated August 8, 1976,
issued official definitions of these four food and bevearage items.

1.

Candy is defined as any food which, as served in iis finished
form, contains, by weight, 40 percent or more sugar (in
crystalline form or in solution as syrup, both monosaccharides
and disaccarides) and/or other sweetening agents, or any
food product commonly referred to as Ycandy".

Soft drinks as defined in Section 1, Article 19, Chapter 11 of
the Code of West Virginia: (a) "Bottled Soft Drinks" which
are all beverages, whether carbonated or not, or any
preparations commonly referred to as "soft drinks" of
whatever kind, which are closed and sealed in glass, paper
or any other type of container, enveliope, 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
therecf with carbonated or plain water, Ice, fruit, milk or
any other product suitable to make a soft drink. Except that
flavored, Tfluid 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 fruit or vegetable juices may be sold.

Chewing gum Is defined as a preparation of chicle or other
piastic substance sweeiened and/or flavored for chewing.

Flavored ice bar Is defined as a frozen confection ¢onsisting
of water mixed with flavored syrups and/or powders, sugars
and/or other sweetening agents, binders, stabilizers and/or
emulsifiers.

J - 12




GUIDELINES FOR PRODUCT SELECTION

1. The -West Virginia Board of Education mandate on the sales of
fcods_ in schools supercedes any USDA regulation. Definitions of
candy, soft drinks, chewing gum and flavored ice bars were made
avallabie by WVDE in 1876. School personnel should always wverify
information furnished by salespersons.

2. [t Is the responsibility of schocl personnel fo control what
products are placed in wvending machines, school stores and/or
snack bars. Schocl personne!l should obtain product analysis

information frem vendors upon which the decisions are made.

3. Learn to read labels. The United States Food and Drug Adminis-
tration has established standards which reguire that labels on
packaged foods identify the contents of each particular product.

A label must iist ingredients in order of predominance {(in order of
decreasing quantities). |If sugar or some cther caloric sweetener
is listed first, there is more sugar than anything else in the
product. f it is listed as second or third ingredient, it contains
more sugar than all but ocne or two other ingredients .. and so cn
down the list cf ingredients.

4, Distinguish sugars* from ‘'total carbochydrates" in the product
being considered. It is only the "sugar and/cr cther sweeteners"
that must be less than 40% in order to be in compiliance with the
West Virginia regutation.

Voluntary "nutrition information® on packages will indicate the
gram weight of carbohydrate. This is the 'tota! carbohydrate"
whereas the product analysis Information will further identify the

various forms of carbohvdrates. Y"Total carbohydrates" will include
but nect be limited to, '"starch and related carbohydrates,” and
Ydietary fiber" as weil as "sucrcse and other sugars". It is the

"'sucrose and cther sugars” that must be less than 40% by weight.

*There are many forms of sugar. The label or analysis may
not indicate 'sugar!. Watch for other words used to describe
sugar and caloric sweeteners. These words include, but are
not limited to:

brown sugar glucose molasses
coern sweeteners honey natural sweeteners
corn syrup invert sugar powdered sugar
corn syrup solids lactose sorbitol
dextrose levilose sucrose
fructose - maple syrup
S Focds often selected which are iikely to be in non-compliance with
the mandate may include, but are not limited to:
filled doughnuts iced cookies lemonade
frosted ioaster products iced pastries presweetened cereals
fruit flavored drink iced sweet rolls ready-to-serve pudding
fruit flavored punch ices sherbets

J - 13




MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some c&ses high school students participate in a special study
program at_a college. !"Take-out" school lunches may be served by
their appropriate schools and claimed for reimbursement. The provision
of these lunches, however, wouid be at the option of the SFAs since
they are only reguired to make lunches available to eligible students
who are present during the lunch service periods.

The colleges and universities participating in the special study program
are not eligible to participate in the NSLP since they do not meet the
definition of '"school" under program regulations. Therefore, any meals
provided tc the high school students by the colleges wouid not be
eligible for_ NSLP reimbursement, even if the high school compensated
the college for the cost of the meal.

