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EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320

BACKGROUND

Previously. Policy 4320.85, Policies of oOperation Manual,
interpreted regulations regarding School Breakfast, School Lunch,
Denated Foods, gpecial Milk and Free/Reduced Price Meal
applicaticns. Further it provided policy regarding £inancial
management as set forth in QOffice of Management and Budgst Circular
A-102. It alsoc sets forth federal requirements of the Assessment.,
Improvement, and Monitoring System (AIMS).

PURPOSE — . -

The propeosed policy is intended to update policies to reflect
changes in United States Department of Agriculture regulations for
the varicus Child Nutrition Programs for the public schools of West
Virginia. It operaticnalizes Federal Code 7 CFR Part 210, 2i%, 220
and 245 that requires state administering agencies to assist local
educational agencies in program management and accountability.

This policy. Series 85, ©Policy 4320, provides local school
districts the required revision needed in order to comply with the
dccuClaim accountability regulations and other regulatory chancges.
IMPACT . -

The pclicy¥ requires no additional financial outlay. Rather, it

provides assistance in management practices and fadaral
accountability requirements.
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TITLE 126
EMERGENCY PROCEDURAL RULE
WEST VIRGINIA BOARD OF EDUCATION
CHAFPTER 18-2

SERIES 35
POLICY 4320
Title: Cperational Manual of child Nutrition
Section 1. General
1.1 Scope - This procedural rule establishes operaticnal procedures
that enhances c¢hild nutrition and provides for an efficient
operation of the pregram. The procedures cover the child
nutrition program and the school breakfast and school lunch
programs.

1.2 RAutherity and Related Code Citaticn(s) - WV Code 18-2-5
1.3 Filing Date — - -
1.4 Effective Date -

1.5 Repeal of Former Rules — -None - This 1s a revision of former
rules filed in 1983, revised in 1986.

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 in the West
virginia Department of Education, Bureau of Finance and Services.

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

State Board Policy Number 4320 authorizes the Child Nutrition
Program/Policy Operation Manual to comply with the federal requirements and
cther State Beoard policlies as these related to the overall administration of
Child Nutrition Programs. The manual is revised and updated periodically.

The Child Nutrition Program/Policy Operation Manual is
distributed to school administrators and other personnel involved with the
cperations of Child HWutrition Programs. The Manual provides wvital technical
assistance and guidance and contains all state and federal policy statements
and program regulations.

Inférmation in  the Child Nutrition Program Policy Manual
includes the Department philosophy and goals for nutrition and nutrition
aducation for West Virginia children. In addition, the Manual includes state
and federal meal requirements for schocl breakfast and lunch, special milk
regulations and instructions for claiming federal reimbursement for eligible
meals and milk. There are instructions for completing required records and
reports and for handling government dcnated foods.




WV Board of Educaticn
Emergency Proc. Rule, 18-2
Series 4320, Sec. 2

Page two -

specifications related to financial management include allowable
and non-allowable costs, federal procurement regulations, nonpreofit status,
federal audit requirements including the Assessment, Improvement and
Monitoring System (AIMS).

This Manual also provides school administrators federal
guidelines regarding which children are eligible to apply for free or reduced
meals and federal requirements for verification of meal applications. Federal
guidelines related to civil rights and requirements specific to food service
for handicapped children are included, as well as various policies dealing
with emergency feeding, competitive E£ood sales, catered meals for senior
citizens and parent and student involvement.

Recommendations for personnel training are described and
programs available from the Department of Education are cutlined.
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Policies of tion Mannal
Child Nutrition Programs

Proposed Revisions to Policy 4320

The pelicy is a guide to scheol administrators, schoel food
service superviscrs and other congcerned with the advancement of
child nutriticn programs in our West Virginia schools. By observing
these state and federal policles, schocls throughout the state will
be better able to:

1. Provide the nutritional services needed by the boys and
girls each serve;

2. Upgrade and expand the school foocd services available;

3. Provide attractive, nutritionally balanced meals to all
students; and

4. Help students develop sound food habits.
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Title: Policies of Operation Manual
Child Nutrition Programs
{Policy 4320)

Section A Child Nutrition Programs In West Virginia

The Child Care Foocd Program was recently expanded to include the
eligibility of certain adults. The implementation of the provisions of the
Clder mmericans Act (OAR) Amendments of 1987 and the Rural Development Act of
1989 allows for the participation of adult day care centers in the Child Care
Food Program. )

Section B School Breakfast

This section operationalizes rule changes in meal components and the
"offer versus serve" provision in the Schocl Breakfast Program. Additional
information has been included addressing sugar content.

Section € School Lunch

There have been updates in the language concerning “offer versus
serve” and in Child Nutrition (CN) labels. This section also addresses sugar
content, super lunches and second meals.

Section D Deonated Foods

Changes in forms have been incorporated in this section.

Section F Free and Reduced Price Meal and Free Milk Policies

Paperwork reducticn provisions have been implemented regarding social
security numbers of adult family members whose names appear on the application.

Section G Financial Management

Equipment depreciation methods have been revised to reflect current
accounting practices. Charge for adult meals is addressed.

Section H Monitoring and Auditing

Minimum standards for school level monitoring required by AccuClaim
have been added. _-Other changes and provisions in Assessment Improvement and
Monitoring System (AIMS) have been included.

Section J Food Service Policies

Definitions and language have been updated.
Secticn ¥ Definitions

Definiticns of additional terms have been provided.

Minor edlting changes have been made to make the policy more readable.
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The ¢child Care Food Program was recently expanded to include the
eligibility of certain adults. The implementation of the preovisicons of
the ©Older Americans Act (0OAA) Amendments of 1987 and the Rural
Development Act of 1989 allows for the participation of adult dav care
centers in the Child and Adult Care Food Program.

In develdping plans for the 1986%0's, the United States Department
of Agriculture has identified several pricrities: {(a) assess, improve
and strengthen feed-- seryiece-—-menepgement point of service and
accountability systems; (b) operate more efficiently:; {c¢) integrate
focd service and nutrition education; emd {d) involve students,
parents, ~teachers and schocl administrators; (e) reduce paperwork:
{f) increase outreach in the breakfast program: and (g) simplify
eligibility documentation. although adeguate facilities, enabling
state and federal legislation and a scund financial system all are
necessary, the ultimate success and effectiveness of the child
nutrition program is dependent upon full support and ccoperation at all
administrative levels and upcn trained personnel.

In May of 1989 the School Breakfast Proqram was expanded to include the
requirement cf an additicnal food item and allowed scheools to implement
an "ecffer vs serve” opticn for breakfast. This change resulted from
national evaluations conducted by the Department of Agriculture
comparing nutrient content o¢f home and school breakfasts. Based on a
review of these evaluations, the home breakfast provided more iron and
vitamin & but less milk related nutrients than the School Breakfast

Program. _ o

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

PHILOSOPHY (West Vvirginia Department of Education)

The primary responsibility of the focd service procram is to the
ehitd participant and the ehildls participant's nutritional
needs - the child in school <{(public and private)... the <child in
institutional surroundings... the child in a special classroom... the
child in day care (center and home)... the adult in day care. Each has
equally important food needs.

an effective food service makes availlable to all childzen
participants a nutritionally adequate seheel--breakfast--and-~schosl
lunekh noon-day meal as an extension of classroom activity, child
development and support  services to adults and caregivers. Sehool
bBreakfast and Supplemental! nourishment are added as needed for
the participants involved. mey-be-needed-for-individuai~chiidren~

All meal service in the sehsel dining area =eem shall conform
te the nutritienal standards prescribed and shall be priced and served
as a unit. Any other food or beverage seld--on- -seheel —premiges
served at any time during the sehesl day should provide protein,
vitamins and minerals in a satisfactory balance with calories in order
to contribute to the nutriticnal quality of the neals served ak
saheel.
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Non—nutritious foeods - namely, candy, soft drinks, chewing gum and
flavored ice bars - shall not be sold during the school day (i.e., that
pericd of time between the scheduled arrival of the flrst child at
school and until the departure of the last currlcular bus).




