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EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320

PUBLIC COMMENT PERIOD ENDS: August 15. 1985 Adopted

BEACKGROUND:

Policy 4320.85, Policies of Operation Manuai, interprets regulations regarding School
Breakfast, School Lunch, Ponated Focds, Special Milk and Free/Reduced Price Meal
applications. Further, it provides policy regarding financial management as set forth in
Office of Management and Budget Circular A-102. It also details federal requirements of
the Coordinated Review Effort (CRE).

PURPOSE:

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

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

changes.
CONTENTS:
e Modified milk requirements have been addressed.

e Glossary of Terms has been updated.
e Minor editing changes have been made to make the policy more readable.

IMPACT:

The policy requires no additional financial outlay. Rather, it provides assistance in
management practices and federal accountability requirements.
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Information in the Qffice of Child HNutrition Policies of
Operation Manual includes the Department philescphy and goals for
nutrition and nutrition education for West Virginia children. In
addition, the fanual includes state and federal meal regquiraments
for school Dbréakfast and lunch, special miik regulations and
instructionsg £or claiming federal reimbursement for eligible meals
and milk. There are instructicns for completing required records
and reports and for handling government donated foods.

Specifications related to financial management include
allowable and non-zllowable costs. Federal procurement
regulations, rmonprofit status, federal audit requirements and
Coordinated Review Effort (CRE) are addressed.

This manual provides federal eligibility guidelines for free
or reduced price meal benefits, and federal reguirements Ior
verification &f meal applicaticns. Information regarding Civil
Rights regquireménts are included. Policies are detailed that apply
to emergency fzZading, competitive fceod sales, catered meals for
gsenior citizens, food service for children who are disabled and
regulatory provisions for parent and student involvement.

Recommendations Zfor personnel trainin are described.
Programe available from the Department of Education are ocutlined.




DATE

INDIVIDUAL/ORGANIZATION

COMMENTS AND SUGGESTIONS LOG
POLICY 4320: POLICIES OF OPERATION MANUAL
August, 1995

ACTION TYFPE

N: No Response -Negative
.NA: Not Accepted +Positive
A. Accepted oNeutral

COMMENTS/SUGGESTIONS ACTION/TYPE

RATIONALE

07/27/95

08/03/95

Nancy Marzano
Hancock County
Sinclair Avenue
Weston, WV 26062

Lisa Walker

Jackson County Schools
Cottageville Elementary
Cottageville, WV 25239

PROPOSED POLICY

OK.

Need to address 1% milk in the lowfat category. +

07/27/95

08/03/95

Nancy Marzano
Hancock County
Sinclair Avenue
Weston, WV 26062

Lisa Walker

Jackson County Schools
Cottageville Elementary
Cofttageville, WV 25239

SECTION C - School Lunch

The lowfat milk may be 2% white, 1% white, skim milk or +
buttermitk, p. G - 8.

Need to address 1% milk in the lowfat category. +
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EXECUTIVE SUMMARY

POLICIES OF OPERATION MANUAL
CHILD NUTRITION PROGRAMS

Series 85, Policy 4320

PUBLIC COMMENT PERIOD ENDS: August 17, 1895 Adopted

BACKGROUND:

Policy 4320.85, Policies ¢ eration Manual, interprets regulations regarding School
Brezkfast, School Lunch, Donated Foods, Special Milk and Free/Reduced Price Meal
applications. Further, it provides policy regarding financial management as set forih in
Office of Management and Budget Circular A-102. It also details federal requirements of
the Cocrdinated Review Effort (CRE).

PURPOSE:

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

This policy, Series 85, Policy 4320, provides local school districts the required
revisions needed in ordar to comply with accountability regulations and other regulatory

changes. -

CONTENTS:

¢ Maodified milk requirements have been addressed.

e Glossary of Terms has been updated.
& Mincr editing changes have baen made tc make the policy more readable.

IMPACT:

The policy requires no additional financial outlay. Rather, it provides assistance in
management practices and federal accountability requirements. A total of two perscns
commented on the proposed revisicns. These resulted in language clarification in

identification of lowfat milk.
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, FORM HD 201
(10-68)

HD NO

DRAFT NG

FISCAL NOTE WORKSHEET

(Submit 4 Copies)

BILL NO

RESOLUTION NC,

Ganeral

SUBJECT__Child Nutrition Policy Manual 4320

SCURCE OF REVENUE: £ GENERAL FUND O SPECIAL O OTHER (SPECIFY)

COST OF ESTIMATE BASED GN: T AN DRIGINAL ESTIMATE T BUDGET BHLL O QOTHER (SRECIFY]

INCOME ESTIMATE BASED ON: O AN ORIGINAL ESTIMATE O BUCGET BILL T OTHER (SPECIFY)

SHOW OVER-ALL EFFECT IN ITEMS 1 AND 2 & GIVE EXPLANATION CF BREAKDOWN BY FISCAL YEAR INCLUDING LONG-RANGE EFFECT

ANNUAL FISCAL YEAR
EFFECT OF PROPOSAL INCREASE DECREASE CURRENT NEXT THEREAFTER
1. ESTIMATED TOTAL $0 50 s0 $0 $0
COST
PERSONAL SERVICES | $0 $0 so 50 $0
CURRENT EXPENSES
REPAIRS/ALTERATIONS
EQUIPMENT
OTHER
2. ESTIMATED TOTAL 50 $0 50 50 $0
REVENUES
3 EXPLANATION OF ABOVE ESTIMATES (INCLUDING LONG-RANGE EFFEGT)
DATE AGENCY RIZED REPRESENTATIVE
June 8, 18395 . West Virginia Department of Education |
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FOREWORD

This policy manual is provided to school administrators, school food service superviseors
and others concerned with the advancement of child nutrition programs in West Virginia
schools. By observing these state and federal policies, schools throughout the state will

bhe better able to:

1. Provide nutrition programs nesded by the students;

2. Upgrade ard expand available services;

3. Provide attractive, nutritionally balanced meals to all students; and
4. Help students develop séund eating habits.

The following policies reflect the concerns of parents, interested citizens and the West

Virginia Board of Education.

S Wiy

Henry Marockie
State Superintendent of Schools
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CHILD NUTRITION PROGRAMS IN WEST VIRGINIA

HISTORY

School food service gained national emphasis during the depression days. As part of the
national effort to combat depression in the early 1930's, the National Youth Association
and the Works Progress Administration were established, both of which provided federal
funds for employment in school iunch 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 1948, after World War Il draft statistics
indicated that one-third of all men rejected for military service were physically unfit due to
nuiritional deficiencies, the National School Lunch Act was enacted te 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 to educate children with half-starved bodies, Congress defined
the purpose of the National School Lunch Act:

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

In 1954, the Special Milk Program was enacted to increase children's consumption of fluid
milk. During the 1860's as a result of naticnal awareness of hunger and mainutrition in the
United States (as porirayed on the CBS documentary "Hunger in America" and
substantiated by the Ten State Nuiriticn Survey, conducted by the Department of Health,
Education and Welfare), the School Breakfast Program, Child Care Food Program and the
Summer Food Service Program were established on a pilot basis. In 1966, the Child
Nutrition Act was passed, which complemented the program provided under the School
Lunch Act. In 1970, new amendments to the National Schocl Lunch Act and the Child
Nutrition Act brought about substantial changes and program expansion.

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

In developing plans for the 1880's, the United States Depariment of Agriculture has
identified several priorities: {a) assess, improve and strengthen point of service and
accountability systems; (b) operate more efficiently; (c) integrate food service and nutrition
education; (d) involve students, parents, teachers and school administrators; (g) reduce
paperwork; (f) increase outreach in the breakfast program; and (g) simplify eligibility
documentation. Although adequate facilities, enabling state and federal legislaticn and a
sound financial system all are necessary, the ultimate success and effectivenass of the
child nutrition program is dependent upon full support and cooperation at all administrative
levels and upon trained personnel.

In May of 1889 the School Breakfast Program was expanded to include the requirement
of an additional food item and allowed schools to implement an "offer vs serve” option for
breakfast. This change resulted from national evaluations conducted by the Department
of Agriculture comparing nutrient content of home and school breakfasts. Based on a
review of these evaluations, the home breakfast provided more iron and vitamin A but less
miik-related nutrients than the School Breaxfast Program.

In an effort to increase the nutrient integrity of the School Breakfast Program, an additional
meat or bread item was required. This addition raised the iron content of the schooi
breakfast and also allowed for the increased levels of other nutrients cccurring in
combination with iron.

PHILOSOPHY (West Virginia Department of Education)

The primary responsibility of the food service program is to the participant and the
participant's nutritional needs - the child in school (public and private)... the child in
institutiona! surroundings... the special needs child... the child in day care (center and
home)... the aduit in day care. Each has impertant food needs.

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

All meal service in the dining area shall conform to the nutritional standards prescribed and
shall be priced and served as a unit. Any other food or beverage served at any time during
the day should provide protein, vitamins and minerals in a satisfactory balance with
calories in order to contribute to the nutritional quality of the meals served.

D13NGIPOOMI(CO] o A-2




Non-nutritious focds - namely, candy, soft drinks, chewing gum and flavored ice bars - shall
not be sold during the school day (i.e., that period of fime between the arrival of the first
child at school and the end of the last scheduled instructional period).

THE EDUCATION GOALS OF THE STATE OF WEST VIRGINIA

1.

All students wiil have equal educational opportunities and will be ready for the first
grade. .

Student performance will equal or exceed national averages with an emphasis on
science and mathematics achievement. Performance measures for students in the
lowest quartile will improve by 50 percent.

The best perscnnel will be recruited, retained, previded professional development o
improve their skills and will be compensated with competitive salaries and benefits.

Ninety percent of ninth grade students will graduate from high school with the
knowledge and skills necessary for college, other post-secondary education or gainful
empioyment. The number of high school graduates entering post-secondary education
will increase by 50 percent.

All school facilities will provide a safe, disciplined environment and meei the
educational needs of ali students.

All working-age adults will be functionally and technically literate. We will use schools,
colleges and universities as centers for life-long learning.

MISSION

The mission of the Office of Child Nutrition is to enhance leaming and quality of life through
nutriticn education and nutrition services.

MAJOR FUNCTIONS

Major functions are categorized in the areas of administration, technical assistance and
training, monitoring and accountakiiity, and outreach. Specifically, the Office of Child
Nutrition works 1o achieve the following:

1. Ensuréthe service of nutritious meals that appeal {o children.
2. Increase efficiency and accountability in food service operations.

3. Assiststudents in achieving cptimum performance and gquality of life.
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4. Enable educators, food service personne! and parents to positively influence
children's eating habits.

5. Ccllaborate with other governmental and community agencies in establishing goals
and nutrition services for children.

6. Optimize the effectiveness of child nutrition perscnnel.

7. Promote and expand child nutrition programs.

UNITED STATES DEPARTMENT OF AGRICULTURE. (USDA) CHILD NUTRITION
PROGRAMS

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

National School Lunch Program
Scheol Breakfast Program

Child and Adult Care Food Program
Summer Food Service for Chiidren
Special Milk Program

Nutrition Education and Training
Donated Foods Program

NOOAGN

These programs are authorized by the National School Lunch Act of 1946 and the Child
Nutrition Act of 1966. All are administered by the West Virginia Depariment of Education,
except the Donated Focds Program which is under the West Virginia Depariment of Health
and Human Resources. A brief description of each program follows:

ational School Lunch Pregram - 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 child care instifutions.

School Breakfast Program - The Schoo! Breakfast Program was established by the
Child Nutrition Act of 18656 as a pilot project and aimed only at schools with large numbers
of needy children or students who traveled long distances tc school. Today, the program
is available to all public and private schocls and to non-profii residential child care
institutions. The School Breakfast Program is mandated for public schooels in WV Code
§18-5-37.

Child and_Adult Care Food Program - The Child and Adult Care Food Program
(CACFP) operatgs year-round in non-residential institutions that provide care for children
enrolled in: day care centers, Head Start centers, outside-schocl-hours care centers and
family day care homes, and aduits enrolled in day care centers. Atiending participants are
served breakfast, lunch, suppers and snacks, as needed.
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Summer Food Service Pregram for Children - The Summer Food Service Program for
Children provides meais to children during extended school vacation pericds (more than
three weeks). The program may be sponsored by any public or private non-profit,
non-residential institution where at least one-half of the children are eligible for free or
reduced price school meais. [n addition o these institutions, residential camps may also
sponsor the program and receive reimbursement for meals served to economically needy

children.

Special Milk Program - The Special Milk Program makes it possibie for split-session
kindergarten and/or other pre-primary children who deo net have access to other meal
service and all children aftending a school without a food service program to purchase milk
at a reduced price, or if they are eligible, to receive milk iree. Schools, summer camps and
institutions that 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 information to
participants and for stafi developmeni of food service personnel and teachers. The
program is for all participanis in public and private schools and in residential and
non-residential care institutions,

Food Distribution Program - The Food and Consumer Service through the Food
Distribution Program donates foods to various food program outlets - including schools and
summer camps. Commodities used in the program are generally acquired under price
support and surplus removal legislation and donated to precgram outlets through
cooperating state agencies. The Depariment of Agriculture also has special purchasing
authority to acquire food for certain feeding programs.

01321rPACK1 (GO i . A-5




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

FEDERAL LEVEL

At the federal level, the Food and Consumer Service shall act on behalf of the United
States Departmeni of Agriculture in implementing the Child Nutrition Programs. [t shail be
responsible for the following four areas:

1. Program Administration

providing timely information to the Administration and to Congress;

drafting, up-dating and publishing in the Federal Register reguiations to implement
the National Schoo! lLunch Act and the Child Nutrition Act, as amended by
Congress;

soliciting public comment prior to issuing federal regulations in their finai form;
conducting briefing sessions and/or public hearings concerning national policies
related to schoo! food service;

negotiating an annual written contract with each state educational agency for
administration of the School Lunch, School Breakfast, Special Milk, Child and Adult
Care Food Program, Summer Fooed Service Program;

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

developing national policy conceming 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
spensors and schools for each child nutrition program administered; initiating
corrective action plans where necessary; and

reviewing and approving the various state plans as submitted by each state for the
succeeding school years.

Financial Management

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

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

developing, where necessary, corrective action plans in cooperation with the state
agency, including follow-up and financial assessment where necessary,
providing budgetary information to the Administration and to Congress;

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

processing and up-dating each state’s Letter of Credit to reflect program activity;
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e periodically up-dating reimbursement rates for various programs; and
¢ reviewing and approving state automated data precessing systems.
3. Training
e preparing and distributing program aids;
e preparing and distributing suggested training materials for schoo! focd service
personnel, nuirition education and parental invclvement;
e developing criteria o measure the nutritional quality of foods and beverages to be
served in schools; -
e cooperating with community groups, professional associations and allied agencies
to evaluate program effectiveness; and
e negctiating centracts with appropriate agencies to conduct surveys, evaluations,
and special research projects.
4. Food Distribution

negotiating an annual agreement with each state for the acceptance, allocation and
delivery of government-denated foods;

developing specifications and issuing bids for the purchase of foocds to be
distributed to child nutrition programs;

allocating and shipping government-donated foods to each state;

monitoring the state's government-donated foods distribution plan; and

approving Commodity Processing ceontracts and/or implementing the National
Inventory System.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

STATE LEVEL

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

1. Program Adminisiration

preparing annuai state plans for Child Nutrition Program operations and a State
Plan for the Nutrition Education and Training Program;

annually negotiating a Sponsors Agreement [A - 30.1] with sponscring agencies;
developing prototype Policy Statements [A - 30.2] for provision of free and reduced
price meais, free milk, free textbooks, workbooks and instructional supplies and
other specified educational benefits;

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

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

preparing annual state and federal budget requests for the succeeding fiscal year
(State-July 1 through June 30; Federal-October 1 through September 30);
scheduling, conducting, summarizing and evaluating public hearings on the various
child nutrifion pregrams;

continuously reviewing and evaluating United States Department of Agriculture
(USDA) regulations and instructions as published in the Federal Register
(proposed, interim and final regulations) or as issued by the USDA Regional Office
(guides, handbocks, instructions, memoranda and reporis):

notifying Sponsoring agencies of USDA regulations, instructions and policy
guidelines on a timely basis;

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

establishing, organizing and convening the Nutrition Advisery Council and other
adviscry committees to maintain liaison with participating agencies; and
cooperating with national, state and local agencies in implementation of an
on-going nutrition education and training program which meets the identifled needs

of the state.

2. Financial Management
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timely draw-down of federal funds to pay outstanding claims for reimbursement;
timely and accurate processing and paying of monthly claims for reimbursement;
preparing accurate menthly financial status reperts and timely submission at siate
and federal levels;

annually reconciling reimbursement payments with program costs;

reconciling state and federal subsidiary accounts;




auditing sponsoring agencies and selected sites on an annual schedule in
accordance with United States Depariment of Agriculture (USDA) Audit Guides;
and

assessing sponsoring agencies for overclaims identified as part of the audit reports
or Coordinated Review Effort (CRE).

Monitoring And Evaluation

developing and monitoring the procedures to be used by schools in verifying
information reporied in a sampling of applications for free/reduced price meals;
annually reviewing net cash rescurces at the sponsor level:

conducting on-site management evaluations of program performarice;
monitoring sponsoring agencies and selected participating sites in accordance with
regulations {CRE, Title VI of the Civil Rights Act of 1864, Title 1X of the Education
Amendments of 1972, Section 504 of the Rehabilitation Act of 1873 State
Standards for Educational Excellence, and Standards for Schocl Nutrition); and
continuously evaluating program effectiveness.

Training And Technical Assistance

scheduling and completing on-site visits to provide technical assistance and/or
follow-up visits; providing technical assistance as a resuit of CRE reviews;
implementing staff development for local school food service personnel;
assisting sponsoring agencies with local school food service training programs
where necessary;

developing and implementing on-going training programs for supervisory and
administrative personne! (sponsor level);

reviewing and approving proposed plans and layouts for food service facilities
when requested; and

preparing and distributing training materials, program aids and guidance materials.
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RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS
SPONSOR LEVEL

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

1. Program Administration

annually negotiating contracts with participating schocls;

presenting for approval to the local board of education the Sponsors Agreement
[A - 30.1] and Policy Statement [A - 30.2] for provision of free and reduced price
meals or free milk, free textbooks, workbooks and instructional supplies; providing
copies of sponsor's approved Policy Statement to all pariicipating schools;
distributing copies of Applicaticn for Free or Reduced Price Meals and Free
Textbooks, Workbooks and instructional Materials [F - 30.2];

impiementing required hearing procedures [Policy Statement, A - 30.2];
implementing a county level verification procedure to be used in the approval of
applications for free and reduced price meals;

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

developing standard policies regarding employment practices, grigvance
orocedures, supervision and training of focd service personnel;

organizing, when needed for compliance with §2550.18 and §4321.1, school and
county adviseory councils;

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

nctifying schoocl administrators and school food service personnel concerning rules,
regulations and pclicies governing schoo! food service programs;

maintaining liaison with parent, student and community groups,;

promoting National School Lunch Week and other special activities;

extending and expanding program benefits to meet the nutritional, emotional and
social needs of al! children;

school automaticn of records and repcrts; and

reporiing requirements §18A-2-13 which provide the following data from each
school:

a. the number of meals served;

b. the number of cooks employed; and

¢. average number of meals served per cook hours werked.

2. Financial Management

verifying and consolidating schools' monthly reports of participation and claims for
reimbursement; promptly submitting the sponsor's consclidated Claim for
Reimbursement [G - 30.5]; verifying sponsor's monthly reimbursement payments
and allocating payments to the individual schools or programs;
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Administrative Requirements, School Food Authority

consolidating schools' financial reporis each month; preparing an annual sponsor's
report of accruad income and per meal costs; submitting report to state agency;
documenting reported income and expenditures and retaining documentation for
three years plus current operating year;

annually reviewing operating balances at the school leve!; annually reconciling
reimbursement payments to direct costs incurred at the schoo! or sponsor level;
assigning and adjusting scheol 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);

astablishing and impiementing purchasing procedures in compliance with state and
federal regulations;

developing and implementing a viable financial management system and an
automated data processing pian which meets state and federal requirements;
reviewing edit checks monthly and document reasons for unusually high
percentage of participation; and

obtaining attendance factor for each scheol.

3. Monitoring And Evaluation

maintaining a reguiar schedule of on-site visits to participating scheols; monitoring
ali food service sites prior to February 1 of each school year and scheduling
follow-up visits to schools to ensure program cempliance; accompanying state
and/or federal representatives on local school visits; and

continuoisly evaluating the effectiveness of the child nutrition programs in serving
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 equizment purchases;
planning and/or approving school fcod service menus pricr to time of service;
developing and implementing local policies concerning the serving of nutritious
foods at schools;

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

croviding technical assistance to schoo! food service personnel, schecol
adminisfrators and clerical personnel;

developing and implementing an on-going training pregram for food service
personnel, school clerical personnel and school administrators;

providing resource person(s) for school administrators, teachers, professicnal
groups and allied agencies;

assisting teachers and school administrators in developing an cn-going nutrition
education program,

0133tdrPOOMI(CO) ° A - 'I 1




e developing and/or disseminating training aids, instructional materials, handbooks,
manuals and other program aids; and

e initiating an on-going, relevant professional growth program for food service
supervisory personnet,
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September 1

10th of Each Month

October 16
January 15
April 15

July 15
September 30

October 31

October 31

November 10
November 30
December 15

January 10

February 1

Note:

01323PROMI(CE)

DATES AND DEADLINES

Policy Statement (WVDE 43-10-11)

Annual Schocl Information for the School Lunch, School
Breakfast and Special Milk Program

Criteria for Determinaticn of Severe Need Schools School
Breakfast Program

Monthly Claim for Reimbursement (WVDE 43-10-30)
(tenth of the month following the monthly period being claimed)

Monthly Financia! Reports (WVDE 43-10-31)
Monthly Financial Reports (WVDE 43-10-31)
Monthly Financial Reports (WVDE 43-10-31)
Monthly Financial Reports {(WVDE 43-10-31)
Annual Repert (WVDE 43-10-32)

Verification. Draw sample based on the number of free/reduced
price meal applications on file October 31.

Civil Rights Informaticon (racial, ethnic data)

Reporting requirements §18A-2-13 (subr:nit with October report)
Notify WVDE of Verification Extension

Complete verification process

SFA Verification Summary Repert received by the WVDE, Office
cf Child Nutrition

Complete SFA site monitoring

Refer to the POLICIES OF OPERATION MANUAL 4320 for further
information regarding the submission of reports, doecuments, etc.




RESPONSIBILITIES FOR CHILD NUTRITION PROGRAMS

SCHOOL LEVEL

The local schocl administrator is respensible for the following five areas:

1. Program Opération

filing an Application for School Lunch, Schocel 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 Educational Materials
[F - 30.2] to each student enrolled in the school;

reviewing and approving, in accordance with state and county administrative
guidance materials, each application for free meals and reduced price meals and/or
complete direct certification for eligibility;

verifying information reported on a sampling of applications for free and reduced
price meals and verifying any incomplete, illegible or questionable information
entered on the applicaticns;

approving all eligible, complete applications and denying all applications that do not
meet the eligibility guidelines. Such approval or denial must be entered on the
application in the appropriate areas and parents must be notified within 10 working
days after the completed application has been returned to the school;

informing all teachers and clerical personnel of the federal, state and county
requiremeénts for provision of free and reduced price meals or free milk;

initiating hearing procedures when information entered 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 nuiritional
requirements are mef;

providing assistance to school focd service personnel in planning menus that
provide for choices within the required meal components to all students; and
providing alternate meal services (plate lunch and box lunch; salad plate and
regular plate lunch; continental breakfast and regular breakfast) to increase student

participation.

2. Records And Reporis

CUISIIPOCMIICO)

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;
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maintainifig all records pertaining to child nutrition programs (including applications
for free and reduced price meals, participation records, invoices, financial reports,
equipment inventories and production records) for three years plus the current
school year,

submiiting complete and accurate reports of daily participation; and

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

3. Financial Management

developing and implementing standard procedures for‘collecting meal payments,

®
collecting meal tickets and serving meals so that no student is overtly identified;

e establishing a system for payment and reporting of all food service invoices in
compliance with county and state requirements for financial management;

e obtaining prior approval for all major purchases from the sponsoring agency;

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

e documenting reported expendiiures.

4, Training -

e encouraging school food service and clerical personnel to participate in the
county's staff development program;

e remaining informed concerning federal, state and county regulations and policies
concerning the various child nutrition programs; and

e encouraging teachers to attend available nutrition education training and assisting

teachers in developing a sequential nutrition education program in the classroom.

5. Public Relations

advising parents concerning the types of foed service programs available at the
school and surveying the need for additionai programs;

organizing student advisery councils to assist in menu planning, publicity and
observance of special days in the lunchrocm, and

maintairing liaison with parents, students, community groups and the
administration to promote good public relations.

Those School Food Authorities who vend or satellite meals must provide names and
addresses of sifés on WVDE 43-10-01. Exhibit [A - 30.3]
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FEDERAL EMPLOYER'S IDENTIFICATION NUMBER

WEST VIRGINIA DEPARTMENT OF EDUCATION
Charlesion, West Virginia 25305

NATIONAL SCHOOL LUNCH ACT

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

1. NAME OF SPCNSORING AGENCY:

2. ADDRESS OF SPONSORING AGENCY: " 3. EFFECTIVE DATE:

e s s ok sl e e e ke e e ke ek ke sk e e e e ke e sk i i e ok ke e i i e ok e e ok o ke e e e i e e e e e e e e ok e ok ok e 3 ke i ok e ok e o ke e ok s ke ok e e e ke e e e e e R e e e e e R R

In order to effectuate the purpcses of the National School Lunch Act, as amended (42 U.S.C. 1751) and
the Child Nutrition Act, as amended (42 U.S.C. 1771), the West Virginia Depariment of Education,
hereinafter referred to as the "Department”, and the Sponsoring Agency (Item 1 above), hereinafter
referred to as the "Sponsor’, agree as follows:

. The DEPARTMENT agrees to make funds available to the Sponsor for the programs operated by it, as
designated below, in accordance with the various State and Federal Regulations applicable to such
pregrams: Natienal School Lunch and Breakfast Program Reguiations (7 CFR Parts 21C, 220, 301% and
245); and/or Special Milk Program Regulations (7 CFR Part 215) and Nutrition Educaticn and Training
Regulations (7 CFR Part 227), and any applicable amendments theretc, as well as any State Laws,

Regulations, or Standards.

The SPONSOR agrees to accept federal funds for expenditure in accordance with the applicable
Regulations and any amendments thereto, and to comply with all the provisions of such regufations and
amendments thereto. In the event of a proposed amendment of any applicabie regulation, if the Sponscr
gives to the Department, prior to the effective date of the amendment, written notice of its determination
to discontinue cperation of any program conducted thereunder, this Agreement shali be terminated as

to such program as of theeffective date of the amendment.

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

National Scheol Lunch Program
School Breakfast Program
Special Milk Program
(In "No Program” schools or
split session Kindergartens only)
Commeodity Schools 7 o

i

H
<)
(o]
9]
W
{1
L
H
1
)
"
t
[17]
a
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This agreement shall be effective commencing on the date specified (Item 3 above) and ending one year
thereafter, unless terminated earlier as provided hersin. The Department may renew this Agreement
each year thereafier, by notice in writing given tc the Sponsor as soon as practicable after funds have
been appropriated for carrying out any of the purposes of the National School Lunch Act and of the Child
Nutrition Act during each such year. [n any event, however, either party hereto may, by giving at least
ten days written notice, terminate this. Agreement.

The DEPARTMENT agrees to reimburse the Sponsor to the extent of funds available for scheol lunches,
school breakfasts or special milk served io eligible children in connection with the Child Nutrition
Programs indicated above. Reimbursement shall be made cnly in connection with meals served to
children which meet the nutritional standards set forth in this agreement. Reimbursement rates as
established by the United States Department of Agriculture shall be used o reimburse the Sponscr on
behalf of the school or institution. For all Sponsors, general cash-for-food assistance funds shali be used
{0 assist the scheols or institutions in obtaining food (the assigned reimbursement rate multipiied by the
total number of school lunches or breakfasts served fo children); special cash assistance payments shall
be made tc assist schools in previding free and reduced price meals to eligible children (the
reimbursement rate multiplied by the total number served free or reduced).