J =14




SECTION K

PERSONNEL AND TRAINING

Pregram Ma:irjdagement

Classification of Cocks

Nutrition Education and Training (NET)

Training Pf‘ogr‘ams for Food Service Personnel
Comprehensive Training Program (CTP) for Cooks
Comprehenﬁive Training Program (CTP) Core Classes

Children and Nutrition

X X

x

I

42

co =~ o




PROGRAM MANAGEMENT

The success of any child nutrition program depends largely on its
personnel. Every employee must be carefully selected for each position.
It is advisable to employ trained personne! at the school tevel and a
trained director or supervisor at the SFA level.

The scheol food service staff should be highly responsible and well
trained. Responsibilities and duties of all personnel shall be established
by the SFA. Employees need an understanding of their responsibilities,
through training and detailed instructions, to do a satisfactory job.
Motivation will be increased If the employee understands the purposes of
the programs and the tasks necessary to achieve those purposes.
Duties, salary schedules, sick lIeave, hours of work, health
examinations and fringe benefits such as social security and retirement
benefits should be described in a statement of SFA policies and shouid
be available to employees.

Each SFA shall maintain a code or standard of conduct which governs
the performance of its employees. USDA regulations state that schoal,
county, state and federal food service employees shall neither solicit
nor accept gratuities, favors cr anything of material monetary wvalue
from contractors, vendors or potential contractors.

In order to maintain a high degree of productivity and performance,
school food service personnel should be evaluated pericdically.

Evaluation criteria and instruments shall be developed by the SFA and
should be made available to the employee and schoel principals.

Evaluation policy is determined by the SFA and should be applicable to
tenured and non-tenured personnel. Evaluation by observation is
recommiended twice a vyear. Some supervisors and principals find it
helpful to” maintain an employee "log" of job performance. Comments
should be dated and initialed.

Empleyment policies are governed by the SFA and must be in agreement
with state and federal laws and regulations. State law 18A-2-5,
requiring —written contracts, applies to tenured, probationary and
substitute  employees. Employees must return signed contracts within
thirty days after receipt or they forfeit the right to employment. Many
counties use a mutual consent form which is appended to the contract
when a change of classification is made or when employees indicate no
desire to._change classification. Principals should check the SFA to
ensure that consistent procedures are being foilowed.

There are 1two sections of state Jjaw that refer o extra duty
assignments. Those which occur on a regularly scheduled basis, as
defined in 18A-4-18, must be covered by a written document. Those
defined in 18A-4-8b de not occur on a regular basis and do not need 1o
be covered by a written document.




SFAs are required to post and date notices of all jeb wvacancies in a
conspicuous werking place for a minimum of five days. No vacancy can
be filled until after the five days, but such wvacancy must be filled
within twenty working days from the posting date.

A vacated pesition or a newly created position may be filled temporarily
with a substitute. State law states that substitute service personnel
shall be assigned on the basis of seniority. When filiing the position of
an absent employee with a substitute, that position shall be offered in
the following order:

1. with a regular employee in the same building having the same
classification categery (Cook |, Cook Il, Cook Ili, Cafeteria
Manager) and the greatest seniority. Such regular employees
shall be assigned on a rotating and senjority basis. The
person filling an absentee position may be given the
opportunity to stay in that positicn through the absence.

2. With a substitute with the greatest length of service time.
Substitutes shall be employed on a rotating basis, according
to their length of service, so that each has an opportunity to
perform similar jobs.

when filling a vacant service personnel position, one must first offer
the position to a regular employee within that ciassification category
(i.e. Cook |, Cook Il, Cook Ill, Cafeteria Manager) having the greatest
seniority and strongest evaiuation. [f no one classified as a cock is
interested in the position, it may be offered tc other service employees
based cn seniority.

it is recommended that child nutrition program participation data be
used to develop a consistent standard for determining the number of
employees for efficient program operations.

Guidance mfgéteriai from the USDA Regional Office states:

"The generally accepted range is 13-16 lunches (or
equivalant) per (laber) hour per food service employee with
efficient operations producing as high as 18 lunches (or
eguivalent) per hour per food service empioyee."