Administrative Requirements, School Food Authority

consolidating schools' financial reports each month; preparing
an annual gponsor's report of accrued income and per meal
costs; submiiting report to state agency; documenting reported
income and expenditures and retaining documentation for three
vears plus current operating year;

annually reviewing ocperating balances at the school level;
annually reconcliling reimbursement payments to direct costs
incurred at the schoel 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 egquipment {(retention for 12 years);
establishing and implementing purchasing  procedures in
compliance with state and federal regulaticns; aad

developing and implementing a wviable £financial management
system and an autcmated data processing plan which meets state
and federal requirements;-

review edit checks menthly and document reascns_ for unusually
high percentage of participation: and

obtain attendance factor monthly for each school.

3. Monitoring aAnd Evaluation

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

4. Training And Technical Assistance

0476q

reviewing and approving building and renovation lay-outs, plans
and purchasing contracts; reviewing and approving major focd
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 nutriticus foods at schools:

complying with state and local standards concerning sales of
focds and beverages during the school day: .
preoviding technicail assistance to  school foed service
perscnnel, school administrators and clerical personnel;
developing and implementing an on-going training program for
focod service personnel, school clerical persconnel and school
administrators;

providing resource personis) for school administrators,
teachers, professional groups and allied agencies;

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

developing and/cr disseminating training aids, instructional
materials, handbooks. manuals and other program aids; and
initiating an on-going, relevant professicnal growth program
for food service supervisory personnel.
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BACKGROUND

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

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

The school breakfast is a meal which meets the federal and state
nutritional requirements and 1is served o students at or near the
beginning o©f the schocl day. Schocls may serve breakfast for an
extended period of time or at different times during the morning
hours. In secondary schools with contlinuocus or multi-session service
the serving/eating time can be reduced by serving prepackaged or
portioned menu items.

In an effort to lmprove the nutritional quality of the schoel breakast,
Congress directed the United States Department of Agriculture to revise
the nutritional requirements and extend the "offer versus serve" optlon
to school breakfasts {P.L. 99-591}. To facilitate the imprcvement, the
Zaw-alse P.L. 100-435 mandated an _additional three cents Efor each
breakfast served under the program beginning July, 1989.

an amendment to the Code of West Virginia, effective July 14, 1981,
requires each county board of education to establish and operate school
breakfast preograms in accordance with WVDE standards:

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




SCHOOL BREAKFAST PROGRAM
MEAT. REQUIREMENTS AND RECCMMENDATIONS

The USDA Breakfast requirements are designed to provide a simple
fFramework for planning nutritlous breakfasts. They also provide for
menu flexibility that c¢an include student preferences or speclal food
needs at the local level.

FOOD CCMPONENTS/ITEMS AGES 1 AND 2 AGES 3, 4, & 5 GRADES K-12

MILK (Fluid)
{As a beverage, on

cereal, or both) 1/2 cup 3/4 cup 1/2 pint
JUICE/FRUILT/VEGETABLE* B
Fruit and/or vegetable: or
Fuli-strength: PFruit Juice

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

Select gne serving from each of the following components/items or two
servings from one component/item

BREAD/BREAD ALTERNATES**

one of the following or an
equivalent combination:

m Bread (whole-grain or
enriched)

m Biscuit, roll, muffin or
equal serving of cornbread.
etc. {whcle-grain or

1/2 slice 1/2 slice i slice

1/2 serving 1/2 serving 1 serving

enriched meal or flour) 1/4 cup 1/3 cup 3/4 cup
= Cereal (whole-grain or or or or

enriched or fortified) 1/3 ounce 1/2 ounce 1 ounce
MEAT/MEAT_@LTERNATES
Cne of the following or an

equivalent combination:
m Lean meat, poultry, or fish 1/2 ounce 1/2 cunce 1 ounce
m Cheese 1/2 ounce 1/2 ounce 1 cunce
m Large Egg 1/2 1/2 1/2
s Peanut Butter or c¢ther

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

in program guidance)¥k¥ 1/2 cunce 1/2 ounce 1 ounce

* Recomménded daily: 2 citrus juice or fruit or a fruit or vegetable
that is a good source of vitamin C (See Menu Planning Guide for
Schocl Food Service, PA-1260).

*%x For serving sizes of bread alternates, see Food Buying Guide for

child Nutrition Programs, PA-1331 (1984).
***No more than one cunce of nuts and/or seeds may be served in any cne
meal.

Schools are encouraged to offer larger portions of food ltems to meet
the needs of clder students.
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SOUGAR CONTENT OF BREAKPAST TTEMS

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

It 1s the responsibility of the SFAR or school to obtaln sugar content
statements which indicate percentage of iotal sweetening agents in
questionable food and beverage items.




QFFER VS SERVE

BREAKFAST

Beginning July 1, 1989, the “"offer versus serve" provision is extended
to the school bpreakfast program. The provision was included to help
reduce plate waste-in-the-breakfest-program.

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

The school breakfast must contain, at a-minimum, four foed items. The
required food ltems are listed below.

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

and

3-4. Tweo servings of bread/bread alternate
or ,

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

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

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

Tm a school autherized by the SFA to carry out “offer versus serve",
students are allowed to refuse one food item (from any component that
the student dces not intend to consume.) The student must take three
food items and cne of them must be milk or vegetable/fruit/juice. A
student's decision teo decline a food item shall not affect the charge
for breakfast.

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

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

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

full strength (100%) frult or vegetable juice;

fresh frult, such as apples or bananas:

milk;

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

m meat/meat alternates such as lean meat, poultry, fish, cheese, eggq,
peanut butter or other nut or seed butters, cooked dry beans or peas

nuts.* -~ o e - - .
*No more than one ounce of nuts and/or seeds may be served in any
one meal. o e e e -

The funds received from the sale of all a la carte breakfast foods and
beverages shall accrue to the schogl’'s chlld nutrition account.

and-— -be-— —~zoecapded— —-a5- ——nog-reimbursable --lunohes. ————In--ordes~ Lo
dekeprmine— -the ~aumber —-of-—-nom—reimburseble—Junchesy—-kokal—-ali—-money
peeoived—-from--the-~pgale-~9f--a--la--carkte——breakfask-—~items——and-—khesn
divide- by -the ~student --lunch—-priece ———Record-—these—-meals— in—~column
ii-on~Form~W¥DE-43-10-308-16——-30-11+

.B-=-5_ - . _-




DIETARY EXCEPTIONS

Requlations regquire substituticns in the food components of the basic
meal requirements if individual students are unable to consume the
required focd 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 nutriticus substitute focds. The statement must be
maintained on file in the schocol and available for audit.

Regulations allew 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 variations are
nutritionally sound and are necessary to meet ethnic, religicus,
economic or physical needs. However, these exceptions must be granted
by the FNg Food_and Nutriticon Service, USDA, Washington, D.C.