The SPONSOR agrees to submit to the Department for approva! at the beginning of each school year,
a Policy Statement for the Provision of Free and Reduced Price Meals or Free Milk which covers all food
services provided under the National Scheol Lunch Act and the Child Nutrition Act for ail schools or
institutions participating in the child nutrition programs An approved copy of the Policy Statement will
be provided to all participating schools or institutions by the Spcnscr.  Any school or institution
participating in the programs indicated above may, through the Sponsor, be reimbursed for school
lunches and school breakfasts served free or at a reduced price to children meeting the Sponsor's
approved eligibility standards, provided that a current, correctly approved Application for Free or
Reduced Price Meals is on file at the school or instituticn. Such free and reduced price meals shail be
offered to ali eligible children by ali participating schools cr institutions. Neither the child nor any member
of the child's family may be reguired to werk for a meal. Each participating schocl or institution shall
comply in all respects (o the Sponsor's approved Policy Statement. When the school or institution
participates in the Chiid Nutrition Programs listed above, meals may nct be denied zny chid for
disciplinary purposes and, if consumed in another schocl location, must be the same meal offered to
other children. If no meal service is available at a given school or institution, the Sponsor may apply for
the Special Milk Program for that particular schoo! cr institution. An approved Pclicy Statement must be
on file. For schocls or sites with split-session kindergarten programs, the sponsor may apply for the
Special Milk Program for those particular kindergarten children only.

The SPONSOR and the participating schocls or instituticns under its jurisdiction shall comply with all
provisions of Chapter 7, Code of Federal Regulations, Parts 210, 215, 220 and 248. :

The DEPARTMENT and the SPCNSOR hereby agrees to comply with Title VI of the Civil Rights Act
of 1964 (42 1U.S.C. 2000d et. seq.}, Title I1X of the Education Amendments of 1872 (20 U.S.C. 1681 et,
seq.), Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), the Age Discrimination Act of 1875
(42 U.S.C. 8101 et. seq.}, all provisions required by the implementing Regulations of the Department of
Agriculture, Depariment of Justice Enforcement Guidelines (28 CFR 50.3 and 42) and FNS (USDA)

googtdr/Formsl

+)

WWDE 43-10-1C 8/%4 ... L _




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, gender or disability 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 reccrds and submit reports,
as required, to permit effective enforcement of the nondiscrimination laws and permit authorized
USDA/MWVDE personnel during normal working hours to review such records, books and accounts as
needed to ascertain compliance with the nondiscrimination laws. |If there is any viclation 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, transferees and assignees as long as they receive assistance or retain possessicn of any
assistance from the United States Department of Agriculiure. The person whose signature appears
below is authorized to sign this assurance on the behalf of the Sponsor,

The SPONSOR 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
disabled persans. It provides in relevant paris as follows: "No otherwise gualified handicapped individual
in the United States. . . shall, solely by reason of his handicap, be excluded from participation in, be
denied the benefits of, or be subjected to discrimination under any proegram cr activily receiving federal

financial assistance." =

The SPONSOR shall take appropriate initial and continuing steps to netify participants, beneficiaries,
applicants and employees, including those with impaired vision or hearing, and unions or professional
organizations and local minority and grass roots organizations that it dees not discriminate on the basis
of disability violation of Section 504 of the Rehabilition Act of 1873, The notification shall state, where
appropriate, that the sponsor does not discriminate in admission or access to, or treatment or

empioyment in, its programs and activities.

All information used by the sponsor to inform the public about the program shall contain the following
nondiscriminafion statement: "Program benefits and services are available to all children without regard
to race, color, gender, disability, age or national origin. If you believe you have been discriminated
against because of race, color, national origin, age, gender or disability, write to the Administrator, Food
and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia 22302." The collection and
reporting of data cn the ragial or ethnic identity of children who apply for free and reduced price meals

is required by Department of Justice regulations.

THE SCHOOL FOOD AUTHORITY AGREES THAT, for each school listed in the Policy Statement, it will
conduct the program(s) indicated in the Sponsor's Agreement in accordance with the Department's
regulations and will conform to the following requirements in the conduct of each program (unless the

requirement is restricted to_a particular program):
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Meal Counts, Monitoring and Claims

The official signing the monthly Claim for Reimbursement shall be responsible for reviewing and
analyzing mea!l counts to ensure accuracy as specified in Secticn 210.8 governing claims for
reimbursement. The schocl food authority acknowledges that faiiure to submit accurate claims will result
in the recovery of an overclaim and may result in the withholding of payments, suspension or termination
of the program as specified in Section 210.24.

The schocl food autherity acknowledges that if failure to submit accurate claims reflects embezzlement,
willful misapplication of funds, theft, or fraudulent activity, the penalties specified in Section 210.25 shall

apply.

The scheol food authority shail provide that free, reduced price, and paid reimbursable meals served to
eligible children are counted at the point of service, or through ancther counting system if approved by
the State agency. -

Each scheol foed authority with more than one school shall perform no less than one on-site review of
each school under its jurisdiction prior to February 1 of each school year (see 210.8 (a) {1). The

person who will monitor and complete the menitoring visits report is

whose position {itle)is

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

School food authorities shall also compare claims against the school's average daily atiendance,

enrollment or membership data, and a factor that accurately accounts for the difference between
enroliment and attendance at any given time (see 210.8 (a} (3). The perscn respeonsible for these edit

checks is : - i

whose position (title) s

The SPONSOR agrees: to develop a system for collection of data; {o maintain this informatien on file
for 3 years; and to establish procedures to ensure that the 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 cof the applicant organization's program service area {NSLP, SBPF.
SMP) and enrollment shall be maintained by the Sponser.
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The SPONSOR agrees to_make available upon request, information about program requirements ang
procedures for filing complaint in the appropriate translation to non-English speaking persons.

The SPONSOR, if it employs 15 or more persons, agrees {o desugnate a coordinator to carry out
Section 504 activities. =~

The SPONSOR hereby certifies that any school(s) or institution(s) under its jurisdiction and participating
in any of the Child Nutrition Programs indicated above is nonprofif, exempt frcm Federal incocme Tax
under the internal Revenué Code, as amended, and devoted fo the care, training and education of
children. Any Sponscr, school or institution thai operates its food service under a contractual
arrangement with a concessionaire or a food management company shall submit a copy of such
contractual agreement to the Depariment annuaily for approval prior tc negotiation.

The SPONSOR and its schools or instiiutions participating in any or all of the Child Nutrition Prcgrams
indicated above shall comply with the requirements set forth in 7 CFR Part 3015 regarding financial
management; shall maintain full and accurate recerds of operations under this agreement and shali 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 mainiained in such a manner as (o reflect the nen-profit
status of this service. The Sponsor shall limit its operating balance o a level consistent with program
needs. All excess funds {(as determined by the Deparimeni) shall be used to reduce the price of the
meal, to improve the guality cf the meal service or to purchase new or replace old equipment as

approved by the Spcnsor and the Department.

The SPONSOR and each cof the participating schools or institutions shall make available fo the
Department or to the United States Department of Agriculture cr to the State Tax Commission for
examination and/or audit at any reasonable time and place, all records pertaining to the operation of
programs under this agreement. The SPONSCR agrees to make it possible for the Department to fulfil!
its agreement with the United States Department cf Agriculture ccncerning its responsnb ilities for program
supervision, management control, audit, monitoring compliance and on-site visitatio

The SPONSOR, for its pariicipating schools or institutions, agrees tc submit tc the Department on forms
provided by the Department claims for reimbursement in accordance with instructions provided by the
. Department. Claims for réimbursement not filed within 80 days following the last day of the month
covered by the ciaim will not be paid except when the United States Department of Agriculture

determines that late submission of the claim was justifiable.

The SPONSOR agrees that all income accruing to the food service program in its office or in any schools
or instititions participating in the programs availatle under the National Schocl Lunch Act or the Child
Nutrition Act shall be used only for Program purposes; provided however, that such income shall not

be used to purchase land or to acquire or to construct buildings.

The SPONSOR agreses that adequate 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 Agriculture. Proper sanitation and health and safety
standards cenforming with all federal, state and local standards and regulations shall be maintained by
the participating schools and institutions, including an adequate and safe supply of water and sanitary
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disposal of all water and refuse. Such facilities shall be provided that the children may eat their meal in
an accepted social manner. Adequate and empathetic supervision shall be provided in the lunchroom.
Food or beverages other than the school lunch or school breakfast, extra milk or other approved foods
shall not be served in the dining area at the time the meal is served. Meals may not be denied tc any
child for disciplinary purpese, and must be the same meal served to other students.

Prices charged for adult and student rheals and/or milk shall be approved annually by the Departrnent,
Lunches and breakfasts shall be priced as a unii.

Extra milk served under the Special Milk Program in schocls with ne food services and/or schoois with
split session kindergarten prcgrams shall be fluid milk which meets state and local standards.
Reimbursement under the Special Milk Program shall be claimed only for fluid milk which meeis siate
and local standards and is served in schools or institutions with no reimbursed food service.
Reimbursement may be claimed only for fluid milk purchased and served to children.

the schocl lunch and that all breakfasts claimed for reimbursement meet the nutritional requirements of
the school breakfast. Schools and instituticns shall ccoperate with the Depariment in developing
procedures for diminishing the waste of foods without endangering nutritional integrity. Only one
breakfast and/or one lunch per day may be claimed for reimbursement for each participating student.

The scheol lunches claimed for reimbursement must meet the requirem!ents prescribed by the
Department and the United States Department of Agriculture and must be served during a pericd or
periods designated as the lunch period. The school breakfasts claimed for reimbursement must mest
the requirements prescribed by the Department and the United States Department of Agriculture and
must be served during a period that is near the beginning cf the schocl day. The Sponsor and its
participating schocls and institutions shali endeavor to follcw menu suggestions givan by the Depanment
and/or Sponsor and shall initiate varied types of menus, even though it may on occasion 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 fcods.
Such substitutions shall be supporied by a statement from a recognized medical authority that includes
recommended alternate foods. _ B

The SPONSOR agrees that all schools and/er institutions under its jurisdiction will serve meals to
children with disabilities even when the chiid's disability restricts her/his diet. These special dielary needs
must be verified by 2 statement from a medical doctor and must include prescribed alternate foods. |f
an emergency should arise preventing a schocl or institution from temporarily obtaining delivery of milk,
the Department may approve the service of meais with an availatle alternate milk or without milk during

the emergency period.

This agreement may be terminated upon ten days written notice on 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 agreemant or of the regulations have nct been complied with by the Sponsor. Any
termination of this agreement shall be in accerd with applicable laws and regulations.
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A SPONSOR that operates its food service program cn confract with a food service management
company shall remain respensible for assuring that the nutrition programs are in conformance 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 shall be given as far in advance as is practicatle.

SIGNATURES

STATE DEPARTMENT OF EDUCATION

(State Agency)
BY:
{County) or (Sponsoring Agency) _ ~ STATE SUPERINTENDENT OF SCHOOLS
APPROVED:

(County Superintendent) or (Director) State Director, Office of Child Nutrition

Date= : .- Date
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

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

The =
{(County Board of Education or Nonpublic School or Child and Adult Care Sponsor)

has entered into -agreemant with-Weast Virginia Cepartmeni-of -Education to participate in the
Nationai School Lunch Program and/cr the Schoci Breakfast Procgram, the Child and Adult Care
Foed Program cr the Special Milk Program, and/or te receive commodities donated by the United
States Department of Agriculture and accepts responsibility for providing free and reduced price
meals or free milk to eligible participants in the scheol(s), institution(s) or center(s) under is
iurisdiction, . ) B

The County Board of Education or the Nonpublic School or the Child and Adult Care Institution cr
Spenscr assures the West Virginia Department of Education that the school system, the institution
or sponsor will uniformily implement the following policy ic determine the eligibility of participants
for: (1) Free and reduced price meals in ali classrooms and/or scheols and/or institutions and/or
centers or homes under its jurisdiction which are participating in the National Scheol Lunch

Program and/or the School Breakfast Program and/or the Child and Adult Care Food Program

and/or which are receiving government-donated focds; or (2) Free milk in all schools and/er
institutions in its jurisdiction that are participating only in the Special Milk Program or schools that
serve milk oniy to split session Kindergarten children.

In fulfilling its responsibilities the County Board of Education or the Nenpublic Scheol or Child and
Adult Care Institution or Center or Home agrees:

A. To serve meals free or at reduced price to participants from families whose income is at or
beiow that listed in Attachment A, Columns 1 through 8.

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/centaers/institutions/homes with no food service and
in schools with split session Kindergarten).

C. To provide these benefits to any participant whose family's total househcid income before
deductions fall within the criteria given in Attachment A at the time the application is

submitted.

D. To ensure that there shall be no physical segregaticn of or other discrimination made by the
schocl, institution, center or home against any participant eligible for a free or reduced price
meal or for free milk. The names of participants eligible to receive free or reduced price
mealis and free milk shall NOT be posted, published or announced in any manner and there
shall be no overt identification of any participant by use cf special tokens or tickets or by any
other means. Further assurance is given that participants eligible for free cr reduced price
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meals or free milk shall: {1) not be required to work for their meals or milk, (2} net be required
to use a separate lunch or service area, (3) not be required to go through a separate serving
line, (4) not be required to enter the lunchroom/dining area through a separate entrance,
(5) not be required to eat meais or drink milk at a different time and (8) have the same
choices of meals and of milk as the paying participant.

E. That in the operation of nutrition pregrams, no participant shall be discriminated against
because of his/her race, color, national origin, gender, age or disability.

F. To verify by December 15, in accordance with program regulaticns a prescribed number of
applications and to maintain records as follows: (1) a summary of the verification efforts;
(2) the total number of applications on file by October 31; and (3) the percentage of number
of apolications verified. Compliance with these requirements will be menitored by the West
Virginia Department of Edication as part of its supervisory assistance, menitoring and
verification efforts.

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

H. To establish and use a fair hearing procedure for any parent's/adult household member's
appeal(s) of the (sponsor's) decisions on applications, and for chalienges to the continued
eligibiiity of any participant for free or reduced price meals or free milk. During the appeal and
hearing, the participant who was determined eligible based on the face of the application
submitted will continue to receive free or reduced price meals or free milk. A record of alt
such appeals and chalienges and of their dispositions shall be retained for {hree years.

Pricr to initiating the hearing procedure, the parent/guardian/adult heuseheid member or local
official may request a conference to provide an cpportunity for the household member and
official to discuss the situation, present information, and obtain an explanation of data
submitted in the application and decisions rendered. Such a conference shall notin any way
prejudice or diminish the right to a fair hearing.

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

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

2. An opportunity to be assisted or represented by an attomey or cther person.

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

4. Reasonable promptness and convenience in scheduiing a hearing and adequate notice
as o the time and place of the hearing.

5. An opportunity to present oral or decumentary evidence and arguments supporting its
position without undue interference.
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6. An oppertunity to question or refute any testimony ¢r othar evidence and to canfront
and cross-examine any adverss witness.

7. That the hearing be conducted and the decision made by a hearing official whe did not
participate’in the decision under appeal or in any previous conferance.

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

9. . That the parties concemed and any designated representative thereof be notified in
writirig of the decision.

10. That for each hearing a written record be prepared, including the decision under appeal,
any documentary evidence and a summary cf any oral festimony presanted at the
hearing, the decisicn of the hearing official and the reasons therefor, and a copy of the
notification to the parties concemed of the hearing official's decision,

11. That such written record be retzined for 2 period of 3 vears after the close of the
schoolffiscal year to which they pertain. These records must be made available for
examinaticn by the parties cencerned or their designees at any reasonable time and

place during such pericd.

To designate by name and title the county food service directer, school principal, assistant
principal, center director or other assigned staff to review applicaticns for free and reduced
price meals cr milk and make determinations of eligibility. Such officials will use the criteria
outlined in this policy ‘o determine which individual participants are eligible for free and
reduced price meails or free milk.

J.  To make availakie, at the beginning of each schoc! year, and whenever there is a change in
the eligibility criteria, to the parent, guardian cr adult househoeid member of each participant
attending the schocls, centers or institutions participating in the Schoei Lunch, Scheol
Breakfast, Child and Adult Care Food Program, Commodity Proegrams or Special Milk
Program a copy of Form WVDE 43-10-2C, Application for Free and Reduced Price Meals, cor
Form WVDE 43-10-2C Milk, Application for Free Milk.

interested parents, guardians or aduit househcid memkbers are responsibie for filling out the
Application and returning the completed Application to the county cffice, schoci or site. Such
applications and documentation of all determinations made on ail applicaticns shall be
maintained at each school, center or institution for 3 vears after the end of the school/fiscal

year to which they pertain.

Applications for Free and Reduced Price Meals or Applications for Free Mitk may be filed at
any time during the year. Any parent, guardian or aduit household member who enrcils a
participant for the first time shall be supplied with a copy of Form WVDE 43-10-20 regardiess
of the time of year the participant is registered.
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K. APPLICATICN APPROVAL PROCESS

1. Prier to the raview and approvai of applications for the 1895-86 scheol year, fres and
reduced price meals and free milk shall be served to participants from households with
approved applications on file from last year. This includes: (a) those participants who
attended the schocl/center last year; {b) new students in a school with clder siblings
who wers approved free or reduced price last year; (¢) previously approved participants
who transfer from one schocl/center to another under the jurisdiction of the same scheol
focd authority or sponsoring organization.

2.  Each incoming application shall be reviewed at the school/center to determine that it is
complete. The fellowing information must be previded before an eligibility determination
can be made: - Sl —_—

HOUSEHOLD ENRCLLING CHILDREN

(a) For Food Stamp/AFDC Assistance units:
(1y name of child;
(2} the child's food stamp or AFDC case number; and
(3) signature of an adult househoid member.

(b) Other Households enrolling children:

(1) name of child;

{2) names cof all household members;

(3) social security number of the househoid member who signs the application
or an indication that the household member does not have a social security
number;

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

{8) signature of an adult household mamber,

HOUSEHOLDS ENROLLING DAY CARE ADULTS

(c) For Food Sitamp/SSI/Medicaid participants:
(1) name of participant(s);
{2) the participant's food stamp, SSI or Medicaid number; and
{3) signature of an adult household member.

(d} Other Households enrolling day care adults;

(1Y name of participant; -

{2) name(s) of participant's spouse and depesndent(s) residing with the
participant;

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

(4) the amount of income received by participant, dependent(s; and spcuse
residing with the participant; and

(8) signature of an aduit household member.

{e) Any other information requested on the application, but not provided by the
household must not delay approvai of the application.
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3.  Eligibility Determination:

(a) Pariicipants currently receiving focd stamp, AFDC assistance, SSI or Medicaid
assistance shail be approved for free benefits if the application contains the
participant's name, the food stamp/AFDC case number/SS| or Medicaid number
and the signature of an adult household member.

(b) Househoeids that do not claim food stamp/AFDC/SS! or Medicaid eligibility must
provide household size and income information to enable comparison against the
current income eligibility guidelines. If the total reported income is within the
eligibility limits, the participant shall be approvad for sither free or reduced price
benefits, as applicable.

4 - - Household Notification:

(a) All households must be promptly notified of their eligibility status.

(b) Households denied benefiis must be given written notification of the reason for
denial and cf appeal rights and procedures. The househoid shall be advised that
they may reapply at any time during the school year if their circumstances
change, The reasons for denial shall be noted and kept on file together with the
date the denial notice is sent and the name of the denying official.

5. If a participant transfers from ¢ne scheol, center, home or institution to another under
the jurisdiction of this County Board of Education or Sponsor, his/her eligibility for free
or reduced price meais or, if so cffered, free milk will be transferred to and honored bty
the receiving school, center, heme or institution, previded that the receaiving school,
canter or institution participates in the School Lunch and/or Schooi Breakfast Programs,
the Child and Adult Care Food Program or in the Commodity Only Program cr the
Special Milk Program. The school/center/institution from which the participant
transferred shall retain a copy of the pariicipant's application.

8. ltis recognized that in certain cases foster children are alsc eligible for these benefits.
If a househoid has foster chiidren living with them and wishes to apply for such meals
ar milk for these chiidren, the household will be instrucied to contact the scheol, center,

institution or home.

7. The designated hearing official for this County Beard of Education or this Nonpubiic
School or this institution or this Center or this Home is:

Name* Title
Address _
*(Note: This person must be someone not involved in the criginal eligibility determinations. It

is suggested that the designated hearing officiai hold a position at a higher
administrative level than that of the determining official.)

0232terFORMSH
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L. To submit a public/press release containing both the free and reduced price eligibility
guidelines and all other information cutlined in the parent/guardian/aduit household member
letter to the local news media, local unemployment offices and major employers
contemplating or experiencing large layoffs.

M. To establish a procedure to collect money from participants whe pay for their meals or milk
and to account for the number of free, reduced price and full price meals served or for the
number of half-pints of free and full price milk served. The procedure described in
Attachment B will be used. No other participant in the school, center, home or institution will
conscicusly be made aware by such procedure of the identity of the participants receiving
such benefits and an accurate meal time count will be made and recerded daily.

N. To submit to the West Virginia Depariment of Education for appreval any alterations or
amendments to-the policy; includimgetigibitity -criterta, applications -public armouncements,
or collections of payments, prior to implementation. Such changes will 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.
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ATTACHMENTS: The foilewing attachments are adepted with and ceonsiderad a part of this
Policy Statement: -

Attachment A Income‘Efigibility Criteria for Free and Reduced Price
Meais and Free Milk

Attachment B Peoint of Service Count and Coilection Procedure for Meal
Payment

Attachment C Public Release

Attachment D Offer Versus Serve Policy Report and Lunch Option
Selection

Attachment E Income Eligibility Appiication and Parent/Household
Letiers

Attachment F Notice of Households of Approval/Denial
Attachment G Notice of Selection for Verification
Aftachment H Notice of Adversa Action

THE POLICY STATEMENT OUTLINED ABOVE WAS APPROVED BY THE
COUNTY BOARD OF EDUCATION OR THE BOARD OF

DIRECTORS ON

APPROVED BY:

County Superintendent of Schools or Director, Office of Child Nutrition
Administrator, Nonpublic Schoci or West Virginia Department of Education
Child Care Institution, or
Director, Chiid and Adult Care
Food Program

Date Data

Copies of this Policy Statement, including Attachments A, B, C, and D will be issued to each
participating schoc! or institution by (Date).
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ATTACHMENT A

GUIDELINES TO DETERMINE PARTICIPANT ELIGIRILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1995-96

_ ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

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

YEARLY MONTHLY  WEEKLY YEARLY MONTHLY WEEKLY

ONE 5 9,711 $ 810 $187 $13,820 $1,152 3266
TWO 13,039 1,087 251 18,556 1,547 357
THREE 16,367 1,364 - 315 23,292 1,841 4438
FOUR 19,695 1,642 379 28,028 2,328 539
FIVE - 28,023 1,818 443 32,764 2,731 631
SiX 26,3561 2,198 507 37,5C0 3,128 722
SEVEN 28,679 2,474 571 42,236 3,520 813
EIGHT 33,007 2,751 635 46,972 3,915 204

FOR EACH ADDITIONAL FAMILY MEMBER, ADD

3.328 278 64 4,736 385 g2
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ATTACHMENT B

, POINT OF SERVICE COUNT AND
COLLECTION PROCEDURES FOR MEAL PAYMENTS

PLEASE NOTE: - ; ;

1. In collecting payments for meals and in distributing tickets, tokens or bills, cfficials must
ensure that there is no overt identification of recipients of free or reduced meals; (a) at the
time the meal payment is made, (b) at the time the ticket or inveoice is issued, and (¢) in the
serving line.  _

2. Any payment collection system rmust have a built-in accounting system. Daily records must
document the amount of reduced, and fully paid participant and nonparticipant payments
collected and the number of free, reduced price, and fully paid participant and non participant
meals that actually were served. Keeping these counts is a federal regulatery requirement.
The use of "slash marks" -as a -hand ially device-does not meet federal regulatory

reguirements.

Furthermore, the meal ccunts must be taken at the point of service where a determination
can accurately be made that a reimbursabie meal has been served {o an eligible participant.
For alt practical purposes, this is at the end of the serving line.

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

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

POINT OF SERVICE COUNT AND MEAL PAYMENTS COLLECTION

In ail schools/centers/homes/institutions participating in the school lunch and/or the schocl
breakfast programs, and/cr Child and Adult Care Food Pregram the feillowing procedures will be

used during the current schcol year:

METHOD 1

Before the beginning of class, participants go to the office to make daily (or weekly) paymenis
for their meals. The meal payments are collected in such a manner that other participants are
unable to detect those whe pay reduced prices. Meal payments are counted and recorded in the
office. Each day the appropriate numbers of coded daily meal tickets (including those for free
meals) are sent to the individual classrooms. At meaitime, the tickets are collected from the
participants as each participant receives her/nis reimbursatle meal. The tickets are distributed and
taken by the participants to the dining area where these are collected after the meal is served. The
coded daily tickets are counted by category to arive at an accurate daily point cf service count.
The foliowing schogls/centers/institutions use Methad 1.

Q G282t FORMS 1
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ATTACHMENT B
{Continued)

METHOD 2

Participants pay for their meals in the office or classroom at the beginning of the school day.
The meal paymeants are coilected in such a manner that other participants are unable to detect
those who pay reduced prices. As the participants receive their reimbursable meals, a codad
check off list (rester) containing the names of all participants and identifying these who have paid
{full and reduced price) and participants eligible for free meals is clearly marked by an individual
familiar with the participants. At the end of the meal service period names ¢n the roster are
counted by category (free, reduced, paid) and an accurate count is reccrded on the daily record
of program operation. The following schoois/centers/institutions use Methed 2:

METHOD 3

Participants |.D. cards, with coded participant number, are issued to each participant. When
a reimbursable meai has been served to the participant, the 1.D. card is scanned electronically or
the 1.D. number is manually enteraed inte the compuier. A computer generated meal count by
category, {free, reduced price, and fully paid participants and nonparticipants) provides information
for the claim for reimbursement. Participants may pay in advance, weekly or monthly cr be biiled
weekly or menthly. The following schoocis/centers/institutions use Method 3:

METHOD 4 - S

At or near the beginning of the term each participant is assigned a coded identification
number indicating whether the participant is entitied to free, reduced price cr fully paid meal
service. As participants receive a reimbursatie meal, they report this number to a responsible
person who records the identification number on an adding machine tape or some other device.
At the end of the serving period, a count of free, reduced price and fully paid meals is constructed
from the coded list. Households pay for the meais in advance or are billed for meals consumed
during a specific billing pericd. The following schools/centers/institutions use Method 4:
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ATTACHMENT C

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

The County Beard of Education (cr the Institution, Center, Home cr
Nonpublic School) today announced its policy for (free and reduced price meals) (free milk) for
participants who are unabie to pay the full price for meals or milk served in schools, centers,
institutions or homes that participate in the National School Lunch or Breakfast Programs the Child
and Adult Care Food Program or in the Special Milk Program oniy.

The County Board of Education (or the Nonpublic Schoo!, Institution, Center or Home) has adopted
the following family size income criteria for use in determining the eligibiiity of participants for free
and reduced price meais and free milk:

GUIDELINES TO DETERMINE PARTICIPANT ELIGIBILITY
FOR FREE AND REDUCED PRICE MEALS
School Year 1995-386

ANNUAL FAMILY INCOME BEFORE DEDUCTIONS

FAMILY ELIGIBLE FORFREE . ELIGIBLE FOR REDUCED
SIZE =~ MEALS OR FREE MILK PRICE MEALS

ONE = $ 9,711 $13,820
TWO - 13,038 , 18,556
THREE - 16,367 23,292
FOUR 19,695 28,028
FIVE = 23,023 32,784
SiX 26,351 37,500
SEVEN 29,679 42,236
EIGHT 33,007 46,872

FOR EACH ADDITIONAL
FAMILY MEMBER,"ADD 3,328 4736

Participants from households whose income is at or beiow the levels shown are eligible for free and
reduced price meals {or for free milk}.