Unless othérw:’se documertted, tweo breakfasts generally provide a lunch
lequivalent" in terms of production time.
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CLASSIFICATION OF COOKS

Classificatié'n of cooks, as stated in Senate Bili 12 has been established
by the Wesi Virginia Legislature. The current classifications are:

Cook |

Cook 1]

Cook Il

Cafeteria Manager

personnel employed as cook’s helper

parsonne! employed to interpret menus, fo
prepare and serve meals and personnel who
have been employed as "Cook 1" for a period
of four vyears, If such personnel have not
been elevated 1to this classification within
that period of time

personnel employed to prepare and serve
meals, make repocrts, prepare requisitions for
supplies, order equipment and request
repairs

personnel to direct the operation of a feod
service program in a school, including
assigning duties to employees, approving
requisiticns for supplies, repairs, keeping
inventories, inspecting areas to maintain
high standards of sanitation, preparing
financial reports and keeping  records
pertinent to food services of a school




NUTRITION EDUCATION AND TRAINING {NET) PROGRAM

For vyears child nutrition directors advecated a nutrition education
pregram which would be coordinated with the school feeding program.
In 1977, the United States Congress amended the Child Nutrition Act to
provide fumds for the Nutriticn Education and Training (NET) Program.
The money can be used for four purposes:

Hutrition education for children;

1.
2. training programs for teachers;
3. fraining programs for school food service personnel; and

4, nutrition materials.

The NET Pprogram funds are in the form of a grant. States must
submit a plan to the USDA describing the state's needs and how the
state will provide nutrition education programs for chiidren, teachers
and school cocoks throughout the state.

West Virginia's NET plan provides for a cadre of teachers and
principals who conduct nutritien education inservice for feilow teachers.
To be a member of the cadre, persons are required to attend specially
designed training. A curriculum, West Virginia Nutrition Curriculum,
K-6, was developed by teachers and nutritionists. The curriculum and
other educational materials are distributed at the time of the teacher
inservice programs. Principals interested in offering nutrition inservice
for their teachers may contact the WVDE, Child Nutrition Division in
Charleston,

Another cadre of teachers, consisting of vocational home sconomics and
occupational teachers, has been trained to previde training for schaooi
COOKs. This group teaches the Comprehensive Training Program
courses written and developed by WVDE Child Nutritiecn Division. The
courses cover areas of information specific to food service skills and
management and are designed for hands-on experiences.




TRéIN!NG PROGRAMS FOR FOOD SERVICE PERSONNEL

Providing adequate, nutritious meals for several hundred children on a
specific’ schedule requires training. Other areas involved in the school
feeding program which require training include:

knewledge of USDA regulations Including required meal
pattérns;

use of standardized recipes;

ordering and/or purchasing the correct amount of food to meet
reccmmended specifications;

cperation of institutional egquipment;

use of USDA publications, such as The Buying Guide for
Quartity Foods;

operating an economicaily sound program; and

prevention of food peisoning.

The Master Plan of Education and the WVDE Standards of Excellence
require that training be available for food service staff. WVDE,
through the NET program, makes preservice training available for newly
empleved cooks and substitutes. Howsaver, SFAs may conduct their own
15 hours of preservice training. It is recommended that preservice
training includes at a minimum: use of standardized recipes; USDA
meal patterns; use of gquantity eqguipment; food preparation skilis;
safety; and sanitation.

Each year focd service personnel shall participate in three hours of
multi-cultural inservice and fifteen hours of job related training. The
SFA's inservice plan is to be submitted annually to WVDE.

The NET program provides the Comprehensive Training Program (CTP)
at the SFA level for food service personnel through a cadre of trained
teachers. In addition, the NET program has sponsored coliege classas
during the summer for food service personnel. SFAs may contact the
WVDE coordinators to schedule training through the CTP program.




COMPREHENSIVE TRAINING PROGRAM (CTP) FOR CCOKS

CTP is being developed by the Child Nutrition Divisien of WVDE. This
includes a-series of courses dealing with information and skills pertinent
to scheoo! food service programs. Courses are organized in three hour
increments” se they may be incorpcorated into the regularly scheduled
SFA's inservice preogram. Training is scheduied through the WVDE
coordinator.

Course format consists of a wvariety of educational methods including
lecture, demonsiration and hands-on Iaboratory experiences. Due to
the specific nature of some of the courses, the fellowing policies will

apply:

Class size shall be held to thirty except in extenuating
cirfcumstances.

Adjacent counties may offer joint tralning programs.