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

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

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

Components: Food Items:
1. Meat/Meat Alternate 1. Meat/Meat Alternate
2. Vegetable/Fruit 2. Vegetable/Fruit
3. Bread/Bread Alternate 3. vegetaple/Fruit
4, Milk 4 Bread/Bread Alternate

5. Milk

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

*Such menu items shall contain less than 40 percent sugar (in
crystalline form or in solution as svrup, both monosaccharides and
disaccharides) and/or other sweetening agents. (Page J - 13-14.)

Schools are encouraded to serve schogl-baked items from recipes using
limited amounts of sugar. It is the responsibility of theSFA or school
to obtain sugar content statements which indicate percentage of total
sweetening agents in questionable food and beverage items."




PRCDUCT ANALYSIS SHEETS AND CN LABELS

When commercially prepared focd i1tems, especially breaded, frozen,
protein items, are purchased for use in the scheol lunch program, a
product analysis sheet or €N label must be on £ile in the school
kitchen. _For example, in the case of pizza, the product analysis sheet
should specify the exact amount of meat and cheese per portion. A CN
label, on commercially prepared individual portiens, clearly identifies
the contribution of a preduct toward the meal pattern redquirement,
[¢ - 30.1] If this informaticon is not available, the prepared ltem may
not be counted to meet the compconent reguirements since the item's
contribution to the meal pattern is unknown.

A CN label will always contain the following:

_The CN loge which is a distingt border.

The meal pattern contribution statement.

|

A 6 digit product identification number.

USDA/FNS authorization.

. The month and vear cf approval.

SAMPLE LABEL STATEMENT

2
|
i

This 5.00 o0z. —— Pizza with Greund
Beef and Vegetable Protein Pro-—
duct provides 2.00 oz. equivalent
meat/meat alternate, 1/2 cup serv-
ing of vegetable, and 1 1/2 servings
of bread alternate for the Child
Nutrition Meal Pattern Require-

ment (Use of this logo and state-~
ment authorized by the Focod ang
Nutriticn Service, USDA 05-84.)
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QFFER VERSUS SERVE

The—— offoP——VLESUS~—SerVe—— pRovi-sion—ig-—the ——pegulation~—fthab-—allows
senion~ RHah- —schosl —ciudent s ——and,~—when—-approved—-by —-£he—-local--3FA,
students— -ia- -any -other —grades - -to-—eheegse-—fewepr-thap——all-—-ef~+the-food
iEemg—- wiihin-— Lhe-— Hineh - -pabbepra -~ -—The- -pegulation— veguires —Shat
studeniés— be ~ocffered —all--fiye.—food-—ikems-— of-—-the-Junehs———Bkudents
Aust——choese~~at—-least——Lthreo——fop——foury——of——thegse~-ikams~~fop——their
lupeh-——to--be~-2eimbursabler———~Deelining-—-one——or—ikwo——ibkome—-does-—no&
raliove~— pop~aeedy-- students - from—~-paying ——the--£full --price—-far-—khe
sehoel— duneh;——-on—-Eurkther- - reduce- —-the- —chatge- —-paid --by ——students
detepmined-eligible-for-peduced-price—lunches-

"Offer vs serve" is a serving method designed to reduce feood waste and
food costs in the Natiocnal School Lunch Program without Seopardizing
the nutritional integrity of the lunches served. It allows senior high
school students and. when approved by the local SFA, students in other
grades to decline food they do not intend to eat. To be considered a
reimbursable lunch under the "offer vs serve" provision, the lunch
selected must contain at least three of the five required food items
specified in the gquantity reguirements.

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

Seaiee-- Bigh - -school—-—students- —musi- —echoose —-ah- ——least —-three ——full
pegkions— -of -the —five-—-food--iiems-—-offered--for~theie-—lunehes -t0 be
veimbuesabie~— ~When -& ~-gudent——-has-—<deolined- o —-full--popkion ~af an
ftemy- & —smaller - portion —may--be—offered-of—-the -item——~The—-offering
ef-smallee-portions-is-nok-mandetory-and-is—a-loeal-deeision~

The implementation of the offer versus serve provision in junior high.
middle and/or elementary schools is left to the discretion of lecal
SFAs. In schools not implementing cffer vs serve a student must take
the entire five food items lunch in the full portion offered.
SEas—-deeiding——to——implemcnt——-offor —ropsis-—-gerve—-in --thegse—-schonls
mugk- also- -decide -k —what --exbont——ibt-wilk-be--implemented . ——-5EAs-must
determine- whether -students -may --decline—-ope-—or8——two-—food--Hremss as
ip- -senlor —Righ —gehoelss —or——-saliy--one—-ikem.——~8FAg—-must-~ales—decide
whektheg—~ -smaller-- poreions — —wilti- -be- - offered --whenr ——a ——studenk——has
deglined-a-fulli-porbtien-of-an-ikem-




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 food items such as extra sandwiches, breads
or any other menu items may not be priced and sold separately.

m  Super Lunches can be sold at an increased charqe. Super
1lunches include larger porticns and/or extra food items.
Students may purchase these meals.

[ ] Second meals must be counted as non-reimbursable meals..
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PRODUCTICN RECORDS

Productlion records for lunch are required in every child nutrition

program in West Virginia. Bocklets  containing these reeceord
producticn sheets as well as salad bar production sheets
{6~=-30-21 will be furnished by tha WVDE. apdy-—-—aAfter

completion, will--be should be kept on Fflle in the school's child
nutrition department for three years.

A production record documents the menu and the quantities of foods
sarved. Therefore, 1t 1s an excellent management tool. Basic
infoermaticn for a production record should contain:

s menu (recipe number i1f one is used, brand name of prepared
entree;;

serving size planned;

quantity/number of focd/focod items prepared;

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

disposal of leftovers;

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

date and day of the week:

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

name of person completing report.

When production records are used to full advantage in child nutrition
programs, producticn costs and food waste are kept to a mninimum.
Advantages of production records in specific school programs are:

m in single choice situatiens, preduction records help forecast
the amount of food to prepare;

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

s in situations where offer versus serve is used, productiocn

records ensure that encugh foed is prepared to offer the menu
items throughout the serving periocd and to avoid over-
producticn, which increases cost- ; and

~salad bar preduction sheets are useful when a larqge variety of

vegetables are being prepared datly.

L]
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APPROVING APPLICATIONS FOR HOUSBRHOLDS ELIGIBLE FOR
AFBE-ES~BENEFITE
AID TO FAMILTES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENERITS

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

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

APPROVING APPLICATIONS FOR HOUSEHOLDS NOT ELIGIBLE FOR
AFDC/FS BENEFITS

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

n student's name;

s list of household members:

m soclal security numbers-~- ef--.gll--adulbs. (23— - pp- —--older)
Liviag—— ia-—the--—houvsehold-—or—-an---indicetien ——that-——there——is
pnone of one adult 21 or older either the head of the
household/primary wage earner or the adult signing the
application: )

m total household income:; and

m parent or guardian's signature

Bll approved applicaticns must show:
w eligibility category (free or reduced price);
m reviewing official's signature; and
m date of approval or denial,

Applications must be flled by categery with corresponding master list,
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INCOME

Income to be reported on the household's free and reduced price meal
application form 1s a gross figure and generally is considered to be
any monies resceived on a recgurring bhasis. Specifically, gross lncome
means money earned before deductions for Iincome taxes, emplovee's
social security taxes, insurance premiums, charitible contributions,
bonids and the like. Income includes the following:

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

social security:;

dividends or interest on savings cor bonds;

inccme from estates or trusts;

supplemental security income;

public assistance or welfare payments;

unemployment compensations;

government civilian employee or military retirement or pensions;
veterans' payments;

private pensions or annuities:

alimony or child support payments;

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

m other cash income.