Application forms are being sent to some homes with a letter to parents, guardians or adult
household members. All parents, guardians or adult househoid members wishing to apply for free
or reduced price meals or free milk may fill out the application form sent home by the scheol,
center, institution or hdme. Additional copies of the application are available at all sites and county
offices. The information provided on the applicaticn is confidential informaticn to be used only for
the purposes of determining eligibility of the participant. If Part VIl of the applicaticn is checked and
signed, information may be released to the indicated agency. An application may be submitted at
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any time curing the school year, but must be submitted annually for continued eligibility.
Informatien given on the application may be verified at any time during the schoo! year by schoaol
or program officials. : B R

So that the scheol or program officials can determine eligibility for free or reduced price benefits.
the household applying for a child must provide all ¢f the follewing information listed on the
appiication: Names of all household members; sccial security number of the househoid member
who signs the application or a statement that the household member does not possess one;
amount and source cf income received by each household member; and the signature of an adult
househecid member certifying that the information provided is correct. To determine eligibility for
free or reduced price benefits for aduit participants, the househeld er adult participant must provide
the following information on the application: name of adult participant and adult participant's
dependent(s} and spouse residing with the participant; social sacurity number of the aduit
househeld member who signs the application, or a staiement that the persen does not possess
one; participant's income and dependent(s) and spouse's income, if residing with the pariicipant;
and the signature of participant or adult househoid member. Households including the participant
applying, currently receiving food stamps, AFDC, 88l ¢r Medicaid benefits for participants may
submit their Food Stamp, AFDC Program Case Number, 88 or Medicaid number instead of
income information. Househcids are required to repcrt increases in household income of over $50
per month or $800 per year and decreases in household size.

Food stamp, AFDC, (or in the case of Adult Day Care SSI and Medicaid), househoids only have
o provide the participant's name and current food stamp, AFDC case number, S8 and Medicaid
number and an aduit househcld member's signature. In certain cases, foster children are also
eligible fer these benefits. If a family has foster children living with them and wishes to apply for
free or reduced price meals and milk for them the school principal or program director should be
contacted.

Under the provision of the free and reduced price meal and free milk pelicy the school principai or
program director will review applications and determine eligibility. If a parent, guardian, or aduit
household member is dissatisfied with the decision, he/she may wish te discuss the decision with
the principal or director on an informal basis. If the parent, guardian or adult household member
wishes to make a formal complaint, he/she may make a request either crally or in writing to:

Name ‘ Telephone

Address

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

If during the schcol year a family member becomes unempioyed or if family size changes, the
family should contact the schocl, institution, center or nome to file an application.

The same meals will be available to all enrolled participants at no separate charge regardiess of
race, color, disability, gender, age or national origin, and there is no discrimination in the course
of the meal service. Any compiaints of discrimination should be submitted to the Administrater,
Eood and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia 22302,
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Each school, chiid and adult care center, institution or home and the office of the county beard of
education has a copy of the complete pelicy which may be reviewed by any interested party.

This is the public reiease we will send to:

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

on (Date).

These groups must be advised of pregram availability, new proegrams or changes in existing
programs. -

1 3 D282tarFORMS !

WVDE 43-10-11 {County) Revised 4/95
A - 30.2f




b 1AL Y b

OFFER VERSUS SERVE POLICY REPORT

The . , _ . - -- - adheres to child nutrition program reguiations
(Name cof Spensoring Agency)
conceming the provision for "Offer versus Serve" as indicated below.

7 CFR, Part 210.10 {e) Offer versus Serve., Each school shall offer its students all five required food items
as set forth in. . . [the school lunch pattern]. Senior high students shall be permitted to decline up to two
food items. Students below the senior high level may be permitted to decline up to two food items, or only
one food item, at a discretion of the school food authority. The price of a reimbursable lunch shall not
be affected if a student declines food items or accepts smaller portions.

1. All senior high school students are offered five complete food items, but have the
opticn to take three of the five food items.

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

3. Elementary scheol students are offered five complete fcod items daily and have the
opticn to taxe:
a. three of the five food items.
b. four of the five focd items.

7 CFR, Part 220.8 (3) Offer versus Serve. Each school shall offer its students all four required food items
as set forth under. . . [the school breakfast pattern]. At the option of the school food authority, each
school may allow students to refuse one food item from any component that the student does not intend
to consume. The ... [offer versus serve] option shall nct affact the charge for breakfast.

The following schools allow the cffer versus serve option at breakiast:

The following schools do not allow offer versus serve at breakfast:

LUNCH OPTION SELECTION

To implement Standards for School Nutrition, policy 4321.1, the county chooses the following option for iunch
implementation (check one):

Lunch implementation Opticn A, 4.1, USDA Pattern plus nutrient analysis.

Lunch Implementation Option B, 4.2, West Virginia Department of Educaticn component-based
standard.
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WEST VIRGINIA DEPARTMENT OF EDUCATICON ATTACEMERL £
Charleston, West Virginia 25305
Application far Free or Reduced Price Msals, and Free
Texibooks, Waoikbooks, and Eduzational Suppliss
PART I: ENROLLED CHILDREN'S INFORMATION - TO BE COMPLETED BY ALL APPLICANTS

CHILD'S MAME AGE SCHOOL, CENTER or CAMP GRADE HOMEROOM

PARTS Il, Il AND V: COMPLETE THE PART THAT APPLIES TO YCUR FAMILY

PART Il: FOOD STAMPS/AFDC HOUSEHOLDS NOW RECEIVING BENEFITS - I you receive food stamps/AFDC, complele this oan and sign
the applicatan,
Yes, | recaive Feod Stamps for the children listed in Part 1, My case numzer s

o 'Yes,Treceive AFDC far Ihe chitdran listed In Past |,

PART Il FOSTER GHILD - If you have a foster child, complete this pan and sign the asplication

Child's Name Child's Monthly Persenal Use Income _

PART IV: ALL OTHER HOUSEHQLDS - it you do nat recewe Focd Stamps or AFDC, complete this part and sign tae application

1, List all members living in your household Include parents, children, grandparents and ali pecrle relate2 ar unretated who live i your househe'd

2. List monthly meome by category List meome {BEFORE-TAXED) enchperson TecenreTt fast moTth 2 e sooree: Example’ Wages, Soma! Security,
Pension, Retiramant, Welfare, Child Sugpor, of Alimony

NAMES OF ALL OTHER AGE MONTHLY MONTHLY WELFARE, ALL
HOUSEHOLD MEMBERS EARNINGS PENSIONS, PAYMENTS CTHER
{Qldast to Youngest) FROM WORK RETIREMENT, GHILD INCOME
(Before SUFPPORT, SCCIAL RECEIVED
Deductions) SECURITY, ALIMONY

TOTAL NUMBER OF PERSONS IN HOUSEHOLD MONTHLY INCOME (Before Daduclions) $

PARTY: RACE/ETHNIC IDENTITY - vou are not requirad to answar ths question
WHITE non Hispanie . BLACK nan Hispanic HISPANIC
ASIAN or PACIFIC ISLANDER AMERICAN INDIAN gr ALASKAN NATIVE
NO CHILD WILL BE DISCRIMINATED AGAINST BECAUSE DF RACE, GEMDER, COLOR, NATIONAL CORIGIN, AGE OR DISABILITY
PART VI: SIGNATURE - An agult househeld member mus! sign this applicatian before it can ke approved
PENALTIES FOR MISREPRESENTATION - | cartify that the infommation provided Is correct and that all income was reported | understand iha! this mfarmaton is

baing grven for the receip! of faderal funds and tha! celiberale misrapresentation of the informaticn may subect me to prasecution under applicable state and federa!
law.

If you do not give 3 FOOD STAMP &r AFDC case number, Federal Law (FL 97 35) requiras you to lis! tha sodal security number of the housenois member who signs
the application batare yaur child may raceive free or reduced price meals. You do not have 1o gve a sooial security number, but # you refuse, unless you indicate
you have neae, your child cannol recaive free or reduced price meals  The secial secunty number may be used (o dentity you for venfying the wfsrmation you repon
on this applization The social securty numbar may be released lo Medicaid oficials for identfication curposes  Vernficatien may in'ude audrs, mveshigat.ans,
cortasting the state employment security offics, food stamp ar welfare office, employers. and checking the written informaltion pravided by the hoysehs'd ta confm
tha information recaived, ! incorrast imfarmation Is discovered, a loss of banefits or jegal achion may ocour

SIGNATURE OF ADULT: : Please Print

X

NAME

ADDRESS

Social Sacurity Numbar of Signer or the word "NONE™ "

PHONE. (Home) . (Work)

DATE. i
Your applwn cannot be ap;?oved without a Social Security Number or an indication that you have "NONE™
FOR INSTITUTION USE ONLY: Anproved for Free Textocoks, Workooks, School Supphes
Approved  Fres heals ] Temporary Free ~ Rezuced Meals Temporary Redused _
Applicabon Benied == Reason for Denal — I
Signatura/Stamp of Approving official, Date

PART Vil: OTHER BENEEITS = You do hot have I complete this par to get free and reduced prce meals
Yes. school offizials may grve My namae, address, and Socal Secunty number to the Medicand office 10 {ha! they can s=nd me informaticn about getting

= Medicaid card far rmy child

Yes, seheal officals may use the mfarmation provided on this @pphedaton {o determine my chidran's aligibility for Ires textbooks, workbocks, and other
schoo! supplies., — - R

Yas. schocl officials may use the informaton provided on (RS @pplication ta datermine mry chikdran's eligibility for special services and assistance under
the Carl D. Perkins Yozaliona!l and Technical Education Act of 1930, —

THE INFORMATION ON THIS FORM MAY BE USED ONLY TO ASSIST IN THE DETERMINATION OF ELIGIBILITY FOR THE PROGRANMS THAT | HAVE
IHOWCATED § UNDERSTAND I WILL BE RELEASING INFORMATION THAT WWiLL SHOW THAT | AM APPLYING FOR FREE AND REDUCZED PRICE BENEFITS
UNDER THE NATIONAL SCHOOL LUNCH PROGRAM OFFICIALS FROM THE MEDICAID PROGRAM MAY VERIFY MY NAME AND ADDRESS SCHOOL
CFFICIALS MAY VERIFY ALL THE INFORMATION ON THIS FORM TGIVE UP MY RIGHTS TO CONFIDENTIALITY FOR THESE PURPOSES ONLY

1 eanity that | am the parentguardian of (he chid(ren) for whem applicatien s bamng made
SIGHATURE (ParenVGuardian) DATE

T IF TORMS?




DEAR PARENT OR GUARDIAN:

This lafter 15 s2nt 10 you sach year by vour child's schost, centar o7 camp i explams how your family can apply for fras of raducsd megls, res workbooks, free
textbocks and school supplies. Alsp, f aliows you to Indicale an inlerest i $hanng this information with schoot nfic:als to determine your child's aligibilty lo receive
vorational education besefits Additenally, it aligws you to Ind:cate an ntarest in racening imfermaton on Meticald

MEAL BENEFITS: Reduszed Pnce Breskfast = 20 cents Reduced Price Lungh = 40 qents

MEAL BENEFITS FOR CHILDREN WITH DISABILITIES: Schosis shal maxe schstiutions in foads for chidran whose disabibles restnet ther diet
For mpre information, contast scheol officials.

MEAL BENEFITS FOR FOSTER CHILDREN: 1n cedain cases, faster children are eligible for tree or reduced price meals regardiess of income  If you
have a foster chitd, please contact school eHisials

ELIGIBILITY

Lotk atthe chart Find your househo!d size. HOUSEHOLD is  All persons, including parents, chiidren, grandparents and ail peap'e refatad or unealated who five
in your home and share [ving expensas Find your total household incomes  TOTAL HOUSEHQOLD INCOME 1S, The income ail househald membars recaive bafers
faxes Thisincludes wages, social secutity, Bansion, retirement, welfare, shild support, aimony, or any other cash neamse

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1995 - June 30, 1956

HOUSEHCLD TOTAL HOUSEHOLD INCOME BEFORE DEDUGCTIONS:
siZg . - _ YEARLY: - MONTHLY
ONE ........ .. =B13820 . L ..., 31182
TWO .. L TABBEE L .. 1,647
THREE ........... . . .. ..-23282..... e e .1,841
FOUR ... oo L 28028 .. L2338 _
FIVE ... .. e e = 32784 L Sy~ N B
SIX . T .- o e . 3125
SEVEN .. ... P coem 82238 Ll e . 3B20
EIGHT .. ....... e BBETR L L weraeen. 3,815
For Each Additional
Houseshold Member, ADD | ., . 4736 e 385 .

If you total mcoms |3 the SAME OR LESS or you recenve food stamps of AFDC for vour childran, fill aut the applization and retum 1 to the sehool, center of samp
You will be notifind If the zapplication is approved or denled.

VWHAT IS A COMPLETE APPLICATIONT

1 Feor a family receiving food stamps/AFDC, 8 complele application includes ahild's name (Far §), case nurnber (Part 1) and adult sgnature (Part Vi)

2 Foralamily keeping a foster child, a complet= zpplicabion includes child's name (Part 11l), child's personal use meoms (Past Il and acull $igaature {(Pan i}

3. Fer all other househelds, a complete applicahon includes’ child's name (Part 1), househcld members (Part V), manthly incorme (Part 1V}, source af incame
(Part IV}, somal security number of the agult signing the acplication o the word "NONE™ if you do not have ane (Part V1), and agul sgnature (Part V1)

PRIVACY

The inforrnation that you sent will be used ta detarmine or prove your child's ehgibility for free or reduced prce meals This infarmatien may alte be used for free
textbooks, workbooks and other school supphes  Your name and agoress may be shared with the Department of Heatts and Human Respurcas o send you Med<ard
infarmation or with sehool officiais (o determine your child's eligibility to recane vocational education benshts  1f you want free books, and ather sehoot supplies,
Medicaid information or vocatianal edusation banefits for yaur child, check the blanks in Part VIl an the farm and sign Part Vi

PROOF OF INCOME

The information you provide may be chacked by the schocl camp, or canter's staff @t any time  You may be asked 1o sand informatan 1o prove your child s ehigible
to receiva Ites and reduced price meals

REPORTING CHANGES
You mus repent s your child's school, canter or camp’
1 Any change in your income of $50 per month or $600 per year,

2 Any change m your hoLsehald sze, and
3. When you no longar receva food stamps or AFDG for your chid,

FAIR HEARING

[T you do not agres with the decsion on your shild's appiicabion of the prosess uted to prove mesoe ekgibdity, you may telk with school, center o tamp ciftcsls You
have the right to a faw heanng which may ba arranged wih the county supenntendeni, of canter or camp director

REAPPLICATION

You may apply 'or banelits any Ume dufing the school year Il yau should have a decrease in household inceme an mcrease i housshold size. of become
unemployed, fill ou! an application at that hme

NONDISCRIMINATION
Chedren who recerve fras of reducad prce meals are lrealad 1he same as chidren wh piy i miedls No child will be diserimimated against becavse of race, gender,

color, natkanal angun, age, oF disatidy i the operabion of tha child netrhion programs I you Delisve you haye besn discrimenated aganst write (o tha Secretary of
Agricufture, Washingten, D €, 20250
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TO:

FROM:

ATTACHMENT F

WEST VIRGINIA DEPARTMENT OF EDUCATION

Charleston, West Virginia 25305
APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

(Name of Parent, Guardian or Adult Household Mamber)

- {Address) ’ -

{Name of School or institution or Center)

Your Application for Free Meals or Reduced Price Meals for (name(s))

has been reviewed on the basis of the current Income Guidelines set by the United States

Department of Agriculture.

EFFECTIVE ON

Your application for free or reduced price meals has been denied.

Your application has been approved for free meals, and (in public schoois) free
textbooks, workbooks, and instructional supplies, pending a request for
verification.

Your application has been approved for reduced price meals, and (in public
schools) free iextbooks, werkbooks, and instructional supplies, pending a
request for verification.

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

Your application has temporarily approved for reduced price meals, pending

a request for verification.

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

REASON FOR DEN!AL OR CHANGE IN BENEFITS

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

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

WVDE 43-10-20
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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, institution or center. A decrease in total income, an increase in family size,
unemployment or temporary layoff may make your participant eligible for free or reduced price meals.
All households with participants who are receiving free or reduced price meals must notify the
appropriate official of any change in household size or of any increase in household income of over §50
per month.

The information you give in the Application process will be used only for the purpose of establishing your
child's eligibility for free or reduced price benefits or for free textbocks and instructional supplies or for
Medicaid information or Vocational Education benefits information if you have so indicated. The reguest
for Feod Stamp, AFDC Case Number, SSI or Medicaid number does nct mean that your benefits wiil 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 may discuss this with your schoo! principal or institution or center director.
If, after such discussion, you wish further review of the decision, you are entitled tc 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 child care
center, home or institution.

Program benefits and service are available to ali participants, without regard to race, color, gender,
disability, age or national origin. If you believe you have been discriminated against because of race,
color, national origin, age, gender or disability, write to the Administrator, Food and Consumer Service,
USDA, Park Center Drive, Alexandria, Virginia 22302.
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ATTACHMENT G

PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal regulations require that information contained on three/one and one-half
percent of all approved applications for free/reduced school lunches be verified. These
regulations outline the information io be verified and acceptable documentation (proof)
which may be provided for verification purposes.

Through a random/focused selection process, an application approved for
(free/reduced) meals for (name) on , 189__ (date)
has been selected for verification. Attached is information outlining what must be provided
by you so that the application can be verified. Please read this information carefully and
submit the proper document(s) o me within ten days. Eailure to provide this information
within the aliotted ten day period will resutt in the loss of (free/reduced) meals
for (name).

Child nutrition programs are available o all children without regard to race, color,
disability, national origin, gender or age. If you believe you have been discriminated
against because of race, color, national crigin, age, gender or disability, write tc the
Administrator, Food and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia
22302. If you require further information or need assistance, please call me at

Sincerely,

Principal

School

Street and/or Post Office Box

Zip Code

0207t /POOMEX
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SOCIAL SECURITY NUMBERS

If you do not show that you receive food stamps or AFDC for your child, you must show
papers that prove your income and you must list the social security number of each adult
household member. Write the word "none" if an adult household member does not have
a social security number.”

1 S
2 R S S SN BUN LU S S
3 [ S S RN B SU SE SR S
4 S S Y SR SR CUN N S S
5 Y SN RN SN D S S
6. _ T S SN B CHN R N |

*Privacy Act Statement: The Naticnal School Lunch Act requires that, unless you show
that you receive food stamps or AFDC for your child, you must provide the social security
number of each adult household member or indicate that the household member does not
have a social security number. Provision of a social security number is not mandatory, but
if a social security number is not provided for adult household member who signs the
application or an indication made that the aduit household member does not have a social
security number, benefits will be terminated. The social security number may be used to
identify household members in verifying the correctness of information stated on the
application and continued eligibility for the program. These verification efforts may be
through pregram reviews, audits, and investigations and may include contacting employers
to determine income, contacting a food stamp or welfare office to determine current
cerification for receipt of food stamps or AFDC benefits, contacting the State employment
security office o determine the amount of benefits received and checking the
documentation produced by household members to prove the amcunt of income received.
These efforts may result in a loss or reduction of benefits, administrative claims cr legal
actions if incorrect information is reported. This information must be provided to the
attention of each adult household member disclosing his/her social security number.

Q20T P OOMEX




ATTACPE

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 price meals. '

FOCD STAMP ELIGIBILITY
Wrong family

Not current for last month

. Other__ -

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

Not current for last month
Income reported higher than on application

Income reporied lower than on application

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

Other

(OVER)

021 E/POOMER — —
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME

Statement shows that there is income

Statement does not fully explain household conditions

Other
As a result of this difference, unless you can provide adequate proof of eligivility within ten
(10) days (by ) or submit a new application {enclosed), benefits to
your child wili:

Change from reduced price meals to free

This change will occur only if you contact the schoo! by the date listed above to
explain the difference.

Change from free meals to reduced priced meais at $ for lunch and
3 for breakfast.
Be stopped.

This change will remain in effect until you provide the information required. If you have any
other proof to submit, please send it to the schoc! and this decision will be reconsidered.
Failure to reply within ten (10) days will result in the change noted above.

You may reapply at any time during the school year if your eligibility circumstances
changes. , L ,

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

If you do not agree with this decision you may request a hearing by contacting
(hearing officer) at {county cffice).

If you request a hearing, your child will continue to receive free or reduced price meals until
the decision of the hearing official is made.

If you believe you have been discriminated against because of race, color, national origin,
age, gender or disability, write to the Administrator, Food and Nutrition Service, USDA,
Park Center Drive, Alexandria, Virginia 22302.

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

Sincerely,

School Principal

CZ12POOMER 2




SCHOOL CODE

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

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

NAME OF SCHOOLORINSTITUTION

ADDRESS = -
COUNTY . TYPE OF PROGRAM: NEW _ RENEWAL
CURRENT ENROLLMENT ___ AVERAGE DAILY ATTENDANCE ____ PROCGRAMBEGINS
PROGRAM ENDS : .. NUMBER FOOD SERVICEWORKERS: FULL TIME PART TIME
CQES THE SCHOOL OPERATE ITS MEAL SERVICE ON A FEE, CONCESSION OR CONTRACT ARRANGEMENT?
YES NO If "Yes", attach a copy of the current contract.

THE SCHOOL OR INSTITUTION LISTED ABOVE IS APPLYING FOR APPROVAL TO OPERATE THE CHILD NUTRITION

PROGRAMS AS LISTED BELOW:
B o et e e AR e ety

SECTION A. SCHOOL LUNCH PROGRAM (check if appropriate)

Zstimated number of lunches to be sarved dailly: To children ;. Toadults

Estimated number of tunches to be served daily to children: Free _ _ . Reduced price

Lunch Prices: Children: Regular price ;  Reduced prica o Adult price

B e T T i e T A A S R
SECTICN B, SCHOOL BREAKFAST PROGRAM (check if appropriate)

Estimated number of breakfasts to be served daily: Te children : To =zduits

Estimated number of breakfasts to be served daily to children: Fres . Reduced price

Breakfast Prices: Children: Reguiar price . Reduced price . Adult price

e e A e B A e T e e e '
SECTION C. SPECIAL MILK PROGRAM (check if appropriate)

NOTE: Schocls that applied for sither the School Lunch and/or the School Breakfast Program in Section A or Section B above, may
for children in spiit-session kindergarten only complete Section C.

Net delivered price (after discount) paid to supplier per 1/2 pint milk

Unflavored, low fat ; Fluid, whole . Flavored Other
Price to be charged children per 1/2 pint milk: Unflavored, low fat . Flavored
Fluld, whole ; Other _ (Specify type, e.g., buttermilk, milk shake, etc.)

<>¢-<><><><>¢-<><>¢'<><><>ﬁ><><><>-¢'<>¢<>-¢<ﬁMWWWMGWWW¢¢W¢¢¢MMWQWM

LIST BELOW THE NAMES AND ADDRESSES OF VENDED AND/OR SATELLITED SITES THAT ARE SERVED BY THIS
PROGRAM:

0223t FORMEZ
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MEMORANDUM OF UNDERSTANDING

To effectuate the purposes of the National Scheol Lunch Act and the Child Nutrition Act and federai/state regulations governing the
Schoel Lunch Program, the Schocl Breakfast Program and the Special Milk Program, the West Virginia Department of Education, the
County Board of Education or other Sponscring Agency and the Schoel or Institution completing this Application and Agreement do

hereby agree: : S

1.

AVDE 43-10-01 4/88

The West Virginia Department of Education {hereinafter referred to as "Department”} shall reimburse the Sponsoring Agency
(nereinafter referred to as "Sponser”) to the extent of funds avaiiable, for lunches and/or breakfasts and/cr special milk served to
children in connection with the National School Lunch Act and the Child Nutrition Act during the fiscal year during which the
Department's Agreement with the Sponsor and the Sponsor's Agreement with the School or Institution (hereinafter referred to as

"School") is in effect. _

Reimbursement shall be made to the Speonsor only in connection with meals that are served to eligibie children that meet the
nutritional requirements set forth in Section 3 of this Memorandum of Understanding. The School may be reimbursed, to the extent
that funds are available, by the Spensor for school lunches and/or school breakiasts or for special milk served by the Schoel under
the Programs indicated on Page 1 of this Agreement. Further, compliance by the Schacel with fedaral regulation set forth in
Chapter 7, Cede of Federai Reguiations, Parts 210, 220, 215 and 245, as applicable to the specific child nutrition program, is
prerequisite to participation In the Schocl Lunch Program, the Schoci Breakfast Program and the Special Milk Program.

Reimbursement rates are established by the Department, to the extent funds are available, within the maximum payments
crescribed by the United States Department of Agriculture. Such payments are determined by multiplying the appropriate rate by
the total number of school lunches, school breakfasts or one-half pints of special milk served tc the appropriate categories of

eligible children (free, reduced price or fully paid).

'n approving Applications from €ligible schoois or institutions, in assigning reimbursement rates and in approving payment of
monthly Claims for Reimbursement, the Department requires compliance with the fellewing condiions:

A. The Sponsor has on file with the Department an approved and current Sponsor's Agreement for the Schoel Lunch, Schaool
Breakfast and/cr Special Milk Program,

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

C. A Sponsor (cr School) which operates its food service program on contract with a food service management company remains
responsible for assuring that the Programs are in compliance with the Sponscr's Agresment;

D. To the extent of funds available, and upon submission of an accurate Claim for Reimbursement the Department reimburses
the Sponsor on behalf of the Schoo! for meals or milk served in accordance with the terms of this Memorandum of
Understanding in any fiscal year during which this Memorandum and the Sponsor's Agreement are in effect. If meals or milk
are served by the School during parts of two fiscal years, the Department's agreement to reimburse the Sponsor is gonditional
upon appropriation by Congress of funds in sufficient amounts for the spacific meal or mik service during such secend fiscal

year.

E. Nc legal liability on the part of the Department for the payment of any meney shall arise until such appropriations have been
provided by the United States Deparment cf Agriculture.

F. The Department will hener Claims for Reimbursement that ara submitted by the Sponsor on forms provided by the Department
within 80 days following the last day of the month covered by the Claim. Claims not filed within 80 days will not be paid except
when the United States Department of Agriculture determines that late submission of the Claim was justifiable.

G. The Sponsor conducts a nen-profit foed and/er milk service and maintains records of income and expenditures in such a
manner as to reflect the non-profit status of the focd/milk service. )

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

2 232316 FORMSZ
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2. _ In administering the various schoc! nutrition programs; in assigning meal reimbursement rates to schocls/sites; and in compiling

(93]

I
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in the operation of the school food service
service as set forth in United Stales Department of Agri

. - Adequate facilities shall be maintained 7
shail conform with all state and local standards, including an adequate and safe supply of waier an

and approving payment of monthly Claims for Reimbursement, the Sponsor requires compiiance with the following conditions:

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

non-profit status of the service.

All income aceruing to the schoel food service program in any Scheol participating in the Programs under the National Scheol
Lunch Act and the Child Nutrition Act is used by the Sponsor and by the Schoal only for Program purposes, previded that such
income shall not be used to purchase land or to acquire or to construct buildings.

The Sponsor and/er the School shall imit operating balances for the schooi nutrition programs fo levels consistent with program
needs. All excess funds shall be utilized to: reduce tha price of meals or milk to the child; improve the quality of meals; and

upgrade equipment, as approved by the Sponsor and/or Department.

No food, other than the school meal or mik is served in the dining area at the time of meal service. Meaals or mik shall net be
denied any child for discipiinary purpeses. No student shall be discriminated against by service of meals or milk that are

different from those offerad to cther children.

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

The School and Sponsor operate the School Lunch, School Breakfast and Special Milk Program in compliance with all policies
set forth in the West Virginia Department of Education Policies of Cperation Manual.

The Schoo! complies in ail respects with a condition set forih in the Sponsor's current Policy Statement for Provisions of Free
and Reduced Price Meals and Free Milk. Schoel lunches and/or school breakfasts or special milk are offered to alt children
attending a participating schcol and are served without cost or at reduced cost to all children with approved applications on

file for free or reduced price benefits.

The Spensor and Scheol maintain for a peried of three years after the end of the fiscal year to which these pertain, all records
and reports related to program operation, inciuding Applications and Agreements, Policy Statements for the Provision of free
and Reduced Price Meals and Free Milk, Student Applications for Free/Reduced Price Meals or Free Milk, records of
verification of eligibility, daily participation records, Claims for Reimbursement, Meal Production Records, Inventory Records,
invoices, bills, receipts, purchase orders, bid requests, bid award documentation, bank statements and ledger sheats.

All records related to program operation are made available to the Sponsor, Department, United States Deparment of
Agriculture and to State Auditors for review and/or audit at any reasonable piace and time.