Trained laboratory assistants must be awvailable to assist the
instructor; one assistant is necessary for Course | and twe for
Colirse 1.

Colnties without  trafned assistants must assume  the
responsibiiity for engaging assistants from an adjcining county.
with permission from the instructor, ccoks may train as
laboratory assistants during a scheduied course. The home
county of prospective trainees must bear the expense of such
an endeavor.

Expenses for foods used during training shall be berne by the
colnty.

Three hour increments of a course may be offered throughout a
one year pericd but not extended beyond the time frame.

WVDE has a tracking system which maintains the training reccrd of each
individual.  Counties may obtain such records upon request. Dala
includes the name of the participant, list of completed courses, the year
the course was completed, instructor's name and the training iocation.




COMPLQEHENSIVE TRAINING PROGRAM (CTP) CORE CLASSES

A general description of the core classes and the suggested audience

follows:

Courss |
a. ‘Public Relations
b. Program Progress
c. -Safety and Sanitation
d. Weights and Measures
e, Portion Control

Course 11
a. Large and Small Equipment Use

and Care
b. Work Simplification

Course 11}
a. -Nutrition
b. Dietary Goals
c. Weight Control
d. Nutrition Labeling

Coursg |V
a. Menu Planning
b. Varied Meal Service
c. Offer versus Serve

Course V
a. .Use of the Buying Guide
b. Production Records

Courss VI and VI

a. -Recipe Expansion
b. Foocd Preparation

Couréia VIl - Food Preparation

Audience
Cook I, Il and
Managers
Half-time
Substitutes

Cook |, tI and
Managers
Half-time
Substitutes

Cook |, H and
Managers

Cook |, 1i and
Managers

Cook Il
Managers

Ceook I, |l and
Managers
Substituies

Cook 1, 1l and
Managers
Substitutes

Pl

b

Ml

i

bl
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= CHILDREN AND NUTRITION

The ultimate goal of child nutrition programs is to maintain the bhealth
and well-being of every child. The provision of nutritionatly balanced
meals s an obvious way to meet the goal. However, uniess chiidren
consume those meals the goal of good health cannot be accomplished.
Eating 18 @ personal act which may be correctly described as a habit.
Eating a balanced diet is learned behavior, not an instinctive reaction.

Eating habits are learned early in life and may need to be changed.
Changing a&ny habit requires 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, nutritien education should be integrated within
the curricdlum from kindergarten through twelfth grades.

If childrens’ eating habits do not include consumption of a variety of
foods, it i 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 wvariety, thus a better nutrient
balance. [In addition, they need to be taught how to use a daily food
guide and how to make substitutions in food choices that provide
needed nutrients. Since many aduit diseases are traced to poor eating
habits during chiidhoed, it is important to help children identify those
poor habits and correct them. Nutrition education is preventive health
care and should be taught throughout the student’s school experience.
Research indicates that teens have poorer nutritional status than other
ages. Therefore, there is a need for special emphasis on nutritional
education during the middle and adolescent years.

Childrens' nutritional status has been associated with poor school
performancde. One of the most common nutritional probiems in the
United States is iron deficiency anemia. Children with anemia fee!
apathetic and listless, which affects their ability toc concentrate in
school. Anemic children are less curious, less socially responsive and
less persistent which adversely affects their learning.

In a study recently released by the USDA entitled, The National
Evaluation of Scheol Nutrition Programs, it was found that children who
consume school lunch have a higher intake of five specific nutrients -
protein, ¢calcium, ifron, vitamin A and vitamin C. In addition, 83
percent of the children who eat schoo! lunch have an overall adequate
diet while only 77 percent who do not participate in school lunch have
an adequate diet. Other findings indicate children whe eat school
breakfast have diets superior enly in the milk-related nutrients. it is
suggested that the breakfast meal pattern be improved.




SECTION L

STUDENT AND PARENT INVOLVEMENT

Background
Planning a Program
Activities to Promote Involvement

County Nutrition Advisory Council
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BACKGROUND

Final regulations for the National School Lunch Program, issued on
August 17,7 1978, require student and parent involvement n child
nutrition programs on the school and SFA levels. Program experience
has shown that student and parent inveclvement has a positive effect on
improving _the overall acceptability of the school lunch and increasing
participation levels. Actual consumption of the school lunches
determines whether cr not the nuiritiona! needs of the situdents have
been met. Students' enjoyment of these lunches should help determine
good eating habits. To this end the USCA is requiring SFAs to
promote activities to invelve students and pearents in the schools' child
nutrition programs.