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

Certain 1ltems of income are not to be reported on the applicatlon.
Such income includes the Eollowing:

m food stamps;

m benefits received under the Naticnal School Lunch and child
Nutrition Bcts; :

a1 monies received by wvolunteers for services performed under such
programs autherized by the Domestic Vvolunteer Services Act of
1973, as amended;

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

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

m 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 "none" is not accepted by USDA.

When there 1s a temporary reduction of inceme, eligibility should be
determined on the present rate of income rather than on regular annual
inceome, The approving official should issue temporary approval of the
application. The temporary approval should cover no more than three
pay periods after income has been restcred.
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REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing official is responsible  for ensuring that applications
have been classified correctly by category of eligibility. If the
reviewing official is authorized by the SFA to delegate the
responsibility for reviewing applications, then the person so
designated shall be informed about program requirements and policy.
The- designated pepson ~Ausk —heve-the—weitten-—autheristy-—Le—-make-such
determinations- and -t6 —Sign——for--kthe—poviewing--offietal. Since the
SFA official who sicned the poligy statement agreement with the State
agency ultimarely is responsible for the inteqgrity of the approval
process, the principal's signature stamp may be used. A suggested
alternative would be to place a statement in the school's files as to
the name and/or title of the designee, who would then be permitted to
sign the applications without having to use the principal's signature

stamp. _

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

m a written, signed complaint;

s illegible, incomplete or questicnable information on the
application; and/or

m the USDA required wverification sampling.

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

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

A fair hearing procedure shall be established for parent's appeals
concerning eligibility determination and fer school cofficial’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 — 30.2].

Other gquestions pertaining to free/reduced price meal policies are
answered in the (Fligibility Guidance £for School Meal Programs
[F - 30.51.)
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REIMBURSEMENT PRCCEDURE AND POLICY

Hach 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 1s submitted to the WVDE or or
before the tenth day of the succeeding month to claim reimbursement for
eligibie meals and/or milk. Payment of the claim for reimbuyrsement is
made to the SFA which will forward the appropriate amcunts to the
individual schools.

The WVDE shall make reimbursement payments to SFAs and/or schools only
in connection with meals meeting Gthe requirements of a reimbursable
breakfast or lunch. Second meals and/or second helpings served to
students are  not eligible for reimbursement. In no <ase shall
reimbursement be claimed for meals and/or milk served to adul:s.

Average and/or maximum reimbursement rates [G - 30.8] are determined by
the USDA £or programs operating under the National School Nutritien
Act. Since these rates are subject to change, only the current rates
are included and will need to be updated periodically. SrFas which
served 60 percent more free or reduced price meals during the second
preceding vyear are entitled to a higher rate of reimbursement.
Thege- SEAS e — ﬂﬁmed—4Hh~éh&~b&ck—qﬂi—%he—ﬁmg&—-Ly&%Hﬁ?—Ehe—ﬂafrent
reinburscement~rakes-{6~--30+8at> ——

In ail cases, the total reimbursement paid to an SFA and/or schoel
shall not exceed the actual allowable costs of preparing and serving
the meals for which the reimbursement is claimed.

Since September, 1983, WVDE has established the 15th of each month as
the ‘“cut—-off" date for monthly claims payment. Payment of county
claims received after the cut-off date will not be paid until the
following month. Federal regulations require all county claims for
raimbursement to be submitted tc WVDE no later than €60 days after the
end of the month. Claims received after the 60 day cut-coff cannot be
pald unless authorized by the United States Department of Agriculture.

Reimbursement rates to schools within a county may be varied so long as
these do not exceed the maximum rate on the list of reimbursement rates
(G - 30.6]. The SFA will receive only the standard reimbursement rate
per meal served. If reimbursement rates paid one (or more) school(s)
are higher than standard, it will be necessary to lower the rates paid
to another schoel or schoels in order to allecate only the total amount
of reimbursement received. Such scheools receiving higher than standard
reimbursement rates must be abie to document costs for preparing and
serving meals to justify the higher reimbursement.




ACCURATE (ACCOUNTABLE) RECORDS: PARTICIPATION

gince participation data is the basis for reimbursement claims. it is
imperative that the Daily Record of Program Operations [G - 30.1]
reflects complete and accurate information. The system used to obtain
participaticn data (including all types of computer systems) must
guarantee an accurate dally count concerning the following:

m actual number of meals served daily by category, regardless of
when payment was made;

m all meals served to all adults (program and nonprogram);

all meals _served as ‘"second meals" and/or other non-reim-

bursable meal service;

a la carte breakfast sales;and

sale of extra milk: and-

catered meals.
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ALLOWABLE COSTS: FOOD

All foods 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: ard
total cost; and-
purchase date.

All invoices must be signed by the person who receives the food.

& cash register tape without a separate itemized listing of all
required information is not acceptable and items purchased will not be
considered allowable expenses.

Allowable food costs shall not include the value of USDA foods or the
value of missing inventory items (including stolen focod).

When focd and non-food items are listed on the same iltemized invoice,
the costs shall be separated and reported in the approprlate categoriles
on Form WVDE 43-10-31 (Menthly Financial Report) {G - 308.3].

The SFA shall ensure that the cost of food claimed 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 adult
meals. Coffee served other than with adult meals is not an allowable
child nutrition program expense.




ALLOWABLE COSTS: NON-BEXPENDABLE EQUIPMENT

Non-expendable equipment includes aill' food service equipment with a
useful life of more than one year and with an acquisition cost of $500
or more per unit.

Depreciation 1is the expense asscclated with physical deterioration of
equipment and consequent less of value. Depreciation may he claimed as
a direct cost for reimbursement purposes. All depreciation claimed as
chiléd nutrition program costs for federal reimbursement nmust be
decumented by the SFA, See G — 20 for instructions on depreciation.
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ALLCWABLE COSTS: INDIRECT

In additicn te direct costs of cperating child nutrition programs,
indirect costs are incurred. Indirect c<osts are these which contribute
to the cost of producing a meal but are not readily identifiable to the
child nutritien account. such as custodial services. UspA policy
allows these to be claimed by the SFA for reimbursement purposes. The
allowable indirect costs of an SFA shall be determined through the use
of an indirect cost rate applied to all expenditures except food, on an
annual basis.

Financial data to obtain the indirect cost rate is submitted to the
WVDE Bureau of Finance and Administration by the SFA. The
respensibility for the development and assignment of indirect cost
rates for public schoels 1ls shared by the USDA and the WVDE.
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PRICING OF ADULT MEALS

Meals sefved to teachers, administrators, custodians and other adults,
such as school patrons, elderly volunteers and Foster Grandparents
Program particlpants, must be priced s¢ that the adult payments in
combination with income from other scurces (such as state or local
fringe benefits or payrell funds, or funding from voluntary agencies)
are sufficient to cover the meal costs. The--charge——to~—adulis
shoutd- be- determined -by —-the--5FA-—-and--shall-be- at—-least- the-—price
ehegged- -Lo- ~secondary —students ~-payping—-£full—prices——plus—+the——cuprent
seimbursemest— rate- £0r -3 ~poying —-student's—-luneh ~-plus—-the——alue of
doneted- foods -for —a—--sbudent-—uneh. The charge for adult nmeals is
determined by the county board of education and approved by the
Degpartment of Education in the Adreement between SFA and State Agency.
It is recommended that the charge{(s) be established at or near the
county per meal costs. Bdult meals are not reimbursable nor counted in
the ccmmodity allocation entitlement.