In the cperaticn of ail child nutrition programs, the School agrees to comply with Title V! of the Civil Rights Act of 1884, Tille iX
of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1873 and the Age Discrimination Act of 1875.
Compliance is consistent with the objective that no person in the United States shail, on the ground of race, coler, national
origin, age, gender or disability be excluded from participaticn in, be denied the benefits of or be otherwise subject o

discrimination. If you believe you have been discriminated against because of race, color, naticnal origin, age. gender or
disability, write to the Administrater, Food and Consumer Service, USDA, Park Center Drive, Alexandria, Virginia 22302.

programs, the School or Institution agrees to follow the policies concerning focd
iculture Meal Pattern Guidelines and include as part of each spensars

annuai Agreement. =

for storing, preparing and serving food and milk. Sanitation, hezlth and safety standards
d sanitary disposal of all water

and refuse. = .

The School shail furnish adequate facilities and equipment so that the children may eat their meals in an accegted social manner,
Adequste and empathetic supervision shall be provided in the dining area,

il
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8. Tnis Agreement may be terminated upon 10 days written notice on the part of either party hereto and the Department and/or
Sponscr may terminate this agresment immediately upon receipt of evidence that the terms and conditions of this agreement or
of the application reguiations and policies have not been fully complied with by the School or Sponsor. The Departmant may make
adjustments in rates of reimbursement in accordance with the availability of funds ¢r in order to comply with the provisions of the
National School Lunch Act or the Child Nutrition Act. Notice of such adiustments 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 uniess the situation may be remedied

at once. - —

7. 1CERTIFY THAT THE ABCVE MEMORANDUM HAS BEEN READ AND AGREED TO,

SIGNATURES

PRINCIFAL CR ADMINISTRATOR DATE
CCUNTY SUPERINTENDENT OR SPONSORING AGENCY OFFICIAL DATE
DATE

STATE SUPERINTENDENT OF SCHOOLS

T322er FORMS2
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BACKGROUND

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

The value of this program is that it provides a breakfast {0 studenis who do nct eat
breakfast at home. A student who has eaten breakfast is more alert and less fatigued, and
has a better chance of performing well in school. Many educators feel there are fewer
discipiine problems among students who start the day with a good breakfast.

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

In an effort to improve the nutritional quality of the school breakfast, Congress directed the
United States D&partment of Agriculture to revise the nutritional requirements and extend
the "offer versus serve" option to school breakfasts (P.L. €9-581). To facilitate the
improvement, P.L. 100-435 mandated an additional three cents for each breakfast served
under the program beginning July, 1988.

An amendment to the Code of West Virginia, effective July 10, 1881, requires each county
board of education to establish and cperate school breakfast programs in accordance with
West Virginia Department of Education standards:

Article 18-5-37 —

"Beginning the_school year of 1981-82 and continuing there-aiter, 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 enrolled in the
schools of the county in accord with standards cf the state department of
education.”
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SCHOOL BREAKFAST PROGRAM
MEAL REQUIREMENTS AND RECOMMENDATIONS

The USDA Breakfast requirements are designed io provide a simple framework for
planning nuiritious breakfasts. They also provide for menu flexibility that can include
student preferences or special focd needs at the lccal level.

AGES 1 AGES 3, GRADES
FOOD COMPONENTS/ITEMS AND 2 4, &5 K-12
MILK (Fluid)
(As a beverage,-on cereal, or both) 172 cup 3/4 cup 1/2 pint
JUICE/FRUITNVEGETABLE*
Fruit and/or vegetable: or Full-Strength:
Fruit Juice or Vegetable Juice 1/4 cup 112 cup 1/2 cup

Select one 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 combinaticn:

e Bread {(whole-grain or enriched) 1/2 slice 1/2 slice 1 slice
e Biscuit, roll, muffin or equal serving
of cornbread, etc. (whole-grain or 1/2 serving 1/2 serving 1 serving
enriched meal or flour) 1/4 cup 1/3 cup 3/4 cup
e Cereal (whole-grain or enriched or or cr or

fortified) 1/3 ounce 1/2 ounce 1 ounce

MEAT/MEAT ALTERNATES = __

One of the following or an equivalént combination:

e Lean meat, pouliry, or fish : 1/2 ounce 1/2 cunce 1 ounce
e Cheese = 1/2 ounce 1/2 ounce 1 ounce
e large Egg _ 12 1/2 172
e Peanut Butter cr other nut or seed

butters - 1 Thsp 1 Tohsp 2 Tbsp
e Cooked dry beans and peas 2 Tbsp 2 Thsp 4 Tbsp
e Nuts and/cr Seeds (as listed

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

Recommended daily: A citrus juice ar fruit or a fruit or vegetable that is a good source of vitamin G {See Menu Pianning Guide
for Schoo! Food Sarvice, PA-1280). ) .
™ Fer serving sizes SfBread alternates, see Food Buying Guide for Child Nutrition Programs, PA-1331 (1984, Revised May 15230).
= No more than ene sunce of nuts and/or seeds may be served in any one meal.

Schools are encouraged to offer larger porticns of food items to meet the needs of older
siudenis. =
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SUGAR CONTENT OF BREAKFAST ITEMS

All such menu items shall contain less than 40 percent sugar (in crystalline form or in
solution as syrup, both monosaccharides and disaccharides) and/or other sweetening
agents. The following foods are nct recommended since they may contain a high
percentage of sugar: frosted or filled doughnuts, iced pastries and sweet rolls, frosted
toaster products and mest presweetened cereals. Schools are encouraged to prepare
appropriate schocl-baked items.

It is the responsibility of the School Food Authority (SFA) or school to obtain sugar content
statements which indicate percentage of total sweetening agents in questionable food and
beverage items.
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OFFER VERSUS SERVE
BREAKFAST

Beginning July 1, 1889, the "offer versus serve" provision was extended to the school
breakfast program. This provision is intended tc help reduce plate waste.

"Offer versus sérve” for breakfast requires that four food componenis/items be offered
(made available), but allows students to choose three or four items.

The school breakfast must contain, at a minimum, four focd components/items. Milk and
Fruit/Vegetable must comprise two components/items. The third and fourth feod
component/item requirements may be met by offering (a) two servings of bread or (b) two
servings of meat or {¢) one of each. The amount of each component/item served must be
consistent with the minimum quantities specified in the Chart, Schoo! Breakfast Meal
Pattern, cn Page B - 2.

(@)

1 serving + 1 serving + 2 servings

MILK FRUITVEGETABLE BREAD/BREAD ALTERNATE
(b)

1 serving + 1 serving + 2 servings

MILK FRUITNVEGETABLE MEAT/MEAT ALTERNATE
(c)

1 serving + 1 serving + 1 serving + 1 serving
MILK FRUITNVEGETABLE _ BREAD/BREAD MEAT/MEAT
ALTERNATE ALTERNATE

West Virginia Board of Education Policy 4321.1, Standards for School Nutrition
recommends lower fat milk choices and whole grain bread/bread alternate. A serving of
low-fat, low-salt meat/meat alternate cheice is also recommended daily.

To carry out "offer versus serve", students may refuse one food item from the required
components/items. Students decide which item will be refused. A student's decision to
decline a food item shall not affect the charge for breakfast.

The schocl food.authority has the option of implementing "coffer versus serve" for breakfast,
gither on a school by school or county basis. In schools not implementing "offer versus
serve", a student must take full portions of all four food items offered for breakfast.
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A LA CARTE

To encourage Students to develop good eating habits and to provide for the nutritional
needs of all students in attendance, sales of certain specific items of foed may be made
in the dining area at the same time as the breakfast service. With the approval of the
School Food Authority (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;-

miik; '

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

e meat/meat alternates such as iean meat, pouliry, fish, cheese, egg, peanut butter cr
other nut or seed butters, cocked dry beans or peas nuts.”

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

The funds received from the saie of all 2 la carte breakfast foods and beverages shall
accrue to the school's child nutrition account.
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DIETARY EXCEPTIONS

United States Department of Agriculiure regulations 7 CFR-220.8(f) require that schools
shall make substitutions in foods for students with a disability. A child with a disability, as
defined in 7 CFR Part 15b, is one who has "...a physical or mental impairment which
substantially limits one or more major life activities..." Major life activities include the diet.
Schools may make substitutions for students with special needs who are unable to
consume the regular breakfast because of medical or other special dietary needs.

Substitutions shall be made on a case-by-case basis only when supporied by a statement
cf the need for substitutions that include reccrmmended alternate foods unless otherwise
exempted by Food and Nutrition Service (FNS). Such statements shall, in the case of a
student with a disability, be signed by a physician or, in the case of a student with special
needs, by a recognized medical authority. The statement must be maintained con file in the
school and available for audit. Exhibits of Proto-type leiters that may serve for these
medical statements can be found in Section J of the manual.

Regulations allow for certain other variations in the food components of the basic meal!
requirements on an experimental or continuing basis in scheols where there is specific
evidence that such variations are nutriticnally sound and are necessary o meet ethnic,
religious, economic or physical needs. However, these exceptions must be granted by the
Food and Nutrition Service, USDA, Washington, D.C.

Any deviation from thé required meal pattern other than those described above must be
approved in writing by the West Virginia Department of Education (WVDE) or a WVDE
Ccordinator.
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REIMBURSABLE BREAKFASTS

In order for a breakfast to be considered a reimbursable meal, 1) the four required food
items must be coffered fo all siudents and 2) the serving sizes offered must be consistent
with the minimum quantities identified on page B - 2. Additionally, siudents must select a
minimum of three of four items, if offer versus serve is practiced or all four if offer versus
serve is not practiced.

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

e ecnrolled in the educational program of the Scheol Food Authority (SFA);

e in aftendance at the time of meal service; and

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

Second breakfasts consumed by students must be converied to non-reimbursable lunches
using the formula, one breakfast eguals three-fourths of a lunch. At the end of each
month, multiply the total number of second breakfasts served by .75 and record this figure
in coiumn 11 on Form WVDE 43-10-30S [G - 30.1].

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

A school will be eligible for severe need reimbursement rates for school breakfast only if
the school served 4C percent or more of its lunches free or at a reduced price during the
seccnd preceding year.

Any eligible school must annually complete and submit an application fer severe need
breakfast classification [B - 30.1] to the Office of Child Nutrition of the West Virginia
Department of Education (WVDE) for approval.

United States Department of Agriculiure (USDA) regulations require that schools receiving
the severe need rate for breakfast reimbursement must document Schoo! Food Authorities
(SFA) costs that equal or exceed the total breakfast reimbursement or repayment of severe
needs monies not utilized must be made.
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PRODUCTION RECORDS

Completion of production records for breakfast is required in child nutrition programs in
West Virginia. Booklets containing these record sheets [B - 30.2] will be furnished by the
West Virginia Department of Education (WVDE) and, after completion, will be kept on file
in the scheol child nutrition department for three years plus the current year.

A production record documents the menu and the quantities of foods served. Therefore,
it is an excellent management tool. A production record should centain the following basic

information:

menu;
serving Size planned;

quaniity/number of food/food items prepared;

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

disposal of leftovers;

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

name of person completing report.

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

e in single choice situations, produciion records help forecast the amount of foed to
prepare; and

e 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 pessibility

of running out of a choice.
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BUS SCHEDULE

The scheol and transportation schedules must provide time for schocl 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 students eating school breakfast.

D1BEPOGMI(C D) = B -1




WAIVER

If, at the beginning of the school year, a particular schocl finds it impossible to operaie a
school breakfast program, the school shall notify the Scheol Food Authority (SFA) of its
intention to request a waiver from the state superintendent of schools.

Article 18-5-37 o i

"A particular school, which because of compelling circumstances is not able to
provide a satisfactory school breakfast program may apply to the state
superintendent of schools for a waiver. Upon application, the state superintendent
of schools shall give notice and the opportunify to be heard o the parents and the
school and shall review the specific reasons for the waiver request and if the state
superintendent 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 to exceed two years except upon reapplication.”

if, after review of the request, the county superintendent concurs that the schocl has
compelling circumstances which prevent the operation of the school breakfast program,
the request for the waiver shall be approved by the county superintendent.

Each request for a waiver due to compeliing circumstances shall be submifted in writing
by the county superintendent and the county board to the state superintendent of schools.
The request shal! set forth the circumstances leading to the waiver request and shall be
accompanied by appropriate documentation, together with a propesed date and location
for the required hearing.

Each request for a waiver shall be reviewed by the West Virginia Department of Education
(WVDE). Public announcement of the dates and places for the hearings shall be made by
the state superintendent of schools. The required hearing shalil be conducted by local
school officials. Roll call and minutes of the proceedings shall be taken and a summary
of the minutes shall be transmitted to the WVDE.

The state superintendent of schools shall notify the county superintendent of scheols in
writing concerning the approval or denial of the walver request. Notificaticn shall 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 one or two years.

The state superintendent shall annually report to the West Virginia Legislature on the first

day of the regular session the schools exempt for that school term under the waiver
provision and shall state the reasons for such exemptions.
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TERMINATION PROVISION

If at any time, all United States Department of Agriculture (USDA) appropriations to the
West Virginia Department of Education (WVDE) for the school breakfast program are
terminated, Scheo! Food Authorities (SFA) are authorized but not required to continue the

operation cf the schoo! breakfast program.

B-12
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CRITERIA FOR DETERMINATION

OF

SEVERE NEED SCHOOLS OR INSTITUTIONS
SCHOOL BREAKFAST PROGRAM

Name and Address of Sponsor:

Name and Address of School or Institution:

New Breakfast Program

Breakfast Program will begin

Existing Breakfast Program

and end

i. Percent of Needy Lunches Served

A scheol 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
Z. Unusual Costs Per Meal

Schools. must docdment costs
which exceed the normal breakfast
program reimbursement despite
good management.

{Identify cause} _

a. Data From School Year

b. Number Lunches Served
Free & Reduced Price

c. Total Ne. Lunches Served

d. Percent Needy Lunches

a. Estimated higher costs
based on previous vyeatr

b. Need for additional
labor or supervisicon

¢. Unigue or additional

: delivery costs

d. Need for new eqguipment
or special supplies

e, Need for special menus
or foods (Specify’

¢/meal
/day
/day

5

Signature . Date
Title —
Approved — Date

REVISED 1989 -
0272g
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DAILY MEAL COST WORKSHEET

{Use Qne sSheet Per Day)

COUNTY . _SCHCOL
- -
DATE = NUMBER BREAXFASTS SERVED
(Include aAdults)
(1) (2) (3} (4) {3)
. Unit Units Price Total Cost
M T+ = N
Majcr Items Used Z (lbs., Usad Per of Itemsg
Unit (Cel. 3 X
FeOD = etc.) Cel. 4 |
J
E
SUPPLIES: -
|
i
I
MILK:

Total cost of food,:ﬁilk and supplies

used for breakfast

{Add column 3)

Employee's Name

Progzram Distribution of Labor Cost

Breaktast

Lunch

Total.

Hours| Salary

Hours

Salary

Hours |salary

T

TOTALS =




NUMBER LUNCHKES SERVED

(Include Adults)

(1)

Major Items Used

FOQD

(2}
Unit
(lbs. ’
1D
etc,)

(3
Units
Used

(4}
Price
Per

Unit

{5)
Total Cost
cf Items

{(Col. 3 X
Col. 4}

S

)

]
|
]

|

U S A N A

B

SUPPLIES

S N S

1




Meal Production Records

N

Lunch only: Left-overs:
Do you practice offer vs. serve? Yas___ No___ S-seconds W-waste F-freezer R-refrigerator
Serv,| Leftovers Meat/Meat Amt. | Slze
Bay Date Menus Size | amt. Disp. Alternate Used | Cont.
Breakfast - Lunch
Fianned
Age/Grp. Served
Group 3
Group 4
Group §
Adults
Total
Day Date — B
Breakfast - Lunch
Planned
Age/Gre. Ssrved
Group 3
Group 4
Group &
Adults
Total
Day Date
Breakfast - Lunch
Plannad
Age/Grp. Sarved
Group 3
Group 4
Group 5
Agdults
Total
Day Date .
Breakfast - Lunch
——Planned
Age/Grp. Served
Groupd
Group 4
Group 5
Aduits
Total
Day Dete
Breakfast - Lunch
Plannad
Age/Grp. Served
Group 3
Group 4
Group S
Adutts
Total
B - 20.2




Completed by

tndicate amount of food used and containersize.

VYegetiable/Frult

Amt.
Used

Size
Cont.

Bread/
Bread All.

Amt.
Used

Size
Cont.

Other Foods

Amt.
Used

Si‘ze
Cont,

Remarks

Milk

With meals |

Sold extra

Milk

With meals

Soid extra

Milk

With meals

Sold extra

Milk

With meals

Sold extra

Milk

With meals

Sotd extra
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PRODUCTION WORKSHEET Left-overs: Lunch only: oe offer 7 Yes__ No
S-seconds W-waste F-frester  R-refrigsrsior Do you practice ofler vs sa - -
Day Date Indicate number and slze contsiners of lood used, Completed by
Serv. | Left-over Ami. |Size Frults/ Amt. |Size Bread Amt. Remarks
Breakfast Menu Size | Amt. | Disp. Meal/MA Used |Cont.| Vegetables |Used[Cont Used
Planned
Age/Grp. Served
Children Milk:
Adults Served
Total Sotd Extra ____|
Lunch
Planned
Age/Grp. Served
e Aduits Mlic
Totat Served
Sold Extra

Altlemate Lunch

Supper - Snack
Planned X i
Age/Grp. Served
—— ﬁ:._?
Aduls Served

Total Sold extra.. .4
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PRODUCTION WORKSHEET Left-overs: O oY tce oft ? Yes—N
S-seconds  W-waste  F-freszer A-refrigarator 00 you practics offer vs sarve?___Yes —_ No
Day Date Indicate numbaer ard size containars of food used. Completed by
Serv. ! Left-aver Aml. [Size Frults/ Ami_ [Size Bread Amt y
Breakfast Manu Size | Amt | Disp Mealt/MA  |ysed|cont| Vegetables |Usedlcant Useq| omarks
Panned
Age/Grp. Served
Chikdren Milk:
. Adults Served
Tolal Sold Extre |
Lunch
Planned
Age/Grp. Served
o Adults ‘ : Milk:
Total ) Served
- Sold Extra
Allemnate Lunch
Supper - Snack
Planned . i
Age/Grp. Served
e Milk:
Adults Served
Tolal Sold extra___|
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BACKGROUND

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

In developing the United States Department of Agriculture (USDA) meal requirements,
amounts of food energy (calories) and nutrients for adequate food composition data were
considered. Additionally, since the meal requirements allow for a variety of foods, it is
assumed that other nutrients for which no RDA have been established or for which
inadegquate food composition data are available will also be supplied,
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_MEAL REQUIREMENTS AND RECOMMENDATIONS

The United States Depariment of Agriculture (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 choicas that can include local food preferences,
cuitural, ethnic and religious food practices.

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

Components: Food ltems:
1. Meat/Meat Aliernate 1. Meat/Meat Alternate
2. Vegetable/Fruit 2. Vegetable/Fruit
3. Bread/Bread Alternate 3. Vegetable/Fruit
4. Milk 4. Bread/Bread Alternate
5. Milk

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

Additional menu items should always contain less than 40 percent sugar (in crystalline form
or in solution as syrup, both monosaccharides and disaccharides) and/or other sweetening
agents. (Page J - 13-14.)

Schools are encouraged tc serve schocl-baked items from recipes using limited amounts
of sugar. It is the responsibility of the School Feed Authority (SFA) or school te obtain
sugar content statements which indicate percentage of total sweetening agents in
guestionable food and beverage items.

In addition to the USDA requirements and recommendations, the West Virginia State
Board of Educatich has adopted school meal standards that implement the concepts of the
Dietary Guidelines for Americans. Policy 4321.1 Standards for School Nutrition specifies
nutrient and food standards [J - 30.1]. Scheol Food Authorities must select and pian
menus according fo either Option A (nutrient analysis) or Opticn B (medified meal pattern).

The policy also addresses the nutrient needs of the pregnant and lactating student by
requiring additional focds be provided to said students so that breakfast and lunch together
or in combination with a snack, provide:

e 2z iotal of 5 oz. of protein foods, 1 0z. of which shall be 1 oz. cheese, 1 cup yogurtor &
oz. fluid milk;

e 3 servings from the grain group, preferably from whole grains;

e 1-1/4 cups from the fruit and vegetable group; and

e 16 cz. from miilk grous.

In these additional foods, the follewing opticn shall be allowed:

e 1 cup of fruit il place of one serving of the grain group once a week.

- C-2
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FOOD QUANTITIES

A school lunch must contain quantities of each of the food components, as specified by the
National Schoo! Lunch Program regulations. The following chart specifies United States
Department of Agriculture (USDA)} quantities by age/grade group, medified to reflect West
Virginia standards.

0135 POOMCO)

WEST VIRGINIA RECOM-
WMODIFIED MINIMUM QUANTITIES MENDED
MEAL PATTERN QUANTITIES
PRESCHOOL PRESCHOOL GRADES K-3 GRADES 4-12 GRADES 7412
Ages 1-2 Ages 34 Ages 5-8 Age 9 & over age 12 & over
(Graup 1) {Group 1) (Group 1) (Group V) {Group V}
MEAT OR A serving of one of the feliowing
MEAT of @ combinaton to gve an
ALTERNATE equivalan: quantity;
emphasize Lean mea!, poultry, orlish 10z 112 ez 1120z 2oz 3oz
lzan and lower tedible cortion 25 served)
sodium
choices Cheegse 10z 1%/2 0z 1120z 202 3oz
*serve dried Large ega(s) 1/2 314 304 1 1102
Deans, drigd
peas/entils Peanut butter 2 Thsp 3 Tbsp 3 Tosp 4 Thsp & Tbsp
once a week
Nuts or sgeds 12 gz = 50% 34 0z = 50% 3/4 oz = 50% 1oz = 50% 1 1/2 0z = 50%
Caoked dry baans or peas 14 cup 38 cup e eup 1/2 cup 3/4 cup
*a munimum of 1/2 cup
sening/wesk must be cooked
dried beans/dried peas or lentils
VEGETABLE Must serve at [eas! two different 112 cup 112 cup 1 cup 11/4 cups 1 1/4 cups
AND/OR feods
FRUIT *al least 1/4 at least /4 at least 1/4
cup fresh 5 cup fresh § cup fresh §
“offer fresh times per fmes per times per
preduce waak week weak
whenever
possible
BREAD OR Servings of bread or braad B per week 8 per waek 10 per week 12 per week 12 per weex
BREAD alternate, 15aday 15aday 1.5 acay
ALTERNATE
A senving is
*emphasize » 1 slice of whale-grain or
whole grain ennshed bread *a minmmum of a mirumum af a minimum of
products » A whole-grain or enriched 5 serngs a S gervings a & semvings a
brscut, roll, muffin, glo, week must waek must week must
s 12 cup of cecked whole- contain at cantam at contain a
graun ar ennched rice, least 33% least 323% least 33%
macaroni, nood:es, whele- wholg grain whoe gram wnole grain
grains sush as bulgur of
corm grits
» A comaoinaton of any of
the aoove
MILK A sarving of fiuid milk 344 eup 34 cup 1/2 pire 112 pint 1/2 pint
(5fioz) 6 fl 0z} (81 0z) (8 oz {8 1 oz)
cffer low fat
choicas
WATER Encoyrage adequate water Ofer watet Ofer water Offer water Offer water Offer water
consumption
- C-3




Note that Groups | through [V are minimum requirements, but the quantities specified in
Group V are recommendaticns. Scheoels are encouraged, not required, to vary portion
sizes to better meet the food and nutritional needs of siudenis by age. If a school chooses
not to vary porticn sizes, it is important tc ensure that the oldest group of students being
served is receiving the minimum requirements for that age group. [n other words, for a
given age group of students, more than the minimum quantity may be served, but not less.

The quantities specified in Group V for siudents age 12 and over are recommendations,
not requirements, and the minimum reguirements for that group are the quantities specified

in Group IV for students age 8 and over.
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MEAT/MEAT ALTERNATE COMPONENT

West Virginia Modified Meal Pattern (Option B)

Minimum Quantities for students, grades K-12;

One of the following or a Grades K-3 Grades 4-12 Grades 7-12
combination to give an ages 5-8 age S and over  age 12 and over
equivalent quantity: (Group 1) {Group V) (Group V)
Lean meat, poultry, or fish 1112 oz, 20z 3oz
Cheese - 11/2 oz, 202z 3oz

Large eggs - 3/4 1 11/2
Peanut butier or soynut butter 3 Tbsp. 4 Thsp. 8 Tbsp.

or other nut or seed butters

Peanuts or soynuts or 3/4 0z = 10z = 1120z =
tree nuts or seeds 50% 50% 50%

Cooked dry beans or peas” 3/8 cup 1/2 cup 3/4 cup

*West Virginia modified meal patiern (Opticn B) emphasizes lowfat, low sodium, high fiber
foods by requiring that dried beans, dried peas or lentils be served as a meat/meat
alternate at least once a week.

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

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

No mere than 50% of the meat/meat aliernate requirement shall be met with nuts or seeds.
Nuts or seads shall be combined with ancther meat/meat alternate to fulfill the requirement.

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

It is recommended that schools offer studenis a choice ¢f meat/meat alternate each day
cr that a particular meat alternate or form of meat (ground, diced, pieces, etc.) not be
served more than three times in a single week.

Further informatien on the meat/meat alternate component is found in the United States
Department of Agriculture (USDA) Menu Planning Guide, pages 12-14.
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VEGETABLE/FRUIT COMPONENT

West Virginia Modified Meal Pattern (Option B)

Minimum guantities for students, grades K-12:

Grades K-3 Grades 4-12

ages 5-8 age 9 and over
(Group 1Ii} (Group V)
Two or more sefvings of vegetables or
fruits or both {o_total 1 cup 1 1/4 cups

West Virginia madified meal pattern {Opticn B) and nuirient standard (Option A) requires
that fresh fruits and vegetables be offered in guantities of at least 1/4 cup 5 times per
week,

The required servings must consist of two or more fruits or vegetables. Menu items such
as fruit cocktail and mixed vegetables are counted as one item. Chefs 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 entreé.

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

Coocked dry beans or peas may be used to meet the meat/meat aliernate requirement or
the vegetable/fruit requirement, but not both in the same meal.

Inciude a vegetable or fruit rich in vitamin A at least fwice a week and a vegetable cr fruit
rich in vitamin C &t least two cr three times a week. Refer to the United States Department
of Agriculture (USDA) Menu Planning Guide for suggestions.

01332 POOM(CO) _ B ) C - 6




BREAD/BREAD ALTERNATE COMPONENT

West Virginia Modified Meal Pattern (Option B)

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

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

(Group 1) (Group 1V) (Group V)
Servings of bread or bread 1.5/day or 1.5/day or 1.5/day cr
alternate - 10/week 12/week 12/week

Offerings should:_include at least 5 servings a week that contain 33% whole grains.

A serving is:

e one slice of whole-grain or enriched bread;

e a biscuit, roll, muffin, etc., whele-grain or enriched;

® 1/2 cup of cocked whele-grain ¢r enriched rice;

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

e a combination of any of the above.

Only bread/bread alternates that are served as an accompaniment to the main dish may
pe 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 because they do not accompany any known main dish.

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

Whole grain refers to products that contain the entire grain, or all the grain that is edible.
They include the bran and germ portions which contain most of the fiber, vitamins and
minerals, as well as the starchy endosperm. Examples of whole grains may include whole
wheat, cracked wheat, bulgur, catmeal, and whole cornmeal.

Reafer to the United States Depariment of Agriculture (USDA) Eced Buving Guide for Child
Nutrition Programs (1990}, Bread and Bread Alternates Section, for weights of servings
and a detailed list of breads and bread alternates.
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MILK COMPONENT

West Virginia Modified Meal Pattern {Option B}

Minimum quantities for students, grades K-12:

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

ages 5-8 age 8 and cver age 12andover

(Group 1) (Group V) (Group V)
Fluid Milk 1/2 pint 1/2 pint 1/2 pint

(81l oz.) (8 1l. 0z.) (81l o0z.)

Both whole milk and unflavered lowfat mitk are required*. The whole milk may be flavored
or unflavored. The lowfat milk may be 2% white, skim milk cr buttermilk. Skim milk cannot
be the only source of lowfat milk available.

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

*In the event that a particular type of milk represents less than one percent of the total
amount of milk ccnsumed in the previous year, schocls may elect not te maka this type of
milk available. Documentation such as purchase orders and inventory records are
required to substantiate such acticn and should be kept on file at the school or Schoo!
Food Authority (SFA).

Milk must be offered as a beverage for lunch.