UsSbA is net requiring any specific form of student or parent
involvement. This is left to the discretion of the individual SFAs. In
this way, SFAs are given flexibility to plan and implement a program of
student and parent involvement to meet their individual needs to the
extent possible within the lccal school structure.

SFAs are required to keep documentation on file of all activities
promoting student and parent involvement,




PLANNING A PROGRAM

The first step 'in planning a program of student and parent involvement
is to identify and evaluate existing activities which promote the
inclusicn of these groups in the child nutriticn program.

Next, identify activities which could promote student and parent
involvement, that are not currently being conducted. Identify specific
areas of concern where activities to promote involvement might be able
to help promoie the interest and benefits of the child nutrition program
as well as. alleviate any present problems.

Then follow with an identification of existing available resources which
couid be used to promete student and parent involvement. This 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 feasible
within the local school structure and consistent with the needs that
have been identified. The objectives and goals should be responsive to
areas of concern and reflect what is to be acomplished.

Finally, devise the actual plan for promoting inveclvement by students
and parents. The plan should be designed tc utilize existing rescurces
and meet the established objectives and goals.




ACTIVITIES TC PROMOTE INVOLVEMENT

There are & variety of activities which could be implemented to promocte
student and parent involvement in the chiid nutrition program. These
activities cah ke very simple or very involved., However, SFAs should
deveiop as comprehensive a plan as possible which is consistent with
focal needs and capabilities o invoive students and parents in all
aspects cf program operations. Listed below are a few of the activities
that could be implemented in a schoot:

Provide students and parents with Ilunch menus. Decorate
menus for posting in the school. Use table tents with the menu
of the day. Print menus in school or local newspaper.

Administer a food preference survey to determine students!
likes and dislikes.

Corduct guided tours of kitchen and serving area for students
and parents.

Prepare and distribute to students and parents handbooks or
bulietins which explain the child nutrition pregram, including
background, requirements and regulations governing the
program.

Speofiscr feod and nutrition fairs and exhibits with school and
community heaith professionals and/or teachers. Students and
parents could participate and contribute to these projects by
assisting in  planning, arganizing, providing  publicity,
desighing or working booths,

Establish a student food committee or Youth Advisory Council
(YAC) tc help with planning activities - menus, nutrition
education, decorating and improving the cafeteria environment.
Conduct taste testing parties for new products, recipes and
ideas for use of donated commodities. Students, parents and
teachers could serve on the taste test panel.

Provide a special team training table for athletes during
footbali, basketball, basebail and track seascns.

Administer a student and parent opinion poii on the chiid
nutrition program.

Follewing instructions on how to analyze a meal for nutritive
content, have students prepare a meal analysis. Also, provide
a nuirient analysis of the mesals to parents.




CQUNTY NUTRITION ADVISORY COUNCIL

In order to strengthen the chiid nutrition programs of the schools and
to enlist the cocperation of school faculties, students and parents, the
state advisory committee recommends that each county superintendent
appoint a  County Nutrition  Advisery Council which inciudes
reprasentatives from the following groups: county administration,
elementary  and secondary school principals, teachers, hezlth
professionals, school food service, iay citizens and students,

Responsibilities of the County Nutrition Advisory Council should
include: -

. recommending guidelines and policies concerning the sales and
service cf foods and beverages;
recommending precedures for checking the nutritionai content of
focds and beverages scld in schools; and
advising the county food service supervisors concerning the
foed service provided under the Naticnal Schoo! Lunch Act and
the Child Nutrition Act.




SECTION M

DEFINITIONS

ADC - Aid to Dependent Children,

ADULT - siaff members and employees of a school or child care
institution including all faculty, supervisory and other personnel.

ADULT BREAKFAST - a breakfast which is sold to an adult for the full
price as established by the state and local board of education.

ADULT LUNCH - a lunch which is sold to an adult for the full price as
established by the state and local board of education.