Meals served tc adults who are directly invelved in the operation and
adminisiration of child nutrition programs may, at the discreticn of
the SFA, be furnished at no charge. B2s such, thelir cost may be fully
attributed to the nonprofit child nutrition program coperaticn and
supported . by revenues tc the chilé nutriticon program. These meals
should be” shown as program adult meals. [Column 6§ or 12 on form
43-10-308] School emplcyees who supervise during the lunch or
breakfast pericds, sell tickets or perform other duties directly
related to the fcod program should do so on a contract basis as
described in State Code 18a-4-14 and 18a~4-16.

Meals served to adults not directly invelved in the child nutrition
program such as administrators, teachers, aldes, student teachers and
other persons working or visiting in the school may not be served free
of charge unless the ceost of the meal is covered from another source.
These meals should be reported as non-program adult meals.

Student teachers and other persons working in the scheools who are not
enrclled In the educational program of the SFA are not eligible for
free or reduced price meals. They must pay the same price as adults
unless the cost is paid by another agency.

0482q _ G - 17i8




INVENTIORY RECORDS

The physical or perpetual inventory is necessary to document food and
supply costs as required on the Monthly Fimancial Report, Form WVDE
43-10-31 [G - 30.3]. Usba donated food items must be inventoried
separately. (See the bonated Foods sectlon). These inventorles shall
be maintained by a responsible perscon and coples shall be kept on file
at the school for one year following the date on which they are
prepared. The "cost of food used" as claimed for USDR reimbursement
shall not include the wvalue of USDA donated focds or missing inventory
items, including stolen or spoiled food. A suggested perpetual
inventory form is shown [G - 30.9].

A child nutrition preogram inventory of large equipment shall be
maintained by a responsible person for each participating schocl. USDA
regulations require a reconciliatiocn of eguipment on hand at the end of
each school vyear. All foocd service equipment which has Eully
depreciated {(i2--yeems——old--s2——mese) must be removed from active
inventory. Any new or transferred equipment (3500 or more per unit)
acquired during the year shall be routinely entered in the lnventory on
a predetermined date, no later than August 31. Any funds received from
the USDA FSER account toward the purchase of a specific item of
equipment shall _be subtracted from the item's reported purchase and
installation price. Suggested inventory and depreclation forms are
shown [G - 30,10, ¢ - 30.11, G ~ 30.12].




EQUIPMENT DEPRECIATION

Each school must maintain a complete. equipment inventory file which
lists 2l! non-expendable equipment [G - 30.11]. The inventory will
include: )

m an assigned inventory number for each plece of equipment;

m all equipment on hand for program use which has been purchased

wikthin- -bhe- -Last -1l-——veaers with an acquisition cost of $300

or more per single unit;

serial numbers where applicable;

+he month and year of installation:

the meonth and year of initial depreciaticn;

the acquisition cost;

the amount of FSEA funds., if any, received for equipment items

on the inventory:

s the adjusted cost tc the child nutrition pregram {acquisition
cost less FSEA funds received); and

m life termination date.

The method described 1is straight line depreciaticn in which
non-expendable equipment is fully depreciated upcn completion —— if its
useful life. 4ip-—32-—eers- ~ Once an inventory file has been
established, the total value of equipment will be changed annually only
when a new piece of equipment is added, traded., scraped or when--2a
item-has—reseched-the-1Z-yeer-Limik fully depreciated.
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MONITORING

By law, state and local educaticn agencies are responsible for the
administration and supervision of child nutrition programs funded under
the WNational Schoel tunch ARct and the Child Nutrition Act. Fleld
personnel of the child nutrition staff of the WVDE monitor and
supervise local operations, provide technical assistance and assist
with the inservice training of food service perscnnel.

Coordinators are responsible for monitoring programs in public schools
in the 5% c¢ounties. The monitoring duties of these representatives are
performed through on-site visits to review food program operaticons 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 Cn-Site visit [H - 30.2]

Adeguake~- sehesl——monitonine —aotivibies ~-sheuld - -be--eaprried--ouk--Bby
eounby—— - peprsonnisi-——to-——-ensure-—--offietont~--loesi———foods—~-gerviee
sperakignsge— —SohooEs ~shoutd —--be--vwigiked-during—-mesl--gepviase-—-and a
weittep——repari--made- —and - kepb—-on---fite ~--AllL —areas-—0E-~the——£foad
peogem— Should- -be- —reviewed- —--Soordinetoers —-from W¥DE-willk-ask--to--see
evidenee- of- moenitoring —during-—visits—to-the-—eounty —effice~—-For a
semple-menitocing~-form-see—fH-~-30-23~

Accu-¢laim regqulations (7 CFR Part 210) require the Scheol Food
Authoritv/Sponsor to menlitor program  accountability. The review
process must.  be completed by PFebruarv 1, of each vear and the
meonitoring must be maintained at the Scheool Food Authority/Sponsor
office.  for review by state and/or federal personnel. When the review
discloses any problem requiring a corrective action plan, a follow-up
on~site review must be conducted within 45 days of the initial review
£o determine that the preblem has been resolved. A sample monitoring
form, containing the reguired minimum review area is needed [H -~ 30.617.




ASSESSMENT PROGEDURE
MEAL COMPONENTS AND QUANTITIES

During Management Evaluation’s the WVDE coordinator will determine if
the meal served on the day of the review contains the components and
quantities to meet meal pattern requirements. If the components and/or
quantities are inadequate to meet USDA requirements, assessment will be
made for all reimbursement for that day's meal. If the schoel has a
choice of menus and only cne menu 1ls inadequate in components and/or
gquantities, then only the section 4 (toctal meals) reimbursement can be
assessed, since it 1s impossible to determine how many free and reduced
price meal students chose that menu.

When reviewing £for AIMS or West- Firnginie- -Standapds -of --Educekional
Exeelieoned Manadgement Evaluations menus for the previous two week
period will be reviewed using the production records. Meals determined
to contain insuvfficient components in required porticn size shall be
found out of compliance.
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AUDITING

The 0ffice of MWManagement and Budget (CMB) Circular A-128 establishes
uniform audit requirements for state and local governments, or their
subdivisions, that recelve Federal financial assistance. The Circular
requires reciplents and subrecipients of Federal financlal assistance
te arrange for independent audits of financial operaticns, including
compliance with certain provisions of Federal laws and requlaticns, and
to assure that single audits are made in accordance with Circular a-128.

The audift of all fiscal accounts will be cenducted by auditors from the
WV State Tax Commission. In order to meet the program 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. Each SFA will be charged by the private auditing firm
for the child nutrition program portion of the audit. The SFA will be
charged a per diem fee and expenses by the WV State Tax Commission for
the commission's fiscal porticn of the audit.