Milkshzakes containing 1/2 pint of fluid milk meeting state or local standards for fluid milk
may be served as a choice to meet the miik requirement.

Further informaticn on the milk compenent is found in the United States Department of
Agriculture (USDA) Menu Planning Guide, page 18.

h
0
1
(0]
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PRODUCT ANALYSIS SHEETS AND CHILD NUTRITION LABELS

When commercially prepared focd items, especially breaded, frozen, protein items, are
purchased for use in the school lunch program, a product analysis sheet or Child Nutrition
(CN) label must be on file in the schocl 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 pertions clearly identifies the contributicn
of a product toward the meal pattern requirement. [C - 30.1] I this information is not
available, the prepared item may not be counted to meet the component requirements
since the item's contribution to the meal pattern is unknown.

A CN label wilt always contain the following:

The CN logo which is a distinct border.
The meal pattern coniribution statement.
A 8-digit product identification number.

United States Department of Agriculture/Food and Nutrition Service (USDA/FNS)
authorization.

The month and year of approval.

SAMPLE LABEL STATEMENT

—— CN--

This 5.00 oz. - Pizza with Ground Beef and
Vegetable Protein Product provides 2.00 oz.
equivalent meat/meat alternate, 1/2 cup

CN  serving of vegetable, and 1 1/2 servings of CN
bread alternate for the Child Nutriticn Meal
Pattern Requirement (Use of this logo and
statement authorized by the Food and
Nutrition Service, USDA 05-84.)

51252:{POOM{CO) _ C -9




OFFER VERSUS SERVE

"Offer vs serve" is defined as a serving method designed tc reduce food waste and food
costs in the National School Lunch Program without jeopardizing the nutritional integrity
of the lunches served. |t allows senior high school students and, when approved by the
local School Food Authority (SFA), students in other grades tc decline food they do not
intend to eat. Te be considered a reimbursable lunch under the "cffer vs serve" provision,
the lunch selected must contain at least three of the five required food items specified in

the quantity requirements.

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

The implementation of the offer versus serve provision In junior high, middle and/or

elementary schools is left to the discretion of local SFAs. In schools not impiementing offer
vs serve a student must take the entire five food items lunch in the fuil portion offered.
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KINDERGARTEN SNACKS

Children of kindergarten age can only manage small quantities of food at one time. The
recommendation is to offer lunch at two serving periods which meets the total minimum
quantities. For example, at midmorning, juice and toast could be served. At lunch the
meat, vegetable, milk and/or dessert would then be served or offered.

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 must still meet minimum requirements.

West Virginia Policy 4321.1 Standards for School Nutrition allows the following as snack
options for meals. Schools may choose to allow adequate time for consumption of
increased volume of food by extending the meal period or by providing a snack under the
following stipulations:*

The snack is offered as a separate item at breakfast or lunch for consumption later.
The snack item may be a single serving of bread/bread alternate, fruit or vegetable.
If the snack option is chosen, school administrators and teachers should support this
effort by providing students with the time and opportunity to eat these snacks during the
day.

Timing of the snack should be determined by individual schools choosing this option.
The price of the meals may not be increased solely as a result of choosing this option.
(Note: No federal reimbursements exist for snacks outside the lunch or breakfast

meals.)

Schools choosing this snack option. may elect to sell the same snack foods to students
who do not purchase a school meal. '

Prior United States Department of Agriculture (USDA) approval is required to provide
the fruit/'vegetable snack option for lunch.
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A LA CARTE

A la carte meal service for students and/or adults at lunch is prohibited. Meals must be
priced and sarved as units. The West Virginia Department of Education (WVDE) reguiation
states that food items (sandwiches, breads or any other menu items) may not be priced
and sold separately. Only fluid milk and milk shakes may be sold as a la carte for lunch.

Alternatives to 4 |la carte are:

e "Super Lunches", those providing larger portions and/or extra food items, may be
offered to paying students at an additional cost. If such meals are offered, students
who are eligible for free meals must be offered the same service as the paying
student at no cost and the students eligible for reduced price meals must be cffered
the same service ai no additional cost.

e Second meals can be sold and counted as non-reimbursable meals.

e Seconds can be provided.

C-12
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DIETARY EXCEPTIONS

Regulations allow for certain variations in the food components of the basic meal
requirements cn an experimental or continuing basis in schocls where there is specific
evidence that such variations are nuiritionally sound and are necessary to meet ethnic,
religious, economic or physical needs. However, these exceptions must be granted by the
Food and Nutrition Service, United States Department of Agriculture (USDA), Washington,

D.C. .=

Any deviation from the required meal paftern cther than those described above must be
approved in writing by the West Virginia Department of Educaticn (WVDE) or WVDE
Coordinator.

United States Department of Agriculture (USDA) regulations (7 CFR-220.8() require that
schools shall make substiiutions in focds for students with a disakility. A child with a
disability, as defined in 7 CFR Part 158b, is one who has "...a physical or mental impairment
which substantially limits one or more major life activities..." Major life activities include the
diet. Schools may make substitutions for students with special needs who are unable to
consume the regular lunch because of medical or other special dietary needs.

Substitutions shall be made on a case-by-case basis only when supportad by a statement
of the need for substitutions that includes recommended alternate foods unless otherwise
excepted by Food and Nutrition Service (FNS). Such statements shall, in the case of a
student with a disability, be signed by a physician or, in the case of a special needs
student, by a recognized medical authority. The statement must be maintained on file in
the schoocl and available for audit. The statement needs to be updated each school year.
Exhibits of Prote-type letters that may serve for these medical statements can be found in

Section J of the manual.
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REIMBURSABLE LUNCHES

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

e enrolled in the educational program cf the Schocl Foed Authority (SFA);

e in attendance at the time of meal service; and

e claimed by category established by currently approved free or reduced price meal
applications.

Second lunches.consumed by students should be listed as non-reimbursabie lunches and
recorded in column 11 on Form WVDE 43-10-30S [G - 30.1].
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HIGHER REIMBURSEMENT RATES

School Food Authorities {SFA) which served 80 percent or more free or reduced price
meals during the second preceding year 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]. : B
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PRODUCTION RECORDS

Production recorfds for lunch are required in every child nutrition program in West Virginia.
Booklets containing these production sheets as well as salad bar production sheets will be
furnished by the West Virginia Department of Education (WVDE). After complsation, they
should be kept on file in the school's child nutrition department for three years plus the
current year.

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

contain:
e menu {recipe number if one is used, brand name of prepared entree);
e serving size planned,
e guantity/number of food/food items prepared;
e number and size coniainer (#10 can, pounds, count, ef¢.);
e quantity of food left over;
e disposal of leftovers;
e number siudents not yet served when focd supply ran out;
e offer vs serve;
¢ daie and day of the week;
e number of meals served by category (children and adults);
e milk served with meals; and
e name of person compiating report.

When production records are successiully used, production costs and food waste are kept
to & minimum. Advantages of producticn records in specific schoo! programs are:

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

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

salad bar production sheets are useful when a large variety of vegetables are being

prepared daily.

0138 BOOMCO] C-186
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BACKGROUND

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

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

entitlement based on the rate per meal.

In West Virginia, the West Virginia Depariment of Health and Human Rescurces is the
distributicn agency for USDA donated foods. Each Schocl Food Authority (SFA) must sign
an agreemsnt [D - 30.1] with the Distributing Agency (DA) in order to receive donated
foods. The agreement assures the West Virginia Department of Health and Human
Resources that denated foods will be distributed properly to schools and upon receipt by
the schools, the food will be properly stored, inventoried and utilized by child nutriticn

programs.
There are two types of USDA foods which are available:

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

nutrition program; and
2. those which are made available to schools and institutions as a result of price

support of agricultural commeodities.
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 - Group A items coffered that are not charged against entitlements.
There will be no Group B bonus items for scheol year 1895-96.

The SFA is billed for transporiation and storage costs. This cost may be passed on 1o the
local schocl.
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ALLOCATION OF DONATED FOODS

Criteria that may be used in determining the gquantity of United States Department of
Agriculiure (USDA) donated foeds to be allocated {0 each schocl are as follows:

the number of lunches served;

past rate of utilization of the food;

amount on hand from previous allocations;
relative economic need; and/or

availability of proper storage facilities.
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PROCEDURE FOR REQUESTING DONATED FOODS

The School Food Authority (SFA) food service supervisor distributes to individual schools
the West Virginia Depariment of Health and Human Resources commeodity usage forecast
sheet which includes instructions for completion and a date to be returned to the SFA.

The commodity usage forecast sheet replaces the request form ES-DF-05 and is
completed once annually during late winter or early spring. :

Any United States Department of Agriculture (USDA) donated food ifem (group "A" or

group "B") may be used for training (heme econcemics classes, vocational food 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 requires that a pempetual
inventory be kept at each school for ali United States Department of Agriculture {USDA)
donated foods. Donated foods inventories shall not be removed from the premises. These
records must be current and available for review by an inspector from the Department of
Health and Human Resources. Reviews by the Department of Health and Human
Resources are fade annually with follow-up reviews on negative findings. [D - 30.3]
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L.LOSS OR DAMAGE TO DONATED FOODS

Loss or damage tc United States Department of Agriculture (USDA) denated foods, from
any cause whatever, shall be reperied immediately to the Department of Health and
Human Resources [D - 30.4 and D - 30.4a). Full restitution shall be made to the
Department of Health and Human Resources for any less or damage to donated foods
resulting from failure to provide facilities for preper care or from any acts of negligence on
the part of the Scheol Food Authority (SFA) or local schooi.

Donated foods which are found to be damaged cr out of condition and are determined unfit
for human consumption by federal, state or logal heaith officers shall be disposed cf only
in accordance with instructions received from the Department of Health and Human

Resources. =

Special care must be taken during the summer months and schecl vacations to ensure that
storage practices do not allow loss or damage cf fcods [D - 30.5].
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COMMODITY PROCESSING

Federal regulations permit State Distributing Agencies (SDAs) and/or School Food
Authorities (SFAs) to enter into agreement with commercial ccmpanies io process any of
the donated foods available. The SDA usually enters inio a single state agreement under
which all SFAs may pariicipate. This eliminates the need for multiple SFA's {o have
identical agreements with the same processor for the same products. The processor bills

the SDA. The SDA then bills the SFA.

The State Opticral Contract (SOC) program makes specified products available to states
for distribution to recipient agencies. The SOC program is a federally assisted program
whereby the USDA enters intc formal written federal-state agreements with state
distributing agencies to have commodities like butter or flour converted into finished end
products such as butter patties or flour mix. The USDA bills the SFA for the processing
cost. The SDA then bills the recipient agencies.

Currently USDA SOC contracts involved (a) butier patlies; (b) charbroiled beef patties;
(c) chicken nuggets; (d} chicken patties; and (e) cooked pork patties.

S13NEPOOMUCS — . DW' 6




West Virginia Donated Foods Program

AGREEMENT between the West Virginia Department of Human Services (herein referred Lo as 3tate
Distributing Agency) and its recipient agency for foods donated by the United States
Department of Agriculture. :

The
NAME OF AGENCY

ADDRESS

]

R ngecipienf Agency hereby makes application for donated foods and
County ‘agrees to the following terms and conditions.

The Recipient Rgency Is:

___Operating & nonprofif agency serving
counties of West Virginia. Distributflon to needy perscons for household consumption may
be made only through agencies participating in the program established under the
Temporary Emergerncy Act of 1988.

___Operating a nenprofit.federal income tax exempt soup kitchen providing meals cn a regular
basis to homeless persons. A total of meals were served during the most current

twelve (12) month reporting pericd from ] thru .

Mo. Yr. Mo. Yr.
__ Operating a nonprofit schoel lunch program under the MNational School Lunch Program.
Average daily breakfast served : average daily lunches serwved . Total
enrollment . = ' '

Operating a nonprofit Residential Child Care Center certified by the State Department of
Education. Average'aally breakfast served ; lunches served ; supper served. Total
enrollment . ' o '

___ Operating a Summer Feeding Program for children certified by the State Department of
T Education. Average dal1y breakfasts__ ; lunches served ;  suppers served - Total
enrcllment . B : ‘

Operating a feeding Program for the Nutritieon Program for the Elderly and certified by the
State Commlssion on Aging. Average meals served daily . Total enrollment .

Cperating a nonprofit summer camp where feeding services are conducted for children
of high scheol grade or under.

Operating a nonpenal, noneducational{Federal, State or Local) institutien serving an
average of indigént perscns. :

___Cperating a nonprofit, federal tax exempt private hospital or a neonprofit, non-

educational, federal tax exempt private institution organized for charitable purposes and
serving persons whe are unable to pay full cost or persons who would, if not an inmate,
be eligible to receive USDA donated foods.

Eligibility Requirements

1. Schools operating programs under the Natlonal School Lunch Program are eligible to
receive Section 6, Bectiocn 32, and Secticn 415 donated fcoods. Other schocels cperating
nonprofit programs are eligible to recelve Secticon 32 and Section 416 donated foeds
provided, however, that the food service in either type school is not operated under a
fee, concession or _contracht arrangement.

2. Institutions are eligible te receive avallable Section 32 and Section 416 donated foods
to the extent of the needy persons served by them. To determine the number of needy
persons being served the distributing agency shall determined the proportion of
subsidized income by dividing the subsidized income by the total subsidized and
nonsubsidized incoff@ and multiplying that number by the average daily number of
participants.

3. Ssummer camps operating on a nonprofit basis and conducting a nonprefit feeding service
for children of high schocl grade or under are eligible to recdeive avallable Section 32
and Section 416 doflated focds.

4. Institutions and Summer Camps may employ food service companies to conduct their feeding
operations provided that such services are only on fee-for-service-basis and the contract
is approved by the State Distributing Agency D 30.1




"Recipient Agency ajsures the United States Department of Agriculture and the State
Distributing Agency that it now complies with and shall in the future comply with all
requirements imposed by or pursuant to the Civil Rights Act of 1964 and the USDA
Regulatiosns (7 CFR Part 15), including any subsequent amendments, issued to effectuate
that Act. Compliande will be consigstent with the cobjective that no perseon in the United
States shall, on the ground of race, color, national crigin, sex, age or disability be
excluded from partizipation in, be denied the benefits cof, or be subject to
discrimination under any program or activity of Recipient Agency to be apart of such
programs and activities. Recipient Agency agrees to ke obligated by this assurance as
long as it receives assistance hereunder or retrains possessicn of any assistance
provided by the USDA or the State Distributing Agency. Should Recipient Agency fail
to comply with this assurance, the United States or the State Distributing Agency
shall have the right to seek its enforcement by judicial or any other means
authorized by law. Federal financial assistance is extended under this agreement in
reliance on the representations made herein.”

Receipt and Use of Dcnated Foods

6.

7.

10.

1l.

Lcss

Donated Foods shall be regquested only in such gquantities as can be consumed without
waste. '

Donated foods received shall be used only in the manner prescribed by the United states
Department of Agriculture. Donated foods not so used shall not be scld, exchanged or
other wise disposed of without the approval of the State Distributing Agency.

Donated foods received shall not be used as means of furthering the political interest
of any individual ©r party.

Recipient Agencies may be regquired to pay part or all of the within-state costs of
distributing through a system of charges assessed by the Distributing Agency. The
charges assessed shall ke reasonable in relation to the services provided and any funds
collected shall be used by the Distributing Agency only for program purposes.

Denated feoods shall not be distributed to any State Recipient Agency or recipient whose
normal food expenditures are reduced because of the receipt of donated foods, except
that the provision shall not apply to the distribution of Section 6 donated foods.

Recipient Agencies may employ commercial or institutional facilities to process donated
foods by converting them lnte different end products or by repackaging them. When this
is done, Recipient_Agencies shall enter into a written agreement with the processing

facility under such terms and conditlons as regquired by the United States Department of
Agriculture and subject to approval of the State Distributing Agency.

or Damage tc Donated Foods

1z.

13.

14.

1s.

Loss or damage to deonated foods frem any cause whatever shall be immediately reported
to the Distributing Agency.

Facilities will be provided for the proper care, handling, steoring and distribution of
the donated foods requested and accepted. Full restitution 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 negligence on the part of the Recipient
Agency.

Upcn the happening of any event creating a claim in faver of the Recipient Agency {rom
loss or damage to donated foods caused by a warehouseman, carrier or other perscn, the
Recipient Agency shall take all necessary action to cbtain restituticn. BAllL amounts
collectéd by such acticn shall be repsorted to the State Distributing Rgency and used
only in accordance with instructions.

Donated foods which are found to be damaged or out of condition and are determined to.
be unfit for human.consumpticn by Federal or State cofficials or local health cfficers
shall be disposed of only in accordance with instructions resceived from the State
Distributing Agency.

Other Provisions

1¢.

The State Distributing Agency or State Contracted Commercial Warehouse shall to the
extent possible notify the Recipient Agency at least 24 hours prior to delivery.
adequate personnel shall be provided by the Recipient Agency to effect distribution of
donated foods in accordance with instructions of the State Distributing Agency. Storage
facilities (dry, cooler and freezer) shall be monitored daily and temperature record
maintained. It is mandatory all storage facilities be monitcred no less than every 72
hours by recipient agencies recessing for the summer or during helidays.

b~ 30.1=




L _____________________________________—

LS FLTOCEEdSsS LZomMm sdale ol CSONTaLNers recdelved Wit donated Ioods shall De used QnLY 1n
accordance with ingtructiens of the Date Distributing Agency.

18. Representatives of the State Distributing Agency and the United States Department of
hAgriculture may atall times inspect the operations of the Recipient Agency, including
all records and reports pertaining to the distribution of denated foods.

19. The Recipient Agency agrees to abide by any further requirements contained in the
General Regulations and Policies pertaining to the distribution of donated foods as
issued by the United States Department of Agriculturze cr by the State Distributing
Agency. B

20. Either agency may terminate this agreement by giving 30 days written notice. However,
the State Distributing Agency, upon receipt of evidence that the Recipient Agency has
not complied with terms herecf, may terminate the agreement immediately. Upcn
termination, the Recipient Agency agrees to distribute or return all donated foods in
its possession in accordance with the instructions of the State Distributing Agency.
"Except that any termination of this agreement for noncompliance with Title VI of the

Civil Rights Act 1964 shall be in acccordance with applicable laws and regulations."
*TEFAP ONLY - -
21. TEFAP Distributing Agency's agrees to distribute food at actual costs incurred not £o
exceed § per distribution for October 1, 1993 to September 30, 1894.
*SOQUP EKITCHENS ONLY
22. Signature on this contract renewal gives the Bureau of Human Resources assurance that
you are complyving with federal regquirements stating soup kitchens will not diminish
donations of food from other sources.
STATE DISTRIBUTING AGENCY RECIPIENT AGENCY
By ) — By
(Print or Type) ‘ (Print cor Type)

Signature . S;gna;ure

Title . _Title_

Date - pate

Talephene No.
FAX No.

TEFAY OINILY —

APPROVED BY:

Commigsiconer Date

Secretary T Date

{Rev. 10-06-93)

D - 30.1b




Degartaent of Health And Huaan Resources
Office of Donated Foods
588 Bullitt Gipest
Charleston, ¥V 25381
Commodify Usage Forecast Sheet

Yeary X - Group: g
Jutiszms 80K ETHOCL: . Start Dava:r #V/8L/33 Planned Assistance Level:
Fagk Unit fylep Annual  Total
Lonscgity - Siza Value Desited Amount Value

14 28,3238
3 ZE.3283
) 384 24, LE23
hi DRUM-NING F73.P 2L.5cd Li.3182
/ 27 PATTIES UMBRERDED 3%  14B-138/3. 92, LA, 1523
R A. CTOKED ZREQDEZ FORK (M) 189/3.7% 0L. 2i.2584
aB%7 . LARRBROIL ZALIZBURY FORN 2 144/2.5 OZ. 22,3570
4888 IRARBAIIL.PORK RIB FATTY BV LEE/E.ET GL. ZZ.788%
489 GORX COOKED SAUSAGE LINKS (P ABB/LLE 3ZL ZE.2Ii8
4319 208K SOOKED SRUSAGE FRTYY Y z48/L.T O 27,8557
S8Li TURAZY ZREAST s By S84 28,3873
FAlE TURREY SICNIC BRN F) 4igh S3,7281
A@13 TURKEY ZaLpel '™ LY E] la.7e8l
£E14 TURVEY ZOLOGRR () iga 13,2891
i £3ZTA 38 L5 OTH 13,5388
=4 ig, £/81 18.3%48
iT; = B8 TRRTGN 7.7258
2781 3.58323
CYER] 8,353

Un[&.m(nmulm(mr,au.-ggm

: b, SLACKEVD 354

2853 , REFRIZD CANNED

3886 SEANS.DRY TND. RED KIDNEY -
3387 3EANS. DRY CND. SAALL RED

4883 BTSN3, DRY CHD. GRT. HORTH

S%4% SEANS GIZ0 OMD -

1371 3EENS. VERETARIAN 1.534%
4113 J0RN, CAMNED LIGUID 12,3323
3112 CORM. WHOLE KERNEL (VAD) CHD. &/813 134631
4133 CORM. FRIZEH 388 CTH 11,8438
7111 ASPARAGUS. FROTER - &/TH 39.5218
ALIZ ASPARAGIS CAED 24/K388 17.1473
5133 ASPARAGLS CRRMED £/418 23,833
ilal PERS, SRIZN CANMED Ja/iiB 1,9358

Albd PEAS. GREEN FROZEM
88 “OTATOES, DEHYDRATED

fE
282 POTATGES. GRAMILES, IENYIRATED &/413

A284 POTATOES, ROUMDS, FROZEN
8218 POTATOES, OVEN FRY
4211 POTATOES, DEEP FRY

N
4
o

g4
o A/TH

iy
in}
593

.

—
S
o

&/5#
£/5%
&/

[+

~1 0> 02 1 M &
.

e G e WO O
o~

= 40 "y O~
[s5]

=3
mr 3

82/26/33 Program 103 CDE15
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Departaent of Health And Human Rescurces
Office of Donated Foods
388 Bullitt Street
Charleston, WU 23381
Coapodity Usage Forecast Sheed

Yoar: R = : Broup: A
Jutist: SCRE RCHOOLE ; = Start Date: BY/BISEI Planned fAssistance Level:
Fath Unit Mot fnnuel Total
Coamodzty —= Size Yalue Desired fGmount Value

AZlq FOTATORE. FREZH, SEKINS TIELE I.3E33
AZZ8 IWEET FOTATOES, EYAUR /4.8 15,3343
RET2 SMITT POTATOES, MASHED. CANNED &/#13 12,5048
AEZ6 TOMATIES FRESH EGE 278 &.25E8
A23% TEGHATOD 3ALEZ —6/818 o 18,2197
fZE1 TOMRTCES, DICED. CANNED TL&/BLE 13,2883
4242 TOMATOES, CRUSHE: &/3L8 1i.7481
AZ45 TONATO PASTE, CANMED _. B/%13 1E. 4884
AEST TOMRTOZZ, CANMED Y4 12,8418
AzZ: ALAOMD SLIVERE = 2%8 7K I2L18TE
3234 RLMOND ZYTTER /88 43, L1458
RET7? GRLMUTS, ENGLISH PIEIZR - 2BE CARTCHM 48,4228
AE3B BRAFEFRUIT JUIZE, CMD 12746 0L, $1.BBT3
A282 APPLE JUICE, CAMMED 12746 GI. G, 4123
AZ85 GRAPE JUICZ, CAMNED ~ 12746 DI 12,5883
G235 PINEAPPLE JUICE, CANHED _12/45 QL. TAR 11,:298
AZ28 s AIXED FROZEH 3BH CRSE 14,4334
ACTE TOMATO 7 . CPAHHED 1540 0L 3,28
43BB DRANGD JUITI, CANHED T l573p 07 CANE ERESE
1343 APPLEZ, - 48% CTH 1B. 8685
4345 APCLE EL CREHED B HLB [ANS 1203533
RITE APPLESALCE, CANKED T 6/BLE CAK 1L EZ47
R3T5 GRAPEFRUIT FRESH 3&.I8H 36,348 TN 3.8368
R388 RPRICOTS, LCANNED — &£/818 CeK £B. 3335
3354 CHERRIEES, IMDIVIDUAL GUICK FRZ 484 CARTOM 21,7368
R32T CHERRIEZ, FRZ RED TART PITTcu  3B# CAK 12,9858
4380 BLUERERRIES, FROZEN WILD __ 38 LB CNT. 22,4918
R367 BLUEBERRIZZ, FRI CULTIVATED 384 CARTON 26,8874
#358 BLUZZERRIZS, FRZ QWLTIVATED . 28% CARTOM 14,2348
AJ7B BLACKRERRIEZ, FRZ (NC SUBAR)  28% CARTOR £8.258¢
3?1 RASPEERRIES RED FROZEN IS 38 CARTON 23,5258
A372 RASPHERRIES, RED.FROZMIIGF  Z5.18. LTH. 23,7382
AS73 RASPEERRY PAREE . &/5.7CK TARTON  3l.:8z8
#374 RASPEERRIES, "RED TROZEN 28 L2, CTH, 28,5888
AI7S STRAWBERRIES, IF,FRI = I3BECTH 18.2678
A376 BLACKBERRY PUREE ’ T OB/E.TDOLE. CTH. 21.4784
RI77 BLXEIRRIES mMARION PUREE FRZ. &/5.70 LB CTM.  28.9874
k378 CANEBEZRRY PUREE FRI. 6/5.7% LB CTN.  35.53%8
f487 PEACHES, CLING QUARTERED . 6/B1E LANS £8.8388
AABS PEACHES, CHD. CLIMG SLICED 67418 CANS £8.8688
#489 PEACHES, CLING DICED 6/418 CANS 19,1688

B2/26/93 Program [D: L0215 Version: L.% D - 30.%a | Sage
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Pepartuens of Health And Huaan Resourges

! Office of Donated Foods
988 Bullitt Street
Charleston, WY 25381
Coencdity Usage Foreeast Sheot
Tear: R Groupt R
Jutiet: SCH  SLACCLS Start Date: 87/81/%93 Planned Assisfance Lavel:
Pagk Unit Kot fnmueal Total
ceaodity = Size Value Desired PAoount Valus
daid »ZRLRES, CUING . 57818 CRHS 15.3pa8
néte pEAlHEZ. FROZEM 28R CRRTTM 1z.2568
R4E% PEACHES, FRETITONE, GUARTERED 5/418 CAN (3,3738
R4z7 PEACHES, FREEZETONE, SLICED _ &/H18 CAN 28,4372
P42 PEACHES, FREEZTOME, DICED 5/418 CAN 15,3758
A423 PEACKES. FREESTONE, CANNED £/818 CRN 15,3311
A43% CEARE, CANNED 5/813 CANHS 15,3728
8=31 FESRS, ARLVES —  £/318 CRNE i6.8TE8
3432 PERKG, GUARTEREZ, CAMMED .. 2/H13 OAN 17.3688
pils FERRE, SLICERD T &/3LE CAHS 15.3388
8434 PESRS 3IfZD - &/3:8 CANS 1D.5648
N441 PEARS, DYANJOU FRESH aZ# CARTCM 13,8273
n4az ?EQRS, 3050 FREZH S3# CARTOM 11,2778
A443 PINEAFPLE, CND, TIDBITS £/858 CANS 21.871S
n444d F‘E}EQWL" CRUSHED, CANNED  o&/#18 LANS 16,3547
R&4T PINESPRLE, CARNED _ 5/B13 CANS 15.%25%
444l TINRD ?-- u%UhK‘ CAkNED 2/813 CRNS 17,8:38%
2262 FLUNE, SURPLE, PITTED. URMNED &/#18 CAN 14,3288
Aol S. PURPLEZ. CARNED TR I iz
1aTF FRUIT. AIMED — 313 I
r=TZ DA & 23 CARTONS
#d73 FIL T T + 23§ CARTON
3475 I3 RIDD , = 384 CARTOM
%459 PRUNEZ. DRIED z4/1 L5, FKG.  21.7%E9 i -
JCER RAISING - 284 CARTON 15,2818
5793 CHILKXEW. DRUMETICXZ ag# LTH 14,3488
289 TAICAEN. LET QUARTERS - 48% CTR 15,2844
AD1Z2 JHICHEME, PRI WHOLE o i3d CARTON 15,5398
RI14 THICKZINS, FnI THIGHS/DRUNS 42% CARTON 14, 2488
4548 CHICKEW, FROZ. C/U - 4B% CARTON z5.1728
ASls CHILXEM, FROZEM BREARED 383 CARTON 3i.14d8
ASl7 CHICKEM, DITED FROTEN 47183 BAGS 88.972%
ASEY CHITXEM MUGSETSTEUL Z01 CTH i Aord
AE29 TURKETS, THROZEX WROLE . 12%-34§ 73185
AS37 TURKEY RORSTS -4 128 ROASTS  Z7.1185
A34B TURKEY. FROZEN GROUND 4/ L#% BAGS 23,0848
2541 TURKEY FRI GROWND BUREERS Jod CTH 33.9848
ASHB POULTRY, CAWNED EOMED ; 24/23 0Z LANS 75.5588
A6 CHICKEN PATYIES, FROZ, SOC 38 LE. CTH. R.5327
AS62 CHICKEW, CANNED BOWED 24723 01. 45,6958
ASE4 TURKEY, CAMNED BOMED  ~  24/29 GZ. CRN  47.2871
B2/26/93 Program 1Ds CDALS  Version: 1.5 Page” 3