AIMS - (ASSESSMENT, IMPROVEMENT, MONITORING SYSTEM) - a
federal monitoring system which is implemented in cooperation with
the State Agency to assist in  identifying operational and
management problems and to take corrective action when needed.

APPEAL - the right of appeal by a parent or guardian, child or schoc!
or county employee to the state superintendent for an Iimpartial
decision.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSOCIATION) - a non-
profit, professional organization dedicated to the health and well
being_of the nation's children. Membership is open to persons
engaged in non-prefit scheoo! food service or related activities in
public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - procedure whereby meney is reclaimed
from a school when a finding is made by the WVDE or USDA.

BOX OR BAG LUNCH - a meal, usually served cold, which meets
tederai requirements for the scheo! lunch. Each item s
individually wrapped or packaged in a moisture-preof container.
The disposable eating utensils, napkins, and straws are generally
wrapped as a unit and included in the package.

BREAKFAST - a meal meeting the requirements set forth in federal and
state regulations and served to a child at or near the beginning of
the school day, in the morning hours.

CERTIFICATION - the process by which recognition is granted an
individual who has met and continues to meet certain specific
standards established by the ASFSA.

CHILD - aperson under 21 chrenological years of age enrolled in
schoeig, or 2 student of high school grade cor under. West
Virginia state law extends this age to 23 for programs for
exceptional children.

CN - Childj_N utrition




COMPELLING CIRCUMSTANCES - the overwhelming pressures of
essential or environmental factors which cause a school 1o request
the state superintendent to consider a waiver of the requirement to
operale a program.

COMPONENTS - the constituent parts of a meal. The lunch pattern
contains four components: meat or meat alternate, 2 vegetables or
fruits, bread and milk. The breakfast pattern contains 3
components: fruit or juice, cereal and milk.

COST OF MILK - the net purchase price paid by the school or child
care _Iinstitution to the milk supplier for milk delivered to the
school or child care institution. This does not inciude the amount
paid to supplier for servicing, rental of or instaliment purchase of
milk service equipment.

COUNTY =_the county board of education.

DA - (Distributing Agency) - agency résponsible for donated foods -
Department of Human Services.

DEPARTMENT - the West Virginia Department of Education.

DEPRECIATION - a reasonable allowance for the deterioration, wear and
tear and obsolescence of non-expendable equipment used primarily
in connection with the operation of a food service facility.

DIRECT COSTS - expenses which are readily identifiable as the part
cf the total cost applicable to the school food service operation.
(Exampies: cost of food, cooks' salaries, supplies.)

DISTRIBUTION COST --{of Special Milk Program) - direct expenses
incurred by the schoo! or child care institution in connection with
the sate, handling or serving of milk.

DONATED FOODS - agricultural commodities which USDA makes available
to wvarious food program outlets including public and private
schools and summer camps.

ENRICHED - a process by which the nutrients thiamin, riboflavin,
niacin and iren 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 - milk sold to children exclusive of milk served as a
compdnent of the breakfast or lunch and for which no reimburse~
ment is clzimed.

FAMILY - a group of related or non-related individuals who are not
residents of an institution or boarding house, but who are living
as one economic unit.




FISCAL YEAR - (Federal) - the period of 12 calendar months beginning
Octaber 1 and ending with September 30 the fellowing calendar
year.

FISCAL YEAR - (State) - the period of 12 calendar mcnths beginning
July 1 and ending June 30 the following calendar vyear.

ENIC - thé Feod and Nutrition Information and Educational Materials
Center. The Center houses audio-visual and printed materials
related to school food service.

FNS - the Food and Nutrition Service of the USDA.

FNSRO - the Food and Nutrition Service, Regional Office. In the case
of West Virginia, it is the Mid-Atlantic Region with headquarters in
Rebbinsville, N.J.

FOOD SERVICE PERSONNEL - local school food service employees
classified as Cooks |, Cooks Ii, Ccoks Il and local food service
managers.

FORTIFIED - the addition of a nutrient to a fced product to increase
that nutrient's density over and above that normally found in the
product. The addition of milk solids to low-fat milk to produce
"protein fertified" milk is an example.

FOSTER CHILD - a child who is living with a family but who remains
the legal respensibility of the weifare agency.