The findings or recommendations concerning the child nutrition program
audits must be reviewed Iimmedilately by the WVDE. .Notice of audit
findings and recommendations shall be forwarded to the SFA within ten
days. WVDE shall work toward resolution of the findings within 90 days.
Child Nutrition Program Audit Regquirements

annual Amount of

Total Federal NSLP, SBP,
Sconsor Type. . Funding SESP, SMP, SGER
Governmental-CMBE A-128 Under $25,000 None

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

over $100,000 Crganization-wide
Annually
Non—Governmental-OMB A-110 Under 325,000 Nonex
Over $25,000 Organization—wide
Biennially

tYaden~-——Seetion —— 226~ (e —-0f——-the-~-Ghild---GCare——-Food——-Program
pegutabionsy— Title FTK— —ahd— —-Tiele- —FIFX ~—propriectary ——~<for-——prafit)
inekzuebions—— pot—— subjeot - -bo- —organigatien—wide —-audiis-——ghallk -~bhe
audited-by—the-Stako-ageney—ak-leask-biennially~




MEAL SERVICE FOR ADULTS

Bdults shall be served the same menu served to students in portions not
to axceed that of secondary students. No special fcods shall be
prepared for adults. Sale of a la carte items to adults 1is net
permitted, except those items available for students for breakfast a la
cart sales. Adult meals are not reimbursable.

Meals served to adults who are directly involved in the operation and
administration of child nutrition programs may, at the discretion of
the SPFA, be Efurnished at no charge. These meals should be shown as
program adult meals ({(Cclumn 6 or 12 on form 43-10-30s). School
employees  who supervise during the lunch or breakfast periocds, sell
tickets or perform other dutlies directly related to the Ffocd program
should do so on a contract basis as described in State Code lBa-4-14
and 18a-4-16, - '

Meals served to adults not directly involved in the child nutrition
pregram such as administrators. teachers, aildes, student teachers and
other perscens working cor visiting in the schoeol may not be served free
of charge_unless the cost of the meal 1s covered from another source.
This meal should be reported as non-program adult meals {(Column 5 or 11
on form 43-10-30s).
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MEAL SERVICE FOR THE HANDICAPPED CHILDREN

Meals must be provided for the. handicapped children at no
additional charge or free or reduced tc those with approved free and/or
reduced price applications on file. Special equipment for preparation
and utensils for eating are allowable costs.

Schools shall require parents/guardians of handicapped children to
provide medical certification from a medlical doctor that (1) verifies
special meals are needed because of their handicap and (2} prescribes
the alternate foods and feorms of foods needed to meet the child's
special dietary needs.

Food service personnel may obtain assistance in planning appropriate
foods.




SAFETY AND SANITATICN

To aveld health and safety hazards, only authorized school food service
personnel shall be allcowed in the focod preparation and serving areas.
Use of tobacco shall not be permitted in the school food preparation
and service areas.

It is recommended that food service personnel wear clean uniforms.
Approved hair restraints are reguired. -

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

To ensure that foods are served at proper temperatures, plates or trays
should be £filled only as the students pass through the line. In
schools, family style 1s not permitted for students and/or adults.

Extreme care shcould be taken during preparation and serving of foed to
avoid contaminatlon or spread of communicable . diseases. The
rerevai—— of-- £008-~ ~from- - studentls- —trays- -for ——the ——consumpkion——of
another-persan-should-be-diseouraged-
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SALE OF NUTRITIOUS FOUDS

When schools sell nutritious food items during the school day, West
Virginia Board of Education regulaticns specify that no food other than
the school lunch., breakfast and milk shall be sold or served in the
lunchroom during the meal pericd.

Milk may be sold to a student at any time during the meal pericd.

Proceeds from milk sold in the lunchroocm at the time of meal service
must be deposited to the child nutrition account.
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SALE CF NON-NUTEITIOUS FOOCDS

The West Virginia Beoard of Education- has adopted a resolution which
prohibits the sale of candy., soft drinks, chewing gum and flavored ice
bars in 211 public schools, including veocational schools, during the
school day. The school day is defined as the pesied--af time
between the seheduled arrival of the £first child at school and
urtilt the depasture—wof-—-the—-legb~-currieudar--HbHus end of the
iast scheduled instructional peried.

according to the state board reguiaticn, any foed 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. Items of questionable nputriticnal content, or
confections which are commonly called “candy” may be sold only if
certification is on file at the schoel, based upon laboratory analysis
of the specific item, that the food or beverage does not fall under the
WWDE's definition of candy, soft drinks, chewing gum or flavered 1ice
bar. Refer to guidelines for product selection.

This The state Dboard regulation must not be confused with a more
recent one passed by £he USDA,, gipee—~~&  The guidelines
adopted by &he WVDE are more restrictive and supercede those of
USDA. Schools shall be guilded by definitions contained herein rather
than information furnished by salesmen.

Foods served at school parties or sold at school bake sales should
contain no meore than 40 percent sugar and/or other sweetening agents.
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SECTION M

DEFINITIONS

ACT - Means the Naticnal Schocl Lunch Act, as amended.

ADA — Averaqge Dally Attendance.

ADC ~ Aid to Dependent Children.
ADULT - staff members and employees of a scheool or child care

institutien including all £faculty, supervisery, past secondary
students, student teachers and other persommel.

ADULT BREAKFAST - a breakfast which 1s sold to an adult for the full
price as established by the state and local board of education.

ADULT LUNCH - a lunch which is scld te 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 Aild to
Families with Dependent Children Program in a State where the
standard of eligibility for AFDC benefits dces not exceed the
income eligibility gquidelines for free meal or milk benefits.

AIMS - (ASSHSSMENT, IMPROVEMENT, MONITORING SYSTEM) - a
federal monitoring system which is implemented in cooperation with
the State Agency to assist 1in  identifying operational and
management preoblems and to take corrective action when needed.

APPEAL - the right of appeal by a parent or guardian, child or school
or county employee to the state superintendent for an impartial
decision.

ASFSA - (AMERICAN SCHOOL FOOD SERVICE ASSCCIATION) - a non-—
profit, professicnal organization dedicated to the health and well
being of the nation's children. Membership 1s open to persons
engaged 1n non-profit scheol foed service or related activities in
public and private schools, colleges and universities.

ASSESSMENT PRCOCEDURE - 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
federal requirements for the school lunch. Each item is
individually wrapped or packaged in a meolsture-procof container.
The disposable eating utensils, napkins, and straws are generally
wrapped as a unit and included in the package.
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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 scheol day. Schoels may serve breakfast for an extended
period of time or at different times during the morning hours.

CATEGORICAL ELIGIBILITY — A child for whom food stamps/AFDC is

received 1s autcomatically eligible for free meals when the
househeold provides a current food stamp or AFDC case number on the
application, If application is made for another child in the
household whe does not come under the AFDC grant or who is not a
member of the food stamp household, eligibility for the
non—-categorically eligible child MUST be determined on a household
size/income basis. Household size would 1include both the
AFDC/fcod stamp members and the non-AfFDC/food stamp members.

CERTIFICATION - the process by which recognition is granted an
individual w«whe has met and continues to meet certain specific
standards esgtablished by the ASFSA.

CHILD - a person under 21 chronolegical years of age enrolled in
schools, or a student of high school grade or under. West
virginia state law extends this age to 23 for programs for
exceptional children.

CN — Child Nutrition

CN LABEL — A veoluntary Federal labeling program which states the
products' contribution te the meal pattern requirements; usually
found on commercially prepared, individual portioned food preducts.

COMPELLING CIRCUMSTARNCES - the overwhelming pressures of
essentlal or environmental factors which cause a school to request
the state superintendent to consider a walver of the requirement
to operate a program.

COMPONENTS ..— the constituent parts of a meal. The lunch pattern
contains four components: meat or meat alternate, 2 vegetables or
fruits, bread and wmilk. The breakfast pattern contains 3
compecnents: fruit or juilce, cereal and milk.