Departaent of Health And Human Resources
0ffi{ce of Domated Feods
588 Bullitt Street
Charleston, WV 23381
Commodity Usage Forecast Sheet

Year: R - - Group:
Jutief: SCH CSCHOUOLS - Start Date: 37/81/93 Planned Assistarce levels
Pack Unit Mot Annual Total
Conmodity Size Yalve’ Desites Repunt Value

AT8S I508, adiLI FRIZIN T T &/TR CAEEE 13.2828

RT7T 236 xIX 4/LE% BAGS Ti.1lz8g

AS77 BEEF, FROZ. GR. T Z6H CRRTOM 86,3224

ASA8 BETF PATTVIES, FRI W/WPP _ igd CARTON 42,7683

AZS1 ZETF PATTIES, 1A9x 364 CBRTOM 43,2348

AS9Z FEEF PATTIES, LOW FAT iR CT™ 8.7464

RELB EESF, CRANMED /N7 ~  24/2% (Z. CAM BT 3155

AB38 PORX, CAWMED H/HI 24/2% Q7. CANS  GCE.T1LB

A48 PORK, FROZTH GROUND Z6#% CARTON 35.7784

A87L HAM, FRZ CCOKED BONELEZS . 484 CRRTOM 53,2848

4742 TUNA, CHUNR LIGHT/7WATER _  B/BE.T OL. 27.2544

A7%L CATFISH, FILLET STRIPE FRI.LC. 4B L3, CTH. 115, 586E

ARBE ZALMGN, DINK CAMMET 48/14,73 BZ AN 7Z.2427

ASS4 BENMS, IRY HAVY PEA _ 25 LB, EAG S.78gg

RIET BEANS. DRY BRERT NORTHERM 25 LE. BRG 58722

A3 IRY SMALL WHITE T 22 LB, BRG §,872S

e ORY LIGHT RED {IDREY 2% L. BARG 2.35%%

27 v, 3 27 LE. BRG TS

E . EE 5.3375 i
A HS. z - # 2.2828

%735 ZESKE, DRV ZREY LIRA z34 386 Z.7828

AZ37 BEONS, IRY BINK IT8 3AC 3,3828

A34Z ZZANE. IRY BINTC 258§ RS £.3c24

§34% SEQwE, DRY RED XIDNZY _ Zid beg §.3723

A548 SLCANS, TRY SMALL RED . 258 BRG 8.53875

82/26/93 Progrem ID: C021%  Nersien: L5
. D~ 30.2¢




Departaent of Health And Human Resources
Gffice of Donated Foods
383 Bullitt Street
Charleston, WV 23381
Commedity Usage Forecast Sheat

Yaar: X - - ‘ Group: B
Qutist: 2TH  SCHCOLE = Start lJatay 87/81/93 Flanned Assistance Lavel:
Pack Unit Hot  Ampual Tomal
Coamoity - Size Vaiae Desired Aweunt Value  Jul-Sep Oc%-Dec Jan—Mar Apr-Jun

3331 MARGARIME ! 33/43 ¢.2332

9 .
BRBZ MARGARINE XATTIES (P B/H

EE
BE33 MARGRRIME (LOWFAT) 128 () 1858 REDDIES
2884 MRARCARINE ‘(LOW 30DILM) 128 (P) 1888 REDDIES

3583 SALAD DRESIING, FREMCA (B} 471 GAL

IEBS ZALAD DRREZING. ITALIAR (P 4/1 GRL

3858 BUTIER _= I/
FESL WOTIR TIES 25 . 3/CE

——r ——r e
BATT LTS 24
t

s m  a
/% L3, L¥E ELE

« CHEDDRR

£E, PROCzE3 -— 5/TF LOAVES

ag L3 31008

38 L3 BLECY

2871 CHEZSZ, CHEDDAR, WHITE

EB72 QHESSE, YELLOW CHEDDAR 4g4

NOTZARELLIR PR 48, B84

{11 WILY, MOWFST DRY RESULAR BULX S8 LI, ARG

NCWFAT IRY REGULAR BULX 23 L3, BAG

5381 BRITI. CORM, WHITE
2482 SRITS. CORM. YELLIW
5483 AQNMEY, PRECESEED
3238 #RCARCHI
5430 2RCARONI SPIREL
z447 [RTS. ROILLED
3475 DESNUT BUTTEm. SHOOTH
D485 PEARUT BUTTER. CHUNXY
B43H PERMIT GRAMULES
HSEE PERHUTS, -RORSTD
S RILT. MILLED
5 RICE. BROWH
3T7B WHEAT. ROLLED
g
11

5678 Cil. VEBETABLE
Bedl SALAD DRESSING, SOC

Be4S SHORTENIKG, LIGUID
3729 SHORTEMING, YEGETABLE
5848 SPASHETTI, EMRICHED

'E3 LB. BRB

T 12738 CANS

IJLEH LS. ERG

5728 DRG

19758 BRCG

1B/ L3. BAG

&/T8 CAN

234 CARTCN

Z8% CARTON

12/34 346

4/318 CRANS

&/B18 .CANS

57318 ERHS

£/118. CRNS

ZZ LB, BAG

12/3 LB, ZRG

£/1 GRL CANS

471 GAL

8/1 6L

284 CARTOM

B2/26/93 Progras I1D: CD2IS

Version: §i3
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WEST VIRGINIA DONATED FOODS PROGRAM
ADMINISTRATIVE REVIEW REPORT

Child Nutrition Program (CNP)
Charitable Instituticn (CI)
Summer Camp (SC)

Child and Adult Care (CACF)
Food Bank (FB)

Soup Kitchen (SK)

Summer Focd Service (SFSP)

RARRAR

1. Recipient Agency County
Address N
Sponsoring Agency
Address =
Perscn(s) InterVLewed Title
Telephone Number Date of Interview
Date of Last Review by State Distribution Agency?
Were there any deficiencies found then?
If sc, were they corrected?
2. RECIPIENT AGENCY CATEGORY Also

interviewed:

p—————— = —
3. PARTICIPATION DATA
- : —
A. CNP B, B8K C. CI Only
Oonly Oonly
Average Daily Total Meals Total Total
Participation Served the Last Dopulation Eligibie
Breakrast 12-Menths Meals are Personsg
Lunsh Repcorting. Perlod served times
Total each day.
Enrsllement -
4. AGREEMENTS & CONTRACTS YES
2 Is signed agreerent Letween the D/A and
the reciplient agency gurrentliy on filed.iia.aq..
If YES, is agreement signed by current
Adminigtrator e ru s e it i ret s a st r T e
3 Are there active processing contractsf..........

1. If YES, give nave and address ol
processer(s), date centract(s) been approved

and expiration date{S).seerirrrrrraratassenns
2. Eas contrast{s)} been aop:oved by D/ART v
3, Ligt end product(s) 0f CORLRECTET . ivevinaraan

C. 2Are there active food _management centracisi.....
1. If ves, does thé comtract include a clause
that UShA dopated fopds provided i cecipient
agensy Will inure only to the benelit of
vhe reciplient agency feesding progranmP......a.s

Average Daily Avg. Ne. Periocd of
Fartigipation Meals Served Cperaticn:
childzen Daily o Menths/Day
Adults 19 Children Begint:
years or cnly Enc:
ovar

NO | RECOMMENDATIONS/COMMENTS

|11

3C or SFSP Only

D.




5.

€.

7.

B.

PRACTICES -

c.

b U )

STCRAGE FACILITIES AND

kre dry, cool and freecer Type storage facilities
adequate fOr DIOGTAMT: tasvettsannrrsssssstnsmtarrrss
sufficient space avallahle Zor storage; freezers
available when needed; pooper temperatures maintained
for dry and cocler storage, ect.

Ig sYCrace &read Clean, dry and orderly?....ciciiesnns
Aze :there safeguards against theft and damage?......
A»e measures taken to prevenz inmseect and rodent

LR PRl =1-0 -k % KoY AR A R R T
Is fcod being handled cn a first first ou:
DABIS Tt tnarncsiisuatessananssranssaransnrmtiasssseas
Dees person in charge know and follew the procedures
for disposing of out- of-condition LC0887.ecaaereaas
Are commodities stored at amy locatlion other than
the recipient 2GENCY?.rviwsstssssennssavanancrrroars
Are commercial facilities being utilized?...-o-vsue.s
If YES, has an agreement been signedl..cese--iieraes

RECORDS AND REPORTS

Are there cozplete and acourate Tecords
raintained feor: -

Food ReCEIpES?erriinsrvrisstsrrssrsnsnsssnorsaare
Perpetual ZNVENLOIFTicssttsrrrsssarasvssaranrasss
Are records held for reguired periof¥.........ees
Are reglired reports and surveys submitted on a
LAmaly BABIBT. iuuearraaserrran ki aaat i s
Are food lcss reports kept on Filef...ievevevaces
Are transfer recelpts on filef.....vincenianneaan
Is there a Completed cepy of the REVIEW OF STCRAGE
FACILITIZES and REVIEW COF PHYSICAL INVENTORY OF THE
STORAGE TACILITIES on file (Cci-March) in the
central administrative storage facllity; and
addizionally for eacn individual school/site
wherever donated food is storedf.....cueeesieensnns
Iz there a current self evaluation review on Iile
for this scheol/site (CEt-MAXrCh)?. i esrrrerarioraas
If NO, explain

OTHER RECORDS: (For Institutions Qnly)

A. Is there a nenprofiz, fecderal income tax exespt
SLAEUB? v rrrarrrsmststrsssnav s as s e e et e
3. Is +there a current "Eligilble Caselcad Charitable
Ingtituticens” form on Zllef.iiriirvirenrrenscnrenn
€. Is =here a curréaht YREHAZRT
CERTIFICATION' form on f£ile?.{Adult Corectional
ONlY) seunnsmasvsssasnemmeccessatossonnssstssereeen
——

COMPLIANCE DETERMINATION

Based upon this review, are prograsm operations
in compliance with regulationsZ...ceeseveverrvcecs
If "NC", what corrective acticn(s) must be
taken? (Describe in Detail in the "Summary
Recording' ssctlon.)

Based upon this review, 1s a TFOLLOW-UP REVIEW'
recommanded? et sttt r s s e s e -

If ™S, when?

YES

YES

NG

NO

RECOMMENDATIONS/COMMENTS

RECOMMENDAT IONS/COMMENTS

RECOMMENDATICNS/COMMENTS

RECCMMENDATIQNS /COMMENTS

i
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9. INVENTORY (REVIEW OF DONATED FOOD ITEMS ON HAND)

A, Dry 3torage

Item & Package

(a)

Inventery
Record

(B}

Aotual
Inventory

(e}

Date of
Package

(o)

Menthly
Usage

1

Menths
Supply

(5}

Amzunt
0
Cransier

<

Almond Buw=zer, cnd., 6/4.0

Azple Julece, 12/45 cz.

Applesauce, cnd., B/#10

Arzple Slices, eond., B/HIO

Asparagus, ond., 5/410

Agparagus, cond., 24/§303

Beans, Gt. N-, end., &/810

Heans, Gt. N., d=y, 25% _

Beans, ¥idney, end., 6/810

Beans, Pinto, cond., S/8:i0

Beans, Pints, dry, Z5#

Beans, Green, <¢nd., &/#LC

Beans, Veg., oad., 6/#10

Beef, cnd., N/J, 24/29 oz.

corn, lig., end., 6/#10

Cornmeal, fegermed, 5/.0%

Egg Mix, 4/10#

Tlouzr, AP, 5/10#

Flour, 3read, Bl., 5/10#

ny

igpee, Wrole Wheat, 5/:0#

Flour Mix, S0C, 6/5#

Grage Cuice, 12/45 oz.

Grapefruit J., 12/46 3z,

Magareni, enriched, 204

Mazareni, Spiral, 204

Milk, dry, 6/4%

Mixed Frulit, znd., E/FLiC

Gavs, Colled, 12/3%

Qil, wveg., &/L gal.

FPeaches, Cling, 5/410

Poaches, Freestone, §/§#10

Peaches, diced, 6/4#10

D - 30.3b




<l
Item & Package Inventory Actoal Daze of Monthly Months Azount
Receord Iinventory Dackage Usage Supply Te
Transfer
(a) {B) (<} (L) (2) (F) (6)

Pea=zut Butter, crmy, 6/#10

Peanut Butter, chky, &/#10

Peanuts, ena., B/#l0

Teanuts, 6/4#

Daars, halfs. &/510

Pears, diced, 6/F10

Pears, guartered, &/#10

DPeas, cnd., B6/#IC

?ineapple, cnd., &/#10

Pineapple, Tidbits, 5/410

Pineapple, crushed, &5/410

Pork, cnd., 24/29 ¢C.

Dotatoes, fresh, 50#F

Dotatces, dehyd., 6/5F

Shortening, 1ig., &/1 gal

Sherzening, Veg., 12/3#

Salmon, end. 48/14.75 oz.

Spachetti, enriched, 204

Swa=t Potatoes, 57410

Tomatoes, cnd., 6/4:i0

Toratses, whole, &/510

Tomatoes, crushed, 6/#10

Temata Paste, ond.,6/#1C

Tomate Sauce, cond.,B/EL0

D - 30.3c




B. Frozen Storage=—

ITtem & Package

(a)

Inventory
Record
(2)

Actual
Inventory
(c)

Date of
Pasrags
(D)

Honthly
Usage
()

¥onths
Supply
(F)

Amount To
Transier

(5

Asparagus, 5/5#

Beans, green, 304

Beel, Grm., 364

Beef, Grn., lean, 36#

Beef, Patties, 3&#

Eeef, Patties, lean, 36%

Blackberry puree, ©/50#

Butter, print, 316/1#

Butter patties, 8°C,
&/5%

Cranberry puree, 6/5.75#

Cazfish, 4CH

Cheese, Mozz., 8/H%F

Cherries, IQF, 40#

Chicken, C/U, 404

Chicken, EBreaded #30

Chicken, Diced, &4/10%

Lhicken, Leg guarters,
40F

Chicken nwggets, S2&,
30%

Chicken, Drums, 40#%

Eggs, whole, 6/5%

Fish Nuggets, 4/10%#

Ham, Bnls., 4/10# Avg.

Orange juice, 12/32 oz.

Peaches, 20%

reas, Green, 30f

Poxk, Grm., 36#

Potato Rounds, 6/5%8

Potatoes, oven fry, ©/5#

S=rawberries, IQF, 30%

Turkey FRoasts, 4/8-12#

Turkey, Whele, 12&-24#

Turkey, Goound, 4/10#

Turkey Burger, 367

vegetakles, nixed, 308

D - 30.3d




Item & rackage

(a;

Inventaory
Record
(B)

Actual
Inventery
(c)

Date of
Package
(D)

Monthly
Usage
(E)

Months
supply
()

Trar

C. Coccler Storage

Itez & Package

(A)

Inventory
recozds
(5}

Actual
Inventory
(<)

Date of
Package
(L)

Monthly Usage

38
L=

Ao
Trang

(G)

Almond slivers 25§

Apples, fresh 237#

2pples, fresh 40%

Cheese Process 6/5#

Pears, D'"Anjou ZIZresh 45§

Prunes, <&ry pitted 186/24

Raigins 30%

Raiging 144/1.3 oz.

gal.

Salad Dressing, 302, 4/

Walnuts, Eng. Pleces,
08

10. What is deone with remaining cormedities at the and of the school

year or end of camping seascn?

(cr2, sC,

or 8F8

ll. SUMMARY RECORDING:

Signature B

REVIEWER

DATE

REViSED 1./1B8/93




DONATED FOODS PROGRAM
REPORT OF LOSS OF DONATED FOODS

{i1) COUNTY — DATE OQF REPORT

(2) NAME OF RECIDPIENT AGENCY

(3} ADDRESS

STREET CITY ZIP CQDE

(4) TELEPHONE

(5) NAME OF SCHOQOL (SITE) WEERE LOSS OCCZURRED

(6) WHEN WAS THE LOSS DISCOVERED?

MONTH DAY TEAR

(7) PRICR TO THE DATE ENTERED IN ITEM (&) ABOVE, THEE FREEZER,
COOLER OR DRY STORAGE AREA IN WEICH THE LQOSS OCCURRED WAS LAST

CHECKED ON BY
MONTH DAY TEAR NAME TITLE
(8) WHO DISCOVERED THE LOSS?
NAME TITLE
(9) NAME OF B : TYPE OF STORAGE
ITEM SACKING SIZE OF QUANTITY OF DRY, COOLER
LOST DATE  PACKAGES PACKAGES LOST OR_FREEZER

IF MORE SPACE IS NEEDED, PLEASE ATTACH A SEPARATE LISTING.
DONATED FOODS DETERMINED UNFIT FOR HUMAN CONSUMPTION ARE NOQT
BE DISPOSED CF WITHOUT PRICR AUTHORIZATION OF THE STATE

DISTRIBUTING AGENCY.

(10) WAS ANY DAMAGED USDA DONATED FQOOD ITEM DISPOSED QOF? YES_ NO__

(11) GIVE THE NAME AND TITLE QOF THE STATE DISTRIBUTING AGENCY
REPRESENTATIVE WHO AUTHORIZED TEE DISPOSAL

NaME TITLE

(12) WHAT METHOD_OF DISPOSAL WAS USED?

D - 30.2




(13)

(14)

(13)

(16)

(17)

(1%)
(20)
(21)

(223

(23}

(24)
(25)

DISPCSAL WAS MADE EY
NAME TITLE

IF¥ THE LOSS WAS THE RESULT OF A POWER FAILURE OF QUTAGE,
EXPLAIN BRIEFLY WHAT CAUSED THE POWER INTERRUPTION

IF THE LOSS WAS DUE TO A FREEZER MALFUNCTION, ARE THE DONATED
FOODS COVERED BY VENDOR GUARANTEE? YES NO

EXPLAIN THE MALFUNCTION

THIS LOSS WAS DUE TO INFESTATICN , SPOILAGE r OR
CONTAMINATION OF DONATED FOCD RECEIVED ON
MONTH DAY YEAR

THE CONTAINER IS .

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

WAS FIRST-IN FIRSET-COUT PRCCEDURES FOLLOWED? VYEZ NO

WAS THE FOOD STORED QFF THE FLDOR? YES NC

THIS LOSS DUE TQO A BREAKING AND ENTERING WAS INVESTIGATED BY

NAME RANK

OF

LAW ZNFORCEMENT AGENCY

ZXPLAIN HOW ENTRANCE WAS MADE

EXFLAIN WHAT PRECAUTIONARY MEASURES WILL BE USED TQ PREVENT
ANY FURTHER LOSS OF DONATED FCODS

WAS TEE LOSS OF DONATED FOCDS COVERED EY INSURANCE? YES_ NO_

PREPARED BY
SIGNATURE OF SCHCOOL PRINCIPAL SIGNATURE
OR AGENCY ADMINISTRATOR

TITLE
DATE DATE

Q8/01/382




INSTRUCTIONS FOR COMPLETICN OF FORM
- "REPORT OF LCSS OF DONATED roops”

Any loss of denated foods regardless of the cause is to be reported J.mrea.lat__y
to the state distributing agency. Donatad foods determined to be unfit for human
consumption are not to be disposed of without prior arproval and instructions
fram the stare distributing agency. Any unapthorized disposal is subject o
restituticon in cash of the total dollar value of the donated food items.

Follw:'.ng are insttucticons for the campletion of the form "Report of Loss of Donated
Foods." The state distributing agency supplies each recipient agency a form fram
which copies are made by the recipient agency as needad.

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

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

{3) Enter the comprlete address of the recipient agency.

(4) Enter the itelephone number of the recipient agency as named on the agresment
form. Public schoels should show the telephone nurber of the county board of
education.

(3) Self-explanatory.

(6) This should be the exact date the loss was discovered,

(7) Enter the name and title of the person who first discovered the loss and
reported it to appropriate cfficials.

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

{9) Under the columm “Name of Item Logt" enter the complets name of the ifem.

Under the colum "Packing Date” entar the packing date shown on the container
{case, bag, baler, etc.).

Under the colum "Size of Packages" show the item lost in whole cases if
in fact wirle cases ware lost, or in units such as $#6 cans, 29 0z. cans,
3% bags, 5# bags, etc.

Under the colum "Quantity of Packages Lost" show the number of cases cr
units lost as defired un:ier "Size of Packages."

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

{10) This cquestion must be answered.

{(11) Enter the name and title of the individual contacted whe authorized the disposal.

D - 30.4a




(12)

(13)
(14)

(13)
{16}
(17}
(18)

(19}

(20)
(21)
(22)

(23)
(24)

(25)

Fxplain the method of dispeosal. Any iltem found unfit for human consumption
ard authorized for dispeosal 1s to be disposad of by taking to a landfill
and buried, inginerated, or put in a garbage disposal.

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

Give the names and titles of the perscons wiw are invelved in the actual disposal.

Explain what caused the intermpticon: for example, breaker was thrown, fuse
blown, unplugged from outlets, equipment quit running.

Answer "yas" cr "ne.”
Describe briefly what happened to the-freezar or cooler.
Answer "yes" or "noc."

Check the apcropriate spacs to show the type of loss, the date rscipient
agency received the food and the contract mumber, if possible.

This question must he answered if the loss of the food ocowrred while in dry
storage.

Answer "ves" or "no."

Answer "ves" or "ne."

If the lcss was dus to a breaking and entering, the name and rank of the
investigating officer and the name of the law enforcement agsency he represents
must be shown.

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

The recipient agency must =xplain what steps will be taken to prevent further
lcsses of donated food duse to similiar circumstances.

The rzeport is to be signed by both the person who prepared the report and the
school principal or agency administrator.

4/01/85




GUIDES FCR SUMMER STORAGE OF PERISHABLE FOQDS

Improper storage practices and malfunctioning refrigeration equipment usually
results in spoilage, infestaticn, contamination and deterioration of foods.

The following 15 a Tisting of good storage practices to follow when perishable
Toods ars being stored during the summer:

(1) Store foods only in properiy operating refricerators and
fredzers. 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 focd is placed in jt.

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

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

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

(8) Refrigeration eaquipment should be checked immediately
following a power failure (e.g. electrical storm} to make
sure that it is operating properiy.

(7} 17 areas in which frozen food is stored sheuld be secured
by Tocks during the summer months. Only authorized
personnel should have access to the keys and be allowed to
check the eguipment and take temperatures.

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

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

3/21/86
D - 30.5




Dry Storage Area-Recommended Temperature
Cooler Storage Area - Recommended Temperature
Freezer Storage Area - Recommended Temperature

FPOOD STORAGE

TEMPERATURE CHART

50‘F - 70'F
35'F = 45'F
-10'F - O'F

‘mUntE/Day/Year Temperature Checked By Month/Day/Year Temperature Checked Bz__
1 1 ﬁ
2 2 '
3 3 J
4 4 Ei
5 5
6 6 |
7 7 |
8 8 f
9 9 1..
10 10
11 11
12 12
13 13
14 14
15 15
16 16
i7 17
18 18
19 19
20 20
21 21
22 22
23 23
! 24 24
Q 25 25
ﬂ 26 26
l 27 27
§ 28 28
| 29 29
30 30
31 1 : 31 :
if Temperatures are not within recommended range take immediate corrective actior

to avoid food loss.
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U.5. DEPARTMENT CF AGRICULTURE
QD AND NUTRITION SEAVICE

FOR FNS USE ONLT

L, L L I Ll NATIONAL COMMODITY PROCESSING
— (NCP) SYSTEM POST CARD
RECIPIENT - — -
R N mg, PLEASEPRINT o
W R0 HE S S S S A S N S | [ S I I SN [N S O ISP A | I

11 7233 14 1576 77 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 32 34 35 35 37
DRESS:

T N I O T A S 2 L O N N A R T |

PARTICIPATION DATA
(Compista A ar 3)

A, SFA.-COFP.NPE SITES
=SFSP=INDEPENDENT
PUBLIC SCHOOLS.
PRIVATE SCHOO
Average Dauy Pa.rulE:spl-
tion (Number of
reumbursabls meals
including breakfas:s,
lunches, and spnacis)

1t
38 35 40 47 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 S7 58 59 60 61 62 62 64

&I_L !T!f'L!tllL' L R

11 iz 13 14 15 16 17 18 19 20 29 22 23 24 25 26 27 28 25 30 31 3233 ::435 e
co~-mc. ciTy FTaTE sos

PEHSON.I3!LII!|fr|[1{111; L
10 11121314 15 16 17 78719 20 21 22232425262723293031 32 33

37 38 39 40 41 42 43

Number of Schoois in SFA

TELEPHONE - . = Date of
NUMBER IR B IS BN A A AR Anounl [ ] R
34 35 3& 37 38 39 40 41 42 43 44 45 46 47 Agreement4d 49 50 5% 52 53 54 55 56
AREA EXTENSION MCQ YR

CODE
| certity that this Infarmatian 1 correst to the best of My xnowiedge, | understand that a
deliDerates MuIreDresNnaTION May SUDIST MO 10 Profecution under aopicabiesState and Sedars
criminal statutes.

Signatdre of Authorzed Agenay Rapresantative ‘ Titte

TYPE OF RECIPIENT AGENCY ("X ONE)

L) Charitavis ! Nutritian Program Summer 1] Private
institunion for rhe Eidariy E] Food Sve., &0 School 1
INP Program

o

B. CHARTABLE INSTITUTIONS — CAMPS — |
CORAECTICNAL FACILITIES ~ OTHER i

‘Iumber of Needy
! ({Chantablie
b u:.stztuuc:u Only}
|
|

(SF5P) .
L Sechosl Feed | __J inZapendent ! j Camps Qiher—Fedarei I ! (T,fﬁuoi%%ﬁ:'uon
Service Pupliz Sehaol Bureau of 71 <2
Authority Prisons=—V.A,
(SFA) Hotoitais S By i Davs ot o
L_J ¢hilg Care L_l Correctional The infermation cantaned ! 1 uueu mcludesl Openuon
5 Fopd Program 76 Facility here:n will be furnished ta b 73 7T ;
{CTFP) .. il interested parties ZAh o 1
FORM FNS-516(12-85) )
U.S. DEPARTMENT OF AGRICULTURE .
FOOD AND NUTRITION SERVICE
SFECIAL ODPERATIONS BRANCH
NUTRITICN AND TECHNICAL SERVICES DIVISION

ALEXANDRIA, VA 22302

OFFICIAL BUSINESS
PENALTY FCR PRIVATE USE 5300
FORM FNS.516 (12-85)

POSTAGE & FEES PAID
US. DEPARTMENT OF
AGRICULTURE
AGR 704

30.7
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SECTION E
SPECIAL MILK PROGRAM
P UM OSE . . . i e e e e e e e E-1
Charges and Reimbursement . ... .. ... ... .. ... ..o E-2
Milk Shakes . ... ... i N E-3

Reporing Procaduras . . . ot e E-4




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 ceost. In
participating schools, students determined eligible may receive milk free if the School Food
Authority (SFA) elects to serve it. The SFA may or may not choose te previde free milk to
students determined eligible by applications used for free or reduced price meals.

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

meal periods.

Effective with the passage of P.L. 89-661, split session pre-kindergarten and kindergarten
children may participate in the Special Milk Program if they do not have access to any
school meal {school lunch or school breakfast). Whenever possible all children attending
a school shall have access fo either the schocl lunch or the school breakfast program.

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

2138 d/POOMI(COS - T ’ E - 1




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 cost of no more
than twe cents per half pint.

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

Schools serving/selling special milk to kindergarten and/or pre-primary students should
report any income from milk sold on 43-10-308.