FREE LUNCH OR FREE BREAKFAST - a lunch or breakfast for which
neither the chil@d nor any member of his family pays c¢r is required
to work in the scheol or in the school's lunch program. Federal
reimbursement for a free lunch or breakfast shail be claimed only
for an eligible child with an approved application for free meals.

FSEA - (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) -
formerly "Non Food Assistance Program! - funds made available to
states to assist them fc supply schoois drawing attendance from
areas  in which poor eccnomic conditions exist, with equipment
other than real property for the storage, preparaiion, transporta-
tion and serving of food; to enable them to establish, maintain and
expand the food service programs.

HANDICAPPED - students of high schocl 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.

HOUSEHCLD - members of a family/household who live together and
share expenses; a group cof related or nonretated individuals, whe
are not residents of an instituticn or boarding house, but are
living as one economic unit.




INDIRECT CTOST RATE - (aisc calied HEW Number of County

Non-restricted Cost Rate) - a pre-determined factor which will
yvield aliowable indirect costs when applied to adjusted direct costs.
This facter is assigned annually by the Bureau of Finance and
Administration cof the West Virginia Department of Education from
data furnished by the County Departments of Education. Indirect
cost rate for private schools and RCCl's is 10 percent.

INDIRECT COSTS - those costs representing supperting services and

incidental supplies which are furnished by general support
services program of the scheool 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 REVIEW - a review of local food service

progrfams conducted by field perscnnel of the child nutrition state
staff of the West Virginia Department of Education.

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk,

skim milk or cultured buttermilk which meet state zand local
standards for such milk. Al milk should contain vitamins A and D
at levels specified by the Fosd and Drug Administration and be
consistent with state and local standards for such milk.

NEEDY CHILDREN - children from families meeting the standards for

NET

NET

NON-

NON

NON

NON

free and reduced price meals,

- (Nutrition Education and Training Program) - In November 1977
the Child Nutrition Act was amended to establish a system cof
granmts to state education agencies for the deveiopment of
comprehensive nutrition information and education programs. Such
nutrition programs shall freely use as a learning l|aboratory the
school funch and child nutrition programs.

CASH RESQURCES -~ Money in the child nutrition account plus all
money due the account less the amount of unpaid bills.

EXPENDABLE EQUIPMENT - tangible property having a useful
life of more than one year and an acquisition cost of $500 or more
per unit.

PRICING PROGRAM - (Special Milk) - a program in which miik is
not scld to children on a daily, weekly, monthly or annual basis.
The milk is provided by funds from institution, camp, school or in
some cases by a tultion payment.

PROFIT PRIVATE SCHOOL - a non-public schooi that is exempt
from income tax under the Internal Revenue Code.

RESTRICTED COST RATE see INDIRECT COS5T RATE.

NSLA - National Schoel Lunch Act.




NSLP - National School Lunch Program.

NUTRITIONAL STANDARDS - standards for meai patterns as prescribed
by the West Virginia Department of Education.

OA - Office of Audit of USDA.

OFFER VS. SERVE - a senior high school student is not required to
accept more than 3 of the 5 items of the school lunch. "Offer'
means the complete lunch s made avaliable to students. The
"Offer? vs "Serve'" may be exiended to junior high and elementary
schools at the discretion of the local School Food Authority. This
provision is not permissable in school breakfast.

Ol - Office of Investigation of USDA.
OIG - Office of Inspector General of USDA.

PAID BREAKFAST OR LUNCH - a breakfast or lunch which is sold to
a child at the full price, as established by the county board cf
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 month).

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.

PRODUCT ANALYSIS SHEET - a statement by the producer or distribu-
tor of a prepared entree specifying the amount of meal components
and/or nutrients supplied by a product. A statement by the
distributor of a pizza product might read: "Each 4" X 6" slice of

pizza contains the equivalent of 2 oz. of meat/meat
altemate, 1/8 cup vegetable, 1 slice enriched bread.”

PROGRAM - the school breakfast or lunch program.

PUBLIC HEARING - a public hearing conducted by the school which is
held for the parents of the children enrolled in that school.

RCCl - Residentiai Child Care Institution - Homes for the mentally
retarded, emotionally disturbed, unmarried mothers, orphanages;
temporary sheiters for abused or runaway children; and juvenile
detention centers.