COST COF MILK - the net purchase price paid by the school or child
care institution to the milk supplier for milk delivered to the
school or c¢hild care institution. This does not include the
amount paid to supplier for servicing, rental of or installment
purchase of milk service eguipment.

COUNTY - the county board of education.

CTP - Comprehensive Training Program.

CURRENT INCCME — means income recsived during the month prior to .
application for free or reduced-price meals and multiplied by 12.
It such income does not accurately reflect the household's annual
income, income shall be based on the proijected annual household
income. If the prior vyear‘s income provides an accurate
reflection of the household's current annual income, the prior
year may be used as a base for the projectad annual income.
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DA - (Distributing Agency) agency responsible for donated foods -
Department of Health and Human Services.

DEPARTMENT - the West Virginia Department of Education.

DEPRECIATICN - a resasonable allowance for the deterioration., wear and
tear and obsolescence of non-expendable equipment used primarily
in connection with the operaticn of a fcod service facility.

DIRECT CCSTS - expenses which are readily identifiable as the part
of the teotal ccst applicable to the school food service
operation. (Examples: cost of food, cooks' salaries, supplies.)

DISTRIBUTICN COST - {(of Special Milk Program) - direct expenses
incurred by the school or child care institution in connection
with the sale, handling or serving of milk.

DONATED FOODS - agriculiural commodities which USDA makes available
to varicus foed pregram outlets including public and private
schools and summer camps.

ECONOMIC UNIT — A droup of related or unrelated pecple whoe share
housing and/or all significant income and expenses of its members.,

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

ENRICHED - a prccess by which the nutrients thiamin, riboflavin,
niacin and iren are replaced in refined grains and grain preoducts.

EQUIPMENT - articles and physlical resources other than land or
buildings used for recelving, storing, preparing, transporting or
serving food.

EXTRA MILK - milk sold to children exclusive of milk served as a
compenent cof the breakfast or lunch and for which no reimbursement
is claimed.

FAMILY - a group of related or non-related individuals who are not
residents of an instituticn or bearding house, but who are living
as one economic unit.

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

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

FNIC - the Food and Nutrition Informaticn and Educational Materials
Center. The Center houses audic-visual and printed materials
related to school food service.

FNS - the Food and Nutritlcn Service of the USDA.
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FNSRO - the Food and Nutrition Service, Reglonal Office. In the case

FoCD

of West Virginia, it is the Mid-Atlantic Region with headquarters
in Robbinsville, N.J.

SERVICE MANAGEMENT COMPANY — means an organization other than a

FoCDh

FOOD

public or private nonprofit school with which an institution may
contract for preparing and, unless otherwise provided for,
delivering meals, wlth or withour milk for use in the Procram.

SERVICE PERSONNEL - lccal school food service employees
classified as Cooks I, Cocks II, Cooks III and local food service
managers.

STAMP HQUSEHOLD - Any individual or group of individuals which is
currently certified to receive benefits under the Food Stamp
Program.

FORTIFIED ~ the addition of a nutrient to a food product to increase

that. nutrient’s density over and above that normally found in the
product. The addition of milk solids to low-fat milk to produce
"protein fortified" milk is an example,

FOSTER CHILD - a child who is living with a family but who remains

FREE

FSEA

the legal responsibility of the welfare agency. ©Only the income
recelved for foster care for the child should be considered for
eligibility purpeses. [F - 30.5; — 14]

LUNCH CR FREE BREAKFAST - a lunch or breakfast fcr which

neither the child nor any member of his familv pays or is required
to work in the school or in the scheool's lunch program. Federal
reimbursement for a free lunch or breakfast shall be claimed only
for an eligible child with an approved application for free meals.

- (FOOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) -

formerly "Non Fcod Assistance Program" - funds made available to
states to assist them to supply schools drawing attendance from
areas” in which poor ecconomic conditions exigt, with egquipment
other . than real property for the storage, preparation, transporta-—
tion and serving of feood:; to enable them tc establish, maintain
and expand the focd service programs.

HANDICAPPED - students of high school grade or under (as determined

by the state} including students up to age 23 who are physically
or mentally handicapped as defined by the state.

HOUSEHOLD — members of a family/household who live together and

share expenses; a group of related or nenrelated individuals, who
are not residents of an institution or boarding house, but are
living as one economic unit.

INCOME STANDARDS — means the family—-size and income standards

prescribed annually by the Secretary of Agriculture for

determining eliqibility Eor free and reduced-price meals under the

Naticnal School Lunch Program and the School Breakfast Program.
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INDIRECT CCOST RATE - {also callesd HEW Number of County
Non-restricted Cost Rate) - a pre-determined factor which wiii
yield allcwable indirect costs when applied to adjusted direct
costs. This Ffactor is assigned annually by the Bureau of Finance
and Administration of the West Virginia Department of Education
from data furnished by the County Departments of Education.
Indirect cost rate for private schools and RCCI's is 10 percent.

INDIRECT COSTSE - those costs representing supporting services and
incidental supplies which are furnished by general support
services program of the school system. These costs, if properly
documented, may be eligible costs of the Food services and when
added to direct costs, show the full cost of the food service
operaticn.

MANAGEMENT SVALUATION REVIEW - a review of local fcod service
pregrams conducted by field perscnnel of the child nutrition state
staff of the West Virginia Department of Education.

ME - Management Evaluation.

MILK - pasteurized fluid types of unflavored whole milk, lowfat milk,
skim milk or cultured buttermilk which meet state and local
standards for such milk. All milk should contain vitamins A and D
at levels specified by the Fcod and Drug Administraticon and be
consistent with state and local standards for such milk.

NEEDY CHILDREN - children from families meeting the standards for
free and reduced price meals.

NET - {Nutrition Education and Training Program) - In November 1977
the cChild Wutrition Act was amended teo establish a system of
grants to state education agencies £for the development of
comprehensive nutrition infermation and education programs. Such
nutrition programs shall freely use as a learning laboratory the
school lunch and child nutrition programs.

NET CASH RESOURCES - Mcney in the child nutrition account plus all
moneay due the account less the amcunt of unpaid bhills.

NON-EXPENDABLE EQUIFPMENT - tangible preperty having a useful
life of meore than one year and an acquisition cost of %500 or more
per unit.

NCN PRICING PROGRAM - (Special Milk) - a pregram in which milk is
not sold te children on a daily, weekly, meonthly or annual basis.
The milk is provided by funds from institutieon, camp, school or in
some cases by a tuition payment.

NCN PROFIT PRIVATE SCHOCL - a non-public school that is exempt
from income tax under the Intesrnal Revenue Code.

NON-PROGRAM ADULT MEALS - Meals sold Lo adults not directly invelved in
the child nutrition program.
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NCN RESTRICTED COST RATE see INDIRECT COST RATE.
NSLA - National School Lunch Act.
NSLP - National School Lunch Pregram.

NUTRITIONAL STANDARDS - standards for meal patterns as prescribed
by the West Virginia Department of Education.

CA - Office of Audit of USDA.

OFFER VS. SERVE - a senior high scheol student is not required to
accept more than 3 of the 5 iltems of the school lunch. "Offer”
means the complete lunch 1s made avallable to students. The
"Offer" wvs "Serve" may be extended to junior high and elementary
schools at the discretion of the local School Food Authority.
This provision 1s neot permissable in school breakfast.

0I —-0ffice of Investigation of USDA.