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.

0138t /POONMICO}




MILK SHAKES

If milk shakes are sold or given free under the Special Milk Program in schools having no
other food service program, the milk shake formula must be approved by the West Virginia
Department of Education (WVDE), Office of Child Nutrition.

0138:5rPOONMT(CO) = .- [ E - 3




REPORTING PROCEDURES

A daily record of the actual number of half pints of milk served students and adults shall
be maintained on Form WVDE 43-10-308 [G - 30.1], accerding o instruciions. The report
must be detailed daily at each participating school by a responsible person. The monthly
claim for reimbursement is based on information recorded on this report. The completed
form is submitted to the School Food Authority (SFA) on or before the fifth day of the
succeeding calendar month. A copy wiil also be filed at the school.

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

The schocl or SFA is responsible for sending a copy of Form WVDE 43-10-30 [G - 30.5]
to the West Virginia Department of Education (WVDE) for reimbursement.
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INTRODUCTION

Scheols participating in the National School Lunch and/cr Breakfast Procgram are required
tc serve free and reduced price meals to students determined eligible by the current USDA

Income Eligibility Guidelines [F - 30.1].

To make it possible for a student o receive a free or reduced price meal, USDA regulations
require that certain steps be taken. A policy statement which delineates the policies and
procedures used in providing free and reduced price meals for siudents is approved each

year.
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APPLICATIONS FOR FREE OR REDUCED PRICE MEALS

NON-COMPUTERIZED PROGRAM

Applications [F = 30.2] and the Letter to Parents [F - 30.3] shall be sent to parents or
guardians of each student as early as possible in the schoo! year to allow time for the return
of applications by the end of the first full week of schecol. The scheol principal, or a
designated person, shali review all applications received and determing eligibility according
tc infermation given on the applicaticn. Parents or guardians shall be notified of the status
of approval, change or termination of benefits (WVDE 43-10-20) [F - 30.4].

COMPUTERIZED PROGRAMS

County school systems or individual schools may choose o approve free and reduced price
meal applications by computer. A computer-generated application may be sent to the
parents to update annually for continued program benefits.

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

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

MEDICAID AND EDUCATIONAL BENEFITS

The United States Department of Agriculiure has granted West Virginia permission to pilot
a multi-use application. The application has been expanded tc allow parents or guardians
to express an interest in receiving Medicaid benefits and vocational and technical education
benefits under the Cari D. Perkins Act. Additionally, the privacy act statement on the
reverse side of the application has been expanded to accommodate Medicaid and
educational bensfits.

When an interest in Medicaid benefits has been expressed in Part VIl of the application,
and Part VI has been sighed by a parent or guardian, the following procedures are tc be
used to iransmit the information to the apprepriate authorities:

Each child's name, address, county of residence, and a Social Security number of an adult
family member should be sent to the Medicaid representative in your area.

When an interest in vocational and technical educaticn benefits has been expressed in
Part VIl with a parent cr guardian signature, the student's name may be released to
appropriate educational cfficials.
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APPROVING APPLICATIONS FOR HOUSEHOLDS ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN {AFDC)
FOOD STAMP (FS) BENEFITS

Applications returned for review and approval which have AFDC or FS numbers [F - 30.6]
must include the following information:

e siudeni's name;
o AFDC or FS number; and
& parent's signature

APPROVING APPLICATIONS FOR HOUSEHOLDS NOT ELIGIBLE FOR
AID TO FAMILIES WITH DEPENDENT CHILDREN (AFDC)
FOOD STAMP (FS) BENEFITS

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

e student's name;

e |ist of household members;

® social security number of the adult signing the applicaticn or indication they do not
have one;

e the current amount of income received by each household member identified by the
individual who receives it and the source of the income; and

e parent or guardian's signature

All approved applications must show:

e cligibility category (free or reduced price);
e reviewing official's signature; and
e date of approval or denial.

Applications must be filed by category with ccrresponding master lists.

DIRECT CERTIFICATION

Direct Certification is a simplified method of determining some children's eligibility for free
meals under the National School Lunch Pregram and School Brezkfast Program, or free
milk under the Special Milk Program without having the family complete a free and reduced
price meal cr free milk application. The Office of Child Nuirition cbtains decumentation
from the West Virginia Department of Health and Human Resources and prepares
appropriate computer scris that enable the School Food Autherity (SFA) to match the
names of chiidren that are members of households currently centified to receive food
stamps or AFDC. Counties that are interested in participating in direct ceriification should
call the Office of Child Nutrition.
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INCOME

income to be reporied on the household's free and reduced price meal apptication form is
a gross figure and generally is considered tc be any monies received on a recurring basis.
Specifically, gross income means money earned before deductions for income taxes,
employee's social security taxes, insurance premiums, charitable centributions, bonds and
the like. Income includes the following:

payments of money for services, including wages, salary, commission or fees;
social security: suppiemental security income;

dividends or interest cn savings or bonds;

income from estates, trusts and investments;

cash withdrawn from savings;

public assistance or welfare payments;

unemployment compensations: workers' compensaticn and disability benefits;
government civilian employee or military retirement cr pensions;

veterans' payments;

pensions: retirement income and annuities;

alimony or child support payments;

reguiar contributions from perscns not living in the household:

net income for self-employed farmers and business-persons, rental income and
royalties;

students regular part time earnings; and

e cther cash income.

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

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

e food stamps;

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

e monies received by volunteers 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 that are not a regular part time

job.

if the family is unemployed a ﬂgun:e must be given even if this figure is zero (0). The word
"nong" is not accepted by United States Department of Agricuiture (USDA).

When there is d temporary reduction of income, eligibility shouid be determined on the
present rate of income rather than on regular annual income. Persons may apply
immediately at the time of reduction in income. Benefits become effective upon approval
' of the Free or Reduced application. The approving official should issue temporary approval
of the application. The temporary approval shall be in effect untit the time of recurring pay.
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DETERMINING HOUSEHOLD SIZE

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

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

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

A foster child is a child who is living with a family but who remains the [egal responsibility
of the welfare agency or court. For purposes of determining eligibility, a foster child is
considered a househcld of one. [F - 30.5 page 14]

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

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

has determined is not a boarding school. A child who is institutionalized is considered to
be a household of one and, in mest cases, has no income. Only income a child earns from
full time employment and/or personally receives while in residence at the institution, may
be considered as income.

An older child, totally respongible for himself/herself, who does not reside as a member of
a household (but rather as a single economic unii) is considered a household of one.
Eamed incomeand money from all other scurces are considered incocme for such a child.

A student who attends but does not reside in an institution is considered a member of the
househoid in which he/she resides. Eligibility must be determined by the household size
and income of that household.
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Foreign exchanae students, refugees, aliens and citizens of other countries and/or their

dependent children are considered to be members of the household in which they reside.
The total household size and income are used in determining eligibility.

Whether or net the stepparent supporis a stepchild, the child in this situation falls within the

definition of a household. Therefore, the fotal household income, including ADC or child
support payments to the parent, must be included in determining eligibility.
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REVIEWING OFFICIAL'S RESPONSIBILITIES

The reviewing official is responsible for ensuring that applications have been classified
correctly by category of eligibility. If the reviewing official is authorized by the School Food
Authority (SFA) to delegate the responsibility for reviewing applications, then the person so
designated shall be informed about program requirements and policy. Since the SFA
official who signed the policy statement agreement with the State agency ultimately is
responsible for the integrity of the approval process, the principal's signature stamp may be
used. A suggested alternative would be to place a statement in the 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 following circumstances:

e a written, signed complaint;
e iliegible, incomplete or questionable information on the application; and/or
e the United States Department of Agriculture (USDA) required verification sampling.

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

All households must be promptly notified of their eligibilifty status. In making determinaticon
regarding eligibility for meal benefits, increases in benefit levels must be made no later than
three (3) operating days from the final decision.

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

indication of denial shall be sent to parents or guardians after receipt of the compieted
application. ) '

Other questions pertaining to free/reduced price meal policies are answered in the Eligibility
Guidance for School Meal Pregrams [F - 30.5].
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REVIEWING OFFICIAL'S COMPLETING AN APPLICATION

A reviewing official may complete an application for a student known to be needy if the
household fails to apply.

When exercising this option, the school official must complete an application on behalf of
the student based on the best household size and income information available and make
an eligibility determination. The source of the information must be noted. Social security
numbers of household members need not be secured and these applications may be
exciuded from verification. The household must be notified that the student has been

certified and is receiving free or reduced price benefits.

This option is intended for use in individual situations and does not allow eligibility
determinations for categoeries or groups of children.
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PROVIDING MEALS PRIOR TO APPLICATION APPROVAL

During the opening weeks of school, befere applications for the current school year are
received and approved, school officials shall serve free and reduced price meals or free
milk to eligible students. To assist with eligibility determination during the first days of

school, officials may use:

e applications on file from the previous school year;

e self-certification of secondary students under special circumstances;

e new siudenis in a school with older siblings that were approved for benefits the
previous year; and/or

e students that transfer within the county.

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 current year's
application appfoval 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 meszls or free milk in eligibie schoois (not
based on the previous year's application approval) during the period 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. -
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APPLICATION FILES AND WORKING LIST

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

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

2. Active reducad students whose current househcld income definitely
qualifies them for reduced status accerding to USDA
Income Eligibility Guidelines

3. Temporary free students whose current household inccme
Temporary reduced indicates eligibility according to USDA Income
Eiigibility Guidelines determined temporary based
on: unemployed or income from unemployment
compensation, worker's ccmpensation; seasonal
unemployment; temporary lay offs; strikes; temporary
use of public assistance; pending approval for public
assistance; zero (0) income; cr anticipated change in

income
4. Inactive free students who have withdrawn or transferred
Inactive reduced
5. Denied students whose current household income does not

meet the USDA Income Eligibility Guidelines

The temporary file cf approved free and reduced price meal application must be reviewed
every two months through parent or guardian contact. The dates of such reviews, coniacts
and the current status shall be noted on the application or the suggested form for updating
information [F -30.7] by the reviewing official. The working list shall be corrected, if

needed, to agree with the application classification.

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

All applications and documentation of action taken shall be maintainaed for three years plus
the current school year.
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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 enzable schools to obtain an accurate daily count of the number of free, reduced
price, fully paid and adult meals served under the school lunch and breakfast programs.
The collection procedure shall be approved by West Virginia Department of Education
(WVDE). The procedure is reviewed along with the county application for program benefits.
[A - 30.2] Suggested methods of collection may be found in the Policy Statement [A - 30.2].
Any variation in the suggested methods must be submitted in detail to WVDE for approval

prior to implementation.

F-11
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DAILY MEAL COUNT (POINT OF SERVICE COUNT)

During the period of school breakfast and/or school lunch service, schools are required to
follow a system for ccunting, recording and reporting the number of meals served adults
and students. The system shall provide an accurate daily record of the actual number of
student meals at the point of service which were served free and at the reduced price or
fully paid rate. The system shall prevent overt identificatiocn 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] Any additicnai methods anticipated must be
submitted in detail to West Virginia Depariment of Education (WVDE) for approval prior to
implementation.

Systems which are accepted include:

e computerized point of service;

e coded tickets collecied on the line, counted by categoery;

e coded tickets which are punched or marked con the line used with a counter tc
determine number of meals served by category; '

e coded roster checked at point of service: and

e czlculator tapes used with other scurce documents such as coded ticket or student
number.

Systems which are not acceptable inciude:

tallies (slash marks ////};

memeory (categorizing free and reduced meals by remembering student's eligibility);
different color tickets/tokens;

updated morning counts;

tray count; and

deduction {cash received divided by cost per meal, total meals minus free and
reduced equal paid, total meais minus paid and raeduced equal free).

Schools must maintain, for a peried of one year, source documents 1o verify number of
meals claimed for reimbursement.

in instances when second meals are served or sold, accurate identification of the student
receiving the second meal is required. All second meals must be recorded as
nonreimbursable meals.
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NONDISCRIMINATION

No discrimination shall be made against any student because of inability to pay, nor shall
the student's name be published ner identification made in any other way. Students eligible
for free or reduced price meals shall not be required to:

work for their meals;

use a separate lunchroom;

go through a separate serving line;

enter the lunchroom through a separaie enirance;

eat meals at a different time; nor

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

It is not considered discrimination ¢ serve meals to students 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 in treatment of siudenis based on eligibility to pay for
meals. In no case shall a student be denied a meal cr served a different type of meal as
a means of discipline or as a result of discipline for violation of scheol policies.

[t is not considered discrimination to serve a different meal to the student who requires
special consideration due fo a disabling condition supperied by a physician's statement.
The serving of a meal to a student with special dietary needs supported by a statement
signed by a recognized medical autherity is not considered discrimination.
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STUDENT HELP

United States Depariment of Agriculture (USDA) regulations state that recipients of free or
reduced price meals shall not be required to work for those benefits. However, they are not
prohibited from working voluntarily in the lunchreom. Some schools employ student helpers
in the lunchroom for monetary or other compensation. In these cases, parents of all
workers should be informed in writing that their children have volunteered to work. The
letter should state that for students who have been certified, continued eligibility is in no way
dependent upcn the student's working status. Additionally, the letter should not be a part
of, nor attached to, the free and reduced price letter to parents, application or notice of

approval/denial.

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

F-14
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VERIFICATION
UNITED STATES DEPARTMENT OF AGRICULTURE (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
erroneously each year due to applicant misreporting and 28.8 percent of the students
receiving free and reduced price lunches were ineligible for such benefits.

Each schoo! fodd authority must verify a sample of the tetal number of applications
approved for benefits by selecting a sample through either random or focused sample as
described on page F - 16. The sample must be taken from approved free and reduced
price applications on file as of October 31. An application is ccunted as one application
regardless of whether it is a mulii-child application or an application for one child. The
sample size depends on the number of paper applications, not the number of children
represented. Do notinclude students that were approved through Direct Certification.
Confirmation of eligibility must be completed by December 15. Sponscrs may reguest an
extension by notifying the Office of Child Nutriticn. The reguest must be received by
November 30. _The Sponsors Summary Report [F - 30.17] must be submitted to West
Virginia Departmient of Education (WVDE) by January 10.
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APPLICATION SELECTION

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

Option 1 Random_Sampling consists of selecting and verifying three percent of
applications on file. Prccedures have been developed [F - 30.8] to provide a

methed for the random selection of free/reduced applications. Documentaticn
of the randcm selection [F - 30.9] wiill be kept on file at the school.

Option 2 Focuséd Sampling consists of (1) selecting and verifying a minimum of one
percent of 1,000 of total applications selected from non-food stamp households

claiming monthly income within $100 or yearly incomes within $1,200 of the
income eligibility limit for free or reduced price meals plus (2) the lesser of
one-half percent or 500 applications of food stamp households that provide food
stamp case numpers in lieu of income information. Procedures have been
developed [F - 30.10] to provide a method for the focused sampling selection of
free/reduced applications. Documentation of the fccused sampling [F - 30.11]
will be kept on file at the scheool. Selection of Option 2 for verification purposes
shall be the responsibility of the WVDE or the SFA and not the individual schools.

01351 OOM1GE) o N F-16




VERIFICATION PROCEDURES

To provide a uniform method for obtaining informaticn for verificaticn, forms will be sent to
the household. The suggested letter [F - 30.12] should be duplicated on each school's
letterhead. The letter is to be accompanied by the parent information form, Proof of income
[F -30.13]. _ :

Procedures for developing a consistency check for verification [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 household must be informed of the findings [F - 30.15]. This must be
accompanied by a new free/reduced price meal application. When the new application has
been approved the household shall be premptly notified. Increases in benefit levels must
be made no later than three (3) operating days from the final decision.

When the new application has been denied or a reduction in benefits has occurred the
household shall be notified within ten working days. An appeal can be initiated at this time.

During the ten day period and continuing through the appeal process the student's status
remains the same.

If no response has been received within the ten days the household must be notified cf a
loss of benefits. .[F - 30.15a]

When the verification procedure has been completed, a School Summary Report [F - 30.18]
shall be sent to the Schoo! Food Authority (SFA) and a copy filed at the school.

The SFA shall compile all School Summary Sheets [F - 30.16] and send a copy of
Sponsor's Summary Report [F - 30.17] to West Virginia Department of Education {(WVDE).
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RELEASE OF INFORMATION

information obtained from families on the free/reduced lunch forms is to he used for
determining student's eligibility for meal benefits.

This information fay also be used to determine eligibility for free texibooks, workbooks and
school supplies, and io provide student information to access Medicaid and Vocationa! and
Technical Education benefits. The release of this information may only be authorized by

the parent or guardian in Section Vil of the application.

- , F-18
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25205
Appllcation for Free or Reguced Price Meals, and Free
Texlbooks, Workbocks, and Educatlonal Suppiies

PART : ENROLLED CHILDREN'S INFORMATICN - TO BE COMPLETED BY ALL APPLICANTS

CHILD'S NAME AGE SCHOOL, CENTER or CAMP GRADE HOMERCCM

PARTS Il, Il AND IV: COMPLETE THE PART THAT APFLIES TO YOUR FAMILY

PART H: FOOD STAMPS/AFDC HOUSEHOLDS NOW RECEIVING BENEFITS - if you recerve focc stamps/AFDC, comeiste this part and sign
the application. -
res, | recefve Food Slamps for the chikdmn fisted in Part . My case numbers;

Yes, | recaive AFDC fer the hiidren fisted in Part |,

PART lll: FOSTER CHILD - it you have a fostar chid. complete this part and sign the application

Child's Name Child's Monthly Perscnat Use Ingeme

PART IV: ALL OTHER HOUSEHOLDS - if you do not racanve Food Stamps or AFDC, cormplete this part and sign the applization

1. List all mambars fiving in your household Include parents, chikdren, grandparents and all peopie related or unrelated who ltve in your hausehold,

2. List monthly incoms by category List income (BEFORE TAXES) each person recerved last month and its sourca, Example Wages, Soc:al Security,
Pension, Ratirement, Walfzre, Chid Support, or Alimemy

MAMES OF ALL OTHER _ AGE MONTHLY MONTHLY WELFARE, ALL
HOUSEHQLD MEMBERS _ ) EARNINGS PENSIONS, PAYMENTS DTHER
{Oidest to Youngest) FROM WORK RETIREMENT, CHILD INCOME
{Belore SUPPCRT, SOCIAL RECEIVED
Deductions) SECURITY, ALIMONY

TOTAL NUMBER OF PERSONS IN HQUSEHGOLD MONTHLY INCOME (Belore Deductions} §

PART V: RACE/ETHNIC IDENTITY - You are not raquired to answer this quasticn
WHITE non Hispanic o BLACK nen Hispaniz _ HISPANIC
ASLAN or PACIFIC ISLANDER __AMERICAN INDIAN or ALASKAN NATIVE

NO CHILD WILL 5E DISCRIMINATED AGAINST BECAUSE OF RACE, GENDER, COLOR, NATIONAL ORIGIN, AGE OR DISABILITY )

PART VI: SIGNATURE - An adult housenold member must sicn this application before it can be approved,

PENALTIES FOR MISREPRESENTATION « | cartify that the :nformaticn provided is correct and that all income was reparted 1 understand that this information is
being gven for tha recaipl of feceral funds and that deliberate misrepresentation of the infermation may suzjett me to prosacubion uncer appiicabie siale and feceral
ES

if you do not give 2 FOOD STAMP or AFDC cgse number, Federal Law (PL 97 25) requires you to fist the social secunty number of the housenoid membar who 5igns
the applicaton before your chiid may raceive free or reduced prce meals. You do not have to give a sogizl securty number, but i you refuse, uniess you indicate
you have nere, your chid cannct recaive free of reduced proe meals  The social secunty numier may te usad to denbfy yeu for venlying the information you repart
on this apphcatien. The sccial sacuflfy numbar may be released to Medicaid cfficials for wentfication purpeses  Venfication may inciude audits, mvesiigations,
contachng the state employment security affice, food stamp o welfars office, ampley®rs, ang ¢necking the wntten mformaticn previded by the househaid 1o canfemn
the information recalved. [f mcorrest information 18 discovered, a loss of Jenefits or legal achien may ocout

SIGNATURE OF ADULT: - - Please Print

x NAME.
- ADDRESS
Sccial Security Number of Signer ar the word "NONE™ Wy
= - " § PHONE (Home: WWork) _

DATE. = _ ) -
Your application 2armo! be approved without a Soclal Secunty Number or anindication that yol have 'NONE”,
FORINSTITUTION USE OQNLY: Approved for Free Textsocks, Workbooks, Sehosl Supplies
Approved:  Free Meals . Tempaorary Frae __ Reduced Meals _ Temporary Reduces
Application Dered, _ Reascn for Damal
Segnature/Blamp of Appreving oflicial — Cate

PART Vil: QTHER BENEFITS » You do not have lo complete this zart to gat free and redyced prce meals.
Yes, school oMizials may give My name, address, and Somal Secunty numbaer to the Medicar? office 5o that they can sand me informatien about getting
2 Medicald card for my chid.

Yes, scheel cficials may use the information provided an this apphication 1o Zetermine my chilzren's #higibillty for fram taxtbooks, workbooks, and other

schaol supplies, -

Yes, school officials may ugs the miormation provided ¢n this aposcaiten ‘o 2etermine my childien's 2ligibility for special services and assistance under
the Carl D. Perkins Vogationa! and Technical Educatien Act of 1990,

THE [NFORMATION ON THIS FORM MAY BE USED ONLY TO ASSIST IN THE DETERMINATION CF ELIGIBILITY FOR THE P30QGRAMS THAT f HAVE
INDICATED | UNDERSTAND | WILL BE RELEASING INFORMATION THAT WILL SHOW THAT | AM APPLYING FOR FRES AND REQUCED PRICE SENEFITS
UNDER THE NATIONAL STHOOL LUNCH PROGRAM DFFICIALS FRCM THE MEDICAID FPACGRAM MAY VERIFY MY NAME AND AQDRESS SCTHOCL
CFFICIALS MAY VERIFY ALL THE INFORMATION ON THIS FORM | GIVE UP MY RIGHTS TO CONFIDENTIALITY FOR THESE FURPQSES ONLY

i cartfy that | am the parert/guardran of the shid(ren) for whom apghcalicn s teing mace
SIGNATURE (ParentGuardian}. DATE

31712 F DRMSD .=
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DEAR PARENT OR GUARDIAN:

This jattar s sent to you each year by your child's school, center or camp !t sxplaing Row your farmity can apply for free of reduced meals, free workbaoks, free
texthooks and schoc! supplhes, Alse, f aliows you to indicate an mterest in sharing this information with sehect officials to detarmine your chiid's eligibifity to recaive
vocational aducation benafits, Adgltionally, it aflows you to indicals an interest in recaving information on Medicaid,

MEAL BENEFITS: Reduced Price Breakfast = 30 cants Reduced Pres Luneh = 40 cants

MEAL BENEFITS FOR CHILDREN WITH DISABILITIES: Schocls shall make substituticns in foeds for chidran whose disabidies restrict their diet,
For more information, centact schoo!l officials.

MEAL BENEFITS FOR FOSTER CHILDREN: !n carain cases, foster children are aligibla for free or reduced price meals regardiess of income  If you
have a fester child, please cantact schooi afficials.

ELIGIBILITY

Look al the chart, Find your hausehoid size, HOUSEHOLD i3 Al persons, inclucing parents, chidren, grandparents and all pecple reiated or unrelated wha live
in your noma and share 'ving expansas, Find your total household income. TOTAL HOUSEHOLD INCOME IS The income all househchd memzers recarve bafore
laxes This includes wages, social securty, pension, ratirement, welfare, child suppon, alimeny, or any cther cash inceme,

INCOME GUIDELINES FOR REDUCED PRICE MEALS
July 1, 1985 - June 20, 1998

HOUSEHOLD TOTAL HOUSEHOLD INCOME BEFQRE DEDUCTIONS:
 SIZE YEARLY MONTRLY
ONE .. .. .. 813820 . ... ... B, 31,182
TWO 18556 . ... 1,547
THREE .............. LOB3R8Z . 1.941
FOUR ... . ... o 280228 . ... ... . 2,338
FIVE e 32784 2,731
S e 37800 . ..., 3,125
SEVEN ... . e 42,238, .. 3.520
EIGHT . ... s Lo dBET2. . 3815
For Each Additional
Household Member, ADD .. .. 4738 ... e 385

If your total income {5 the SAME OR LESS or you receive focd stamps or AFCC for your chifdran, filt oul the applicatien and retum i to the scheol, center ar camp,
You will be nolified if tha application |8 approved or denled,

WHAT IS A COMPLETE APPLICATION?

1. For a family raceiving food stamps/AFDC, & complete applicaticn incivdes child's name (Part 1), case number tPart 1) and acuit signalure (Fart ).

2, For a family keeping a foster child, a complets application neludes  chikd's name (Fan MIl), chid’s parsenal use insame (Part 1) and adult signature (Part V1),

3, For ail othar households, 3 complete application includes; chid's name (Part 1), household members (Pan V), menihly ingome (Fart 1Y), source af mcome
(Part iV), sccial secunty number of the adull signing the applizaben or the word “NONE™ if you do not have one [Part V1), and adult signaturs (Part Vi)

PRIVACY

The tnformation that you sent will be used 'o determine or prove your child's sligiility far frea or reduced price meals  This infermatien may also be used for free
textbooks, workbooks and cther schoct supplies, Your nams and 3ddress may be shared with the Depanment of Haaith and Human Resourcas to sand you Medicad
infermatian or with schoct officials to deterrmine your shild's eligibiny to recave vocaticnal education benefits  [f you want free books, and ¢ther school supples,
Nedlea:d information or vocaticnat aducation bensfi's far yaur child, check !he blanks in Part Vil an the form and sign Part Vit

PROOQF OF INCOME

The information you pravade may be thacked by the scheol, camp, or cenler's staff at any time, You may be asked !0 send information L3 prove your chid 1s eligible
to recarve free and reduced prica meals

REPORTING CHANGES
You must report to your ohild's schosl canter or camp’
1 Any change in your income of $50 per manth or 3500 par year,
2 Any change in your househsld size, and
2 When you no lenger recernva fogd stamps or AFDC for your ¢hiig

FAIR HEARING

'f vou do mot agree with the decision on your chik's appiication of the process used 1o prove income eligibiity. you may talk with seheel. centar of camp cficials, You
have ihe rght to a farr heanng which may be arranged with the county supenntendent, or center or camp direcior

REAPPLICATION

You may apply for barefits any time dunng the scheol year If you showic have a decrease in nousehcld income, an increase a househcld size, or teccme
unerrslayed, Y out an apphication at (Rt time

NONDISCRIMINATION

Chidren wka recarve frem or rejuced orice reals are traated ke same as children who say far magls 4O chnd will be discrminated aga'nst because sf race, gerder,
coler. naticnal origin, age. or disabiity i the cperation of the child nutnton programs  If you Celisve you have been discrminated agains: wiite (o he Secretary of
Agnculture, Washington, 0 C 20250 -

- F-30.3
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-WEST VIRGINIA DEPARTMENT OF EDUCATION
Charlesten, West Virginia 25305

APPLICATION FOR FREE MEALS OR REDUCED PRICE MEALS
NOTICE OF APPROVAL, CHANGE OR TERMINATION OF BENEFITS

TO:

(Name of Parent, Guardian or Adult Household Member)

{Address)

FROM:

(Name of School or Instituticn or Center)

Your Application for Free Meals or Reduced Price Meals for (name(s))

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

EFFECTIVE ON

Your application for free or reduced price meals has been denied.

Your application has been approved for free meals, and (in public schools) free
textbooks, workbocks, and instructional supgplies, pending a reguest for
verification.

Your apglication has been approved for reduced price meals, and {in public
schools) free textbooks, workbocks, and instructicnal supgplies, pending a
request for verification.

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

Your applicaticn has temporarily approved for reduced price meals. pending
a request for verification,

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

REASON FOR DENIAL OR CHANGE [N BENEFITS

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

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

WVDE 43-10-20 Revised 4/95 1 CITBIPOOMEX
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During the year, if there is a change either in your househcld's total income or in your household size,
you should notify your school, institution or center. A decrease in total income, an increase in family size,
unemployment or temporary layoff may make your participant eligible for free or reduced price meals.
All households with participants who are receiving free or reduced price meals must nctify the
appropriate official of any change in household size or of any increase in househoid income of over $50
per month,

The information yecu give in the Application process will be used only for the purpose of establishing your
child's eligibility for free or reduced price benefits or for free textbooks and instructional supplies or for
Medicaid information or Vocational Education benefits information if you have so indicated. The request
for Food Stamp, AFDC Case Number, SSI or Medicaid number does not mean that your benefits will be
changed. The number will be used only for eligizility determinaticns.