RECERTIFICATION =~ the process by which recognition is granted an
individual wheo has met and continues to meet certain specific
standards established by the ASFSA., (See CERTIFICATION)




RDA - (RECOMMENDED DIETARY ALLOWANCE) - a list of nutrients and
the quantities needed daily for men, women and chiidren published
by the Food and Nuirition Board, National Academy of
Sciences/National Research Council.

REDUCED PRICE MEAL - a mea! 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 his family shall be

required to supply an eguivalent value in work for the school
ob in the scheol's foed 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 maal.

REGULATION - a statement issued by a federal agency. It establishes
requirements which must be met under laws passed by Congress.

REIMBURSEMENT - financial assistance paid or payable to participating
schools for lunches and breakfasts meeting the requirements of the
United States Department of Agriculture and the West Virginia
Department of Education and served to eligible children with valid
applications on file.

REVENUE = the value of resources available to operate the food service
program including cash funds (federal, state and local) and the
value of goods and services contributed.

SCHOOL -_an educational unit of high school grade or under operating
under public or non-profit ownership in a2 single building or
complex of builldings. The term "high scheol grade or under®
includes ciasses of pre-primary grade when they are conducted in
a school having classes of primary grade or higher grade or when
they are recognized as a part of the educational system in the
state Tregardless of whether such pre-primary grade classes are
conducted in a schocl having classes of primary or higher grace.

SCHOOQL DAY = that pericd of time between the scheduled arrival of the
first child at schoecl and until the departure of the last curricular
bus. . _

SCHOOL IN SEVERE NEED - a schoeo!l sligibie for rates of reimbursement
for free and reduced price breakfasts which are in excess of the
current average payments.

SECTION 4 - the section of the National School Lunch Act which
describes how funds shall be apportioned among the states for an
average reimbursement per lunch per child.




SENIOR HIGH SCHOOL STUDENT:

1. any student enrolled in a 3 year high school (grades 10-12)
2. any student enrolled in a 4 year high school (grades 9-12)
in a 5 or 6 vear secondary school either:

a. students enrolled in grades 10-12

b. students enrolled in grades $-12

W
3

as determined by the local School Food Autharity.

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 20 minutes of eating time after service of lunch.

SFA - (SCHOOL FOOD AUTHQORITY) - the governing body which is
responsible for the administration of one or more schools and which
has the legal authority 1o operate a breakfast or lunch program
therein.

SPECIAL MILK - Milk soid to children at a reduced price or given free
tc eligible chiidren. Schools participating in the federal food
service program may not participate in the Spectal Milk Program.

SPONSQR - the governing body responsible for the administration of
one or more schoois or resicdential child care centers.

STATE AGENCY - the State Educational Agency.

STATE AID ALLOTMENT - funds provided by the West Virginia
Legislature to assist public schools in hiring local food service
personnel. This is designated as the state funding needed to meet
the state matching requirements set forth in the National Schoeo!
Lunch Act. The NSLA requires that 10% of the 3 to 1 state
matching requirements of the federal dollars, funding Section 4 of
the “Act, must be in the form of state appropriations to lecal
participating schools. These State Ajd Allotments are paid to the
county school systems in quarterly installments.

STATE EDUCATIONAL AGENCY - {as determined by the State
Legislature) - the Superintendent of Schools or the State Beard of
Education controlling the State Department of Education.

STRAIGHT LINE DEPRECIATION - a method of depreciating an item of
equipment whereby an egual portion of the cost of the item is
aliocated to each period of use.

UsSDA - United States Department of Agriculture

USDE = United States Department of Education

USRDA - United States Recommended Daily Allowance - a list of nutri-

ents reflected on food labels. The figures are not identical to the
RDA.




VERIFICATION PROCEDURE - procedure where eligibility for free/
reduced price meals is confirmed.

WAIVER - an individual school's request for granting of a waiver for
the service of school breakfast due to compelling circumstances,

WV CHILD NUTRITION STATE PLAN - an annual statement of program
objectives and a plan to implement national policy.

WVDE - West Virginia Department of Education

WV STANDARDS OF EDUCATIONAL EXCELLENCE - each county's
assessment of its compliance with standards for educational quality
followed by a plan for compliance. :

YAC - Youth Advisory Council