0IG - Office of Inspector General of USDA.

OMB — Office of Management and Budget.

PAID BREAKFAST OR LUNCH - a breakfast or lunch which is sold to
a child at the full price, as established by the county board of
education.

PERPETUAL INVENTORY - a rumning record, up to date, of each ltem
on hand in the storercom.

PHYSICAL INVENTORY - the value of items on hand at the end of an
acccunting period (usually a month).

PRICING PROGRAM - (Special Milk) - a program in which milk is scld
tc children and is paid for daily, weekly, monthly or annually.
The price that children pay for milk will be lowered by making
maximum use of the reimbursement.

PROCESSING CONTRACTS - An agreement by and between a processing company
and the state distributing agency or between a processing company
and a reciplent agency whereby donated commcdates, made avallable
by USDA, may be converted inte end-preoducts or components used in
scheol meals.

PRODUCT ANALYSTIS SHEET - a statement by the producer or distributor
of a prepared entree specifying the amount of meal components
supplied by a product. A statement by the distributor of a pizza
product might read: "Bach 4" X &" slice of pizza
containg the equivalent of 2 oz. of meat/meat alternate, 1/8 cup
vegetahble, 1l slice enriched bread.”

PROGRAM - the school breakfast or lunch program.
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PROGRAM ADULT MERLS - Meals served to adults who are directly invelved
in the operation and administration of the child nutrition program
and are furnished at noc charge.

PUBLIC HEARING = -a public hearing cenducted by the school which is
held for the parents of the children enrclled in that school.

RCCI - Residential Child Care Institution — Homes for the mentally
retarded, emoticnally disturbed, unmarried mcthers, orphanages;
temporary shelters for abused or runaway children; and 3uvenile
detenticn centers.

RECERTIFICATION - the process by which recognition is granted an
irdividual who has met and continues to meet certain specific
standards established by the ASFSA. (See CERTIFICATICN)

RDA - (RECCMMENDED DIETARY ALLOWANCE) - a list of nutrients and
the quantlties needed_daily for men, women and children published
by the Food and Nutritiocon Beard, Naticnal Academy of
Sciences/National Research Council.

REDUCED PRICE MEAL - a meal which meets the following criteria:

1. The price shall be less than the full price of the meal.

2. Currently in West Virginia the lunch is priced at 40 cents
and the breakfast at 30 cents.

3. Neither the child nor any member of his Ffamily shall be
required to supply an equlvalent value in work for the schoot
or in the scheol’s food service.

4. Federal reimbursement for the school lunch or breakfast may
be claimed only for a chlld with an approved and wvalid
application for a reduced price meal.

REGULATION - a statement issued by a federal agency. It establishes
requirements which must be met under laws passed by Congress.

REIMBURSEMENT - financial assistance pald 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 wvalue of resources available to cperate the food service
program including cash Efunds (federal, state and local) and the
value of goods and services contributed,

SBP - School Breakfast Program.

3CHOOL - an educational unit of high school grade or under operating
under public or non-profit ownership in a single building or
cemplex of buildings. The term "high school grade or under®
includes classes of pre-primary grade when they are conducted in a
school having classes of primary grade or higher grade or when
they are recognized as a part of the educational system in the

state regardless of whether such pre-primary grade classes are
conducted in a scheol having classes of primary or higher grade.
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SCHOOL DAY - that period of time between the scheduled arrival of the
first child at schoel and until the departure of the last
curricular bus.

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

current average pavments.

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

SECTION 4 - the section of the Naticnal 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 enrclled in a 3 yvear high school (grades 10-12)
2. -Tany student enrolled in a 4 year high school (grades 9-12)
3. @n a 5 or 6 year secondary school either:

a. students enrolled in grades 10~12

b. students enrolled in grades 9-12

as determined by the local School Food Authority.

SERVING PERIOD - the period of time which 1s 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.

SDA - Agency responsible for donated foods - West Virginia Department
of Human Services.

SFA - (SCHOOL FQOD AUTHORITY) - the governing beody which is
responsible for the administration of one or more schools and
which has the legal authority to co¢perate a breakfast or lunch
pregram 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 federal food
service program may not participate in the Special Milk Program.
Schools may participate in the Special Milk Program for
split-session kindergarten programs in which children do not have
access. to the meal service. .

SPLIT SESSION — an education program which operates for approximately o
cne—half of the normal scheol day.

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

STATE AGENCY - the State Educational Agency.
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STATE ATD ALLCPMENT - funds provided by the West virginia

Legislature to assist public schools in hiring lecal food service
persennel. This is designated as the state funding needed to meet
the state matching requirements set ferth in the National School
Lunch Act. -The NSLA requires -that 10% of the 23 to 1 state
matching requirements of the federal decllars, funding Section 4 of
the Act, must be in the form of state appropriations to local
participating schools. These State Aid Allotments are paid to the
county scheool systems in guarterly installments.

STATE EDUCATICNAL AGENCY - {as determined by the State
Legislature} - the Superintendent of Schools or the State Board of
Education controlling the State Department of Education,

STRATGHT LINE DEPRECIATICN - a method of depreciating an item of
equipment whereby an equal portion of the cost of the item 1is
allecated to each pericd of use,

USDA — United States bepartment of Agriculture
USDE - United States Department of Education

USRDA - United States Recommended Daily Allowance - a list of nutri
ents reflected on Fcod labels. The figures are not identical to
the RDA.

VERIFICATICON PRGCGEDURE--—-prpocodure-where-aiigibility—for~£ree—
Tedueed—— price-— Heelks- —i8- ——confipmed. — means conflrmation of
eligibility for free/reduced price benefits under the wNaticnal
Schoel Lunch Program.

WAIVER - an individual school‘s request For granting of a waiver for
the service of school breakfast due tc compelling circumstances.

WV CHILD NUTRITION STATE PLAN - an annual statement of program
objectives and a plan tc implement national policy.

WVDE - West Virginia Department of Education
WV STRNDARDS OF EDUCATICNAL EXCELLENCE — each county's
assessment of its compliance with standards for educational

quality followed by a plan for compliance.

YAC - Youth Advisory Council
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COMMENT LOG

POLICIES OF OPERATION MANUAL, CHILD NUTRITION PROGRAMS

{POLICY 4320)

Directions: Please use this form in commenting by secticn on the proposed

policy and requldtions on Pelicies of COperation Manpual, child Nutrition

Prograns. -

NAME OF INDIVIDUAL/ORGANIZATION

RDDRESS ==

Proposed Policy

Section A

In west Virginia

Section B

i

I

[

l

l

l

|

l

| ¢Chilé Nutrition Programs
l

l

]

l

f

| school Breakfast
!

i

Section C
School Lunch

Section D
Donated Foods

Section F
Free and Reduced Price Meal
and Free Milk Policies

Section G
Financial Management
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Directions: Please use this form in commenting. by section on the proposed

COMMENT LOG
POLICIES OF OPERATION MANUAL. CHILD NUTRITICN PROGRAMS
(POLICY 4320)

policy and regulations on Policies of Operation Manual, Child Nutrition

Programs.

NAME OF INDIVIDUAL/ORGANIZATION

. ADDRESS

Section H

Menitoring and Auditing

Section J

Food Service Policies

Section M
Definitions

Please submit comments by August 15, 1990 to:
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Harriet Deel, Director
Child Nutrition Division
West. Virginia Department of Education
Building &, Room B—-248
Charleston, West vVirginia 25305-0001