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 may discuss this with your school principal or institution or center director.
If, after such discussion, you wish further review of the decision, you are entitled to a fair hearing. A
request for 2 hearing may be made either by letter or by telephone. Please contact ycur county
superintendeni, or in the case of a prlvate schoal, your school directer, cr the spensor of the child care
center, home or institution.

Program benefits and service are available to all pariicipanis, without regard to race, color, gender,
disability, age or national crigin. If you believe you have been discriminated against because of race,
color, national origin, age, gender or disability, write to the Administrator, Focd and Consumer Service,
USDA, Park Center Drive, Alexandria, Virginia 22302,

YWWDE 43-10-20 Revised 4/85 2 7 0318 POOMEX




ELIGIBILITY

GUIDANCE

'FOR SCHOOL MEALS




This manual coniains information on Federal policy regarding the deter-
mination and verification of siudents’ eligibiiity for free and reduced
price meais in the National School Lunch Program, the School Break-
fast Program, and the Commodity Schoel Program. These policies alsc
apply to the determination of eligibility for free milk under the Special
Milk Program. Pgiicies in your State may vary. State agencies may
institute State policies that do not conflict with the Federal require-
ments. Check with your State agency if there are any questions re-
garding State policy.

All U.8, Department of Agriculiure Programs are equal

opportunity programs. If you believe you or anyone has'

been discriminated against because of race, color,
national origin, sex, age, or handicap, write immediately
to the Secretary of Agriculiure, Washington, DC 20250,

August 1881
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Introduction

This manual contains information on determining students’ eligibility for free and
reduced price meals in the National School Lunch Program, the School Breakfast
Program, and the Commaodity School Program. It s also applicatle for schools in the
Special Milk Program that serve free milk to eligitle students.

State agencies, school food authorliies, and school officials that claim reimbursement
for free, reduced price, and paid meals under USDA programs must ensure that they
have adequate decumentation on file to support the claim. Schogl food authorities
that participate in the Special Milk Program and that have electad 1o serve free milk to
eligible children are reguired to have the same documentation as that for freg meals

except where noted.

It is the intent of Congress that nutritious meals or milk be available to all schoolchil-
dren regardless of the househcld’s ability to pay. USDA has regulations (7 CFR Par
245) that carry out this intention. State agencies and school focd authorities enter
into agreements to operate meal programs and to comply with these USDA reguiza-
fions. However, State agencies may institute additional State policies that do not
conilict with the Federal requirements.

Each of the forms, applications, statements, notices, letters, and worksheets men-

tioned in the manual are provided in a separate package to the State agencies.
Contact your State agency for coples.
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Part 1
General Requirements

All schools participating in the federally-assisted National Schoo! Lunch Program
(NSLP), Scheol Breakfast Program (SBP), Special Milk Program (SMP} or Commodity
School Program must make meals or milk available to all students in attendance who
wish to participate in the program(s).

All schools participating in the NSLP, 8BF, or the Commodity School Program must
make free and reduced price meals availabie to eligible students, and ali schools
participating in the free milk option of the SMP must make free milk available to
eligible students.

State agencies (SA) and school food authorities (SFA) must provide free and reduced
price benefits in accordance with the provisions explained in this manual. Autherity
for these requirements is jound in the Code of Federal Regulations, 7 CFR Part 245,
and other applicable Food and Nutrition Service and Departmental regulations.

SAs must issue free and reduced price policy guidance to SFAs and any other
instructions necessary to ensure that SFAs are aware of Federal and Siate require-
ments pertaining to free and reduced price meals and free milk.

To be eligible to receive reimbursement for meals and milk served, each SFA must
have an approved policy staternent on file at the SA by October 15 of each year.

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

See page 5 for the specific requirements for the policy statement.

: F - 30.54




Policy Statement

Part 2
Free and Reduced Price Policy Statement

Each school food autherity (SFA) participating in the National School Lunch Program
(NSLP), School Breakfast Program (SBP), or Commodity School Program must have
an approved free and reduced price policy statement on file at the State agency (SA)
or the Food and Nutrition Service regional office (FNSRO) by QOciober 15 of each
schoo! year. Similarly, a free policy statement must be approved by the SA or
FNSRO for SFAg participating in the Special Milk Program (SMP) with the free milk
option. In lieu of separate policy statements for free milk and for free and reduced
price meals, SFAs may combine the statement for both meals and milk when some of
the schools in the district participate in the SMP and cthers participate in meal pro-
grams. Specific instructions on the development of the policy statement and policy
approval process are provided to SFAs by the SA,

The free and reduced price policy statement must contain, at a minimum, the
following:

the cofficial(s) designated to make eligibility determinations,

— the income eligibility guidelines {[EGs) for the current school year,

- the specific procedures 1o accept applications for benefits,

— adescription of the mathod(s) used to collect payments from children paying
the full price of the meal or milk or the reduced price of the meal which pre-
vents the overt identification of the children receiving free or reduced price

meals or free milk,

— an assurance that the school will abide by the hearing procedure and the
nondiscrimination practices, and

— acopy of the application form and letter or notice to households.

The free and reduced price policy statement should also contain a copy of the
following:

« the media release;

- notice io households of approval or denial of benefit;

+ notice to households of selection for verification;

« notice to households of adverse action; and

+ in SFAs that have opted to implement direct certification, a notice of gligitility under
direct certification.

Each SFA must have an SA-approved policy statement by October 15, or reimburse- -
ment will be suspended until a policy statement is approved.



Policy Statement
Renewal

At the option of the SA, an SFA may adopt its prior year's policy statement for the
current scheol year without submitting 2 complete policy statement with all attach-
ments cach year. Under this option, an SFA must indicate that it is renewing its prior
year's nolicy statement and submit enly the changes ¢ the prior vear's policy for
approval. The SFA must indicate any changss from the prior year and attach a
description of the change. In ali cases, the 3FA must have an approved pelicy
statement on file at the SA that accurately describes its current free and reduced price
policies.

The renewal must refiect:

+ changss made necessary by law/regulations;

« current IEGs; and } '

+ c¢hanges made by the SFA, e.g., changes in collection procedures, designation of
new approving/hearing officlai(s), changes in procedures for ascepting applications,
and revisions in the putilc releass, notice to households, or application for free and
reduced price meals/free milk.




Public (Media)
Release

Letter or
Notice to
Households

Pari 3
Public Announcement About Benefits

Near the teginning of each schocl year, the public must be notifled that the Naticnal

School Lunch Program (NSLP}, School Breakfast Program (SBP), Special Milk
Program (SMP), and/or Commedity School Program are avallable in your school or
schocl district. This notice must include the sliglbiiity criteria for free and reduced
price meals and/or free milk. 1t must be provided 1o the local news media, the em-
ployment office, and any major employers whe are contemplating large layoffs in the
attendance area of the school.

In school districts that implement direct certification, the notice may also include the
information that households currenily cerified to receive food stamps or Aid to
Families with Dependant Children (AFDC) for their children will be notified of their
eligibility and that their children will be provided iree benefits unless the household
notifies the school that they choose to decline benefits. It must alsc say that food
stamp and AFGC households should not submit an application uniess they are not
notified of their eligibility by a specified date determined by the school.

The public release must contaln the same information supplied in the letter or netice
1o households, except that the public release must contain both the free and reducad
price income eligibllity guicdelines {(iEGs). However, a public release that only refers to
the SMP should not contain reduced price [EGs.

A State agency (SA} may make the public release on behalf of its school food authori-
ties (SFA). |f so, this must be stated in ihe free and reducad price policy statement
that is a part of the SA-SFA agreement. The free and reduced price policy statement
must specify exactly what responsibilities the SA will assume, such as sending the
public release to the local media, empioyment office, etc., and the names cf the
schools affecied by the policy.

Copies of the public release must be made available upon request to any interested
person.

Also at the beginning of each school yvear, letiers or notices must be distributed to the
households of children attending the school. This letter or notice should tell the
‘heuseholds that school nuirition programs are available and that meals may be
availzable free or at a reduced price, or that milk may be available free. An application
form must be included with the letter or nolice.

The letier or notice sholld be sent to housesholds of ail schoolchildren as early as
possible in the schocl year s¢ that eligibility determinations may te made and free
and reduced price benefits provided as soan as possible.

New students enrolling in a school after the siart of the scheol year should be pro-
vided z letter or notice and an application form when they enrcll,
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The letter or notice must contain the following informaticn:

L]

In scheols participating in the NSLP, SBP, or Commodity Schoo! Program, the
notice {o households must contain only the reduced price guidelines with an
explanation that households with incomes at or below the reduced price limits are
eligible for either free or reduced price meals.

In schocis participating in the SMP with the free milk option, the free guidelines
must be providad with the application.

In schools participating in the NSLP, SBP, or the Commodity School Program and
also participating in the SMP with the free milk opticn for their split-sessicn kinder-
garten students, children in the split-session kindergarten must receive the free
milk guidelines, and the households of the other students must receive the re-
dusad price limits (with the explanation that households with incomes at or below
the guidelines are eligible for free or reduced price meals). When a muiti-child
application is used in such schools, both guidelines must be included in the notice
o households.

Instructicns on how a household may apply for free or reduced price meais or for
free milk for its children.

An explanation that an application for free or reduced price banefits cannot bs
approved unless it contains complete eligibility information as specitied on page 10.

An explanation that households with chiidren who are members of currently certi-
fied focd stamp households or AFDC assistance units may submit applications for
these children with the abbreviated information described on page 10.

An explanation that the information submitted on the application may be verlfled at
any time during the school year.

An explanation that:

— households receiving fres or reduced price benefits based on income and
household size information must notify schoo! officlals during the scheol year of
any decreases in househeld size and any increases in income over $50 per
month or $800 per vear, and

NOTE: The SA may establish a lesser amount.

— households that provide a food stamp or AFDC case number, in ligu of income
information, must notify the SFA of any termination of centification for receipt of
tenefits for such children under the Food Stamp Program or AFDC Program and
may complete another application listing income information.




Application
Form
Requirements

« A statement that a househo!d may apply for benefits at any time during the schoo!
year if their circumstances change.

« A statement that children of parents or guardians who beceme unempicyed may be
eligible for free or reduced price meals or for free milk during the period of unem-
ployment.

« A statement that foster children may be eligible for free or reduced price meals or
free milk regardiess of the income of the households with whom they reside. The
SFA may wish to include instructions on how to complete the application for a
foster child.

» The following two statements must be included:

In the operation of child feeding programs, no c¢hild will be discriminated against
because of race, sex, color, naticnal crigin, age, or handicap.

If you helieve you have been discriminated against, you should write immediately
to the Secretary of Agriculture, Washingten, D.C. 20250.

« Anexplanation that a household may appeal the decision of the SFA with respect
tc the appiication using the hearing procedure described in the SFA’s free and
reduced price policy statement.

The SFA should inform househelds that the information they provide will be used only
for determining eligibility for mea! or milk benefits and verification of eligibility.

Reguirements for application forms and parent notification are changed frequently as
eligibllity requiraments change. Contact your State agency for the most current
requirements.

An application form must accompany the letter or notice to households. Unless the
SA or SFA is obtaining information directly from the food stamp or AFDC office that
students are categorically eligible for benefits (see pages 38-40 of this manual for
more information on direct certification}, households must apply for benefits for their
children. The application forms provided to households must meet the following
reguirements:

+ The application must be clear and simple in design.

+ The application must include clear instructions for submission of a completed
application.
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+ The application must request ihat the household provide the following:

For Food Stamp and/or AFDC Households:

— name cf the child for whom application is made,

— food stamp or AFDC case number for the child for whom application is made,
and :

- signature of an adult household member.

For Other Households {Income Households):

= names of all household members,

— amount of income received in the prior month by each member and the
source of the income,

— social security number of the adult housshold member who signs the appiica-
tion or an indication that the household member does not have one, and

— signature of an adult househald member.

+ The applicationform must contain:

— a Privacy Act statement. That statement must address the folliowing:
(1) the disclosure of a social security number is voluniary, however, a social
security number is reguired for approval of the application;
(2) the social security number is required undear provisions of the National
School Lunch Act; and
- {3) what uses will be made of the social security number.

— the foster child statement. In centain cases foster children are eligibla for free or
reduced price meals or free milk regardiess of the housshold's incame. If vou
have foster children living with you and wish 1o apply for such meais or milk for
them, piease contact us. Inlieu of this staterment. the SFA may include on the
form the instructions on how to apply for a fester child.

—~ a statement directly above the signature block to centify (1) that the person
signing is furnishing true information and to advise that perscn that the applica-
ticn is being made in connection with the receipt of Federal funds, (2) that schooi
officials may verify the information on the application, and (32) that deliberate
misrepresentation of the infarmation may subject the applicant to prosecution
under State and Federal statutes.

Additionally, the SA or SFA may wish tc include a racial/ethnic identification question
if the application is the only source of this data. 1f the application is not used for racial/
ethnic data, an alternative method fer collecting this information should be provided.




Foreign
Language
Translations

When SAs and SFAs develop their own application to accommodate more than ong
child in the household (a multi-child application), the application must provide space
for identifying each child separately as a member of a food stamp household or AFGC
assistance unit. This is necessary because cf the possibility of “mixed” households in
which some children may be part of a food stamp household or AFDC assistance unit
and scme may not. Those children who are part of the food stamp household or
AFDC assistance unit must be given the opportunity to apply under categorical
eligibility criteria. However, t¢ establish eligibility for those children in the housghold
who are not categcrically eligible, all household names and housghold income
information, including the amount of any AFDC assistance that is received, must
also be provided on the application.

Scheols using the multi-child application should require the household to submit a
separate application for each foster child.

Where a significant number or proportion of the population eligible to be served in the
. SFA needs information in a language other than English, SFAs must make reason-

" able efforts, considering the size and concentration of such population, to send

appropriate non-English language household letters or notices and application forms
to such hcusehelds.

Schools are encouraged to provide househclds with assistance in completing applica-
tions through the use of personnel proficient in foreign languages.

11
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Questions and
Answers About
Applications
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1. Q.
A
2. Q
A,
3. Q.
A.
4. Q.
A,
soTQ
A,

How do | handle the distribution of applications for year-round schools?

Applications should be distributed on or about July 1 or scon thereaftar so
that households are provided with current eligibility criteria and so that
eligibility determinations are based on the current income eligibility guidelines
(IEGS).

May | provide applications at the end of the schoo! year for parents ‘o return
at the beginning of the next school year?

No. Households must be provided with the [EGs and other eligibility criteria
near the beginning of the school vear. The media release, houseghold letter,

and application form must reflect any changes in the eligibility criteria.
Heouseholds must be provided with up-to-date eligibility information so they
are fully aware of the eligibility criteria to determing whether or not to apply.

May [ distribute applications in the lunch ling?

This is net recommendad. If the application is distributed in the lunch ling, all
students may not have access to the application.

May | distribute the applications to the children, or do | have to mail them to
the parents? May | announce that applications are available in the principal’s
office for any child or parent who wants one?

The schocl may distribute the applications and a latter or notice o the
children. They dec not have te be sent in the mail. For example, the scheol
ceuld include the application in a packet of scheol-related information ad-
dressed to the parent but carried home to the parent by the student at the
beginning of the school year. Applications must be distributed in some
manner. A public announcement that applications are available and that
Interested parties may pick one up is not sufficient.

‘Must | send applications to childran who were approved last year?

Schools are required to distribute applications at the beginning of each
school vear to parents of all children in attendance at school, This regquire-
ment is designed tc ensure that current income and household size are
correctly represented each year.

EXCEPTION: School food authorities (SFAs) that elsct to participate in the
Special Assistance Certification and Reimbursemeant Alternatives ars excep-
ticns. These alternatives are known as Provision 1 and Frovision 2. Under
Provision 1, an 8FA of a scheol having at least 80 percent of its enrolled
children determined eligible for free or reduced price meals may authorize
the school to reduce annual certification and public notification for those




children eligibie for free meals {0 once every 2 consecutive school years.
Under Provision 2, an SFA cf a schoc! that serves all enrclled students free
meals may reduce annual certification and public notification for free and
reduced price meals in that school to once every 3 vears. Interested 3FAs
should contact their State agency for further information.

In a computerized operation, may | submit & pre-printed copy of [ast year's
application for the househclid (o confirm the accuracy of the application and
sign it? If not, what items may | preprint?

It is the househo!d's responsibility to complete the application. A school may
gend households an application with the child's name, and the household's
name and address preprinted on it. No other infermation required for eligibil-
ity determination may be preprinted.

Does the racial/ethnic data collection guestion have to be included on the
application form?

The racial/ethnic identity quastion Is not required te be on the application.
However, USDA regulations implementing the Civil Rights Act of 1854
reguire recipient agencies to have available for review racial/ethnic data
showing the extent to which minorities apply and are beneficiaries of feder-
ally-assisted programs. If the SFA does not collect this data in another way,
the application may be an efficient way 1o collect the data.

Do [ have 1o provide foreign language transiations of the application and
nousehold letier or notice if | have transiators available to assist the house-
helds in completing the application?

SFAs must send appropriate non-English language parent letters and
application forms to househelds if a significant number of enrglled children
come from households belonging to the same foreign language group and
having limited English communication skills. If the number ¢f non-English
language households is not significant, the SFAs need not provide foreign
tanguage translations. Such SFAs are, however, encouraged to provide
assistance in filling out appiications through the use of personnel proficient in
the necessary foreign languages.
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Free and
Reduced Price
Reimbursement

Benefits Prior
to Processing
Applications

Application
Processing
Timeframe

Part 4
Processing of Applications

The school food authority {(8FA) or school must have a valid application on file for
_each student served a mea! or milk meeting program reguirements that is claimed for
Federal reimbursement at the free or reduced price rate. A valid application is one
thal is complete and has been currently and correctly approved for fres or reduced
price benefits.

EXCEPTIONS: Studentis who have been directly certifled do not nzed to submit an
application (see pages 39-40 of the manual for mere Informaticn on direct certifica-
tior). Alsg, residential child care instliutions (RCCls) and boarding schools with
income information en file may document eligibility by other means. For more infor-
mation on this process, SFAs should contact thelr State agency (SA).

Before applications are processed for the school year, the SFA may only claim and be
reimbursed for free and reduced price meais or free milk served to:

~ children from households with approved applications on file from the previous
year

— new children in an SFA from househelds with children who were approved for
benefits the previous year, except that a child's categorical eligibility may net
be extended to a sibiing

- previously appreved children who fransier from one school o ancther under
the jurisdiction of the same SFA. If the applications are not centrally main-
tained, both the sending and the receiving school must maintain a copy of the
transfer student's application.

Applicaticns from the prior year may only be used for the students represented by
these applications,

Prior 1o processing applications for the school year, 8FAs cannct claim or be reim-
bursed for free and reduced price meals or free milk served to new children who are
not part of households approved the previous year or io children who transfer be-
tween schools under the jurisdiction of different SFAs unless the receiving schecl
cbtalns a copy of the prior year's application. Therefore, local school officials are
encouraged to expedite eligibility determinations for all such new enrcllees.

Applications from a pricr year are only valid for the first 30 operating days of the
school year (or earlier if specified by the SA).

Applications should be reviewed and an eligibility determination made within 10
working days of the raceipt of the application. Whenever pessible, applications -
should be processed immediately, particularly for new students who do not have
approved applicaticns on file from the previous year,
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Eligibility
Criteria

Complete
Application

16

For a child to be eligible for iree or reduced price benefits, the child must have been
directly certified or the household must have submitted a complete application and be
either ¢ategerically eligible or income eligible.

Complete Appilcation — An application that contains all required information for
making an eligibiiity determination as described below.

- Categorical Eligibility — If tood stamps or Aid to Families with Dependent
Children {AFDC) is received for a child, that ¢hild is automatically eligible for fres
meals or milk when the household submits a complete application as described
below,

Income Eligibility — A child from a heousenold that submnits a complete applica-
iion and the sum of the reporied income for the housshold is at or below the
income ellgibility guidelines (IEGs) is eligible for either free or reduced price
benefits, as applicable.

The determining official must review each incoming application to ensute that the
househcld has submitted a complate application. If the application Is complete, the
official must then determine whether the household is categorically eligible or income
eligible for benefits.

U.S. citizenship is not a condlition of gligibility for free and reduced price benefits.
SFAs must apply the same eligibility criteria for citizens and non-citizens.

A complete application must include alf the following required information before the
determining official can make an eligibility determination:

Required information to determine categorical eligibility (for food stamp/
AFDC households):

— name of the child,
— the appropriate food stamp or AFDC case number, and
— signature of an adult household member.




Computation of
Current income

Required information fo determine income eligibility (for non-food stamp/
non-AFDC households):

— names of all household members including the ¢hild for whom application is
made;

— social security number of the adult who signs the application or an indication
that the household member does not have a social security number;

- the current amount of income received by each household member identified
by the individuzal who receives it, and the source of the inceme, such as
wages, welfare, alimeony; and

— signature of an aduit household member.

Required information to determine income eligibility for foster children:

- name of the child,
— child's personal inceme, and
~ signature of an adult househcld member.

For children from food stamp or AFDC/income eligible households:

If a child is not a member of a féod stamp household or an AFDC assistance unit but
resides in a iarger household with other children who are focd stamp or AFDC recipi-

ents, the application for that child must include all information to establish income
eligibility for that child, l.e., the names of all household members, the social security
number of the adult who signs the application or an indication that the househeld
member does net have a social security number, the amount of income received by
each household member identified by the individual who receives it, the source
{(including the amount of any AFDC or other welfare grant), and the signature of an
adult household member. Food stamp benefits are not counted as income. When
the SFA uses a multi-child application, the application would include both the foad
stamp and/or AFDC case number(s) for the child{ren) who are categarically eligible
and the househeld size and income information for households establishing Income

eligibility.

The SFA must not delay approval of the application if the household falls 10 provide -

any information that is not reguired.

EXAMPLE: If the household does not complete the racial/ethnic identity question, that

must not delay approval.

“Each household must provide the amount of income received during the month
hefore applying. Income must be identifled with the Individual who received it, and
where it comes from (such as wages, welfare, etc.). It is the responsibility of the
determining ofiicial to compute the household’s total current income and
compare the total amount to the IEGs.
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Application
Approval or
Denial
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If only one income is given, compare that income to the relevant IEG for that
timeframe.

EXAMPLE: For a household of five that recelves one paychack each menth, compare
their income to the menthly IEG for a five-person household.

[f all incomes are received for the same timeframe, add ali the incomes together and
compare the total income to the 1EG for that timeframe.

EXAMPLE: If both parents in a family of three receive paychecks each week, add the
two incomas together and compare the total to the weekly IEG for a
household of three.

However, households may report incemes for different time periods (e.g., one
manthly, one biweekly, one weekly); the determining officlal should convert all re-
ported incoemes to the same time period (such as all to a menthly amount), and total
the incomes to determine total househeld income. The official must then compare
this figure and the household size to the IEGs and determine the eligibility of the
nousehold.

Use this computation if you need to convert incomes:

To compute monthly income:

— Ifincome is received every week, multiply the total gross income by 4.33 to
determing the monthily income.

— If income is received every two weeks, multinly the total gross incotne by 2,15
to determine the monthly income.

— If income is received twice a month, multiply the total gross income by 2 to
determine the monthly income.

Categorically eligible (foed stamp/AFDC) households:

Households that submit a complete application including a valid food stamp or AFDC
case number for the child for whom application is made must bs approved for free
benefits.

School officials should familiarize themselves with valid food stamp/AFDC case
numbers used in their areas before beginning application approval. |f there is any
deubt concerning the validity of the case number submitted on an application, the
school official should eontact local food stamp or AFDC officials. Applications with
invalid case numbers may not be approved.




Income eligible (non-food stamp or AFDC):

Households that submit a complete application indicating total household income at or
below the income limits for free or reduced price benefits must be approved for free
or reduced price benefits, as appropriaie.

Heuseholds thatl submit an incomplete application cannct be approved. If any re-
quired information is missing, the information must be obtained befere an eligibility
determination can be made.

To get the required information, the school may return the application to the house-
hold or contact the household either by phone or in writing. The determining cfficial .
sheuld document the details of the contact, and date and initial the entry.

EXCEPTION: If the application is missing the signature of an adult household
member, the application must be returned to the household. In signing the applica-
tion, the housshold member is certifying that the information on the application is true
and correct. '

Every reasonable effort should be made to obtain the missing infermation prior to
denying the application.

Households that are not categorically eligible or income eligible cannot be approved
for benefits.

If there are any inconsistencies or questions concermning the required eligibility infor-
mation provided, the household's application must be denifed unless the inconsisten-

—cies or questions are resolved. For instance, if it is unclear whether the household
provided weekly or monthly income, this issue must be rasolved before an eligibility
determination ¢an be made. The official may contact the household prior to denial,
document the detalls of the contact, and date and initial the entry.

f the application form specifies a frequency of income such as monthly, then an SFA
may, In most cases, assume that the income listed on the face of the application is
recelved for that frequancy uniess the household has cited otherwise. If the amount
appears 1o be inconsisient with the frequency, the scheol official should foliow up.

Temporary When a household reports zere inceme or a temporary reduction in income, eligibility

Approval must be determined based on the present rate of income rather than on regular
annual income. However, the approving official should issue temporary approval of
the application.

The timeframe for a temporary approval may vary depending on the household's
circumstances.

19
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Households
That Fail

to Apply
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EXAMPLE: 1f the primary wage earner expects to return to work in 2 weeks, the
temporary approval may be for a shorter time than if the primary wage
earner has lost hig ¢r her job and has no prospects for a new one.

In general, 2 suggested time {imit for temperary approval is 45 calendar days unless
otherwise stipulated by the SA. At the end of the approval peried, the scheo! should
contact the household to determing if the household's circumstances have changed.
If there has heen no change, the school should document the contact and extend the
temperary approval. !f the household's circumstances have changed, the scheol
should send a new application to the household so that they may reapply for benefits.

EXCEPTION: Zerc income on an application for a foster child or institutionalized child
is acceptable and may be approved for the schooi year.

Eligible children should receive temporary approval in the following types of
economic situations:

temperary layoifs

sirikes (voluniary work stcppage)

temporary receipt of public assistance (in cases where the application speci-
fies receipt of public assistance for a limited time)

zero income, for whaiever reason {(except foster children and institutionalized
children)

temporary disability.

l

Local officials may complete an application for & student known to be eligible if the
household fails to apply.

When exercising this option, the school official must complete an application on
hehalf of the student based on the best househald size and income Information
available and make an eligibility determination. The source of the information
MUST be noted on the application. Names of household members, sccial security
number, and signature of an aduit household member need not be secured. Thase
applications should be sxcluded from verification. However, the household must be
notified that the student has been certified and is receiving free or reduced price
kenefits.

This option is intendad for limited use in individual situations and must not be used
tc make eligibility determinations for categories or groups of students.




Notification of Al
Eligibility households Households denied benefits must be given written notification of
Determination must be the denial. The notification must advise the household of:

notifiad of

their — the reason for the denial of benefits,

eligibility — the right to appeal,

status. - instructions on how to appeal, and

— a statement that households may reapply for free and reduced
price benefits at any time during the schocl year.

Changes in if approval for benefits is based on income and househeld size, the household must
Household report increases in income of aver §50 per month or $800 per year and any de-
Circumstances “greasss in housshold size. When a household reports such changes, the SFA must

review the information, make any apprepriate change in eligibility, and notify the

household.

if approval is based on receipt of food stamp or AFDC benefits, the household must
report when It no longer receives benefits for the child. A household that reports such
a change and wishes to continue benefits for the child must complete a new applica-
tion and provide information to allow a determination of efigibility based on income,
1.2., housshold size and income and a sceial security number for the adult houseineld
member who signs the application. The determining official must review the informa-
tion, make an eligibility determination, and notify the household of that determination,

Appeals - A household may appeal either the denial of benefite or the level of benefits for which

‘ - they have been approved., When a household reguesis an appeal, the hearing
procedures outlined in the SFA’s free and reduced price policy statement must be
ollowed.

Recordkeeping All fres and reduced price applications, including applications from households denfed
berefits and inactive applications, must be kept on {lle for a minimum of 3 years after
the end of the fiscal yaar to which they pertain, and they must be readily retrievable by
school. Files must be kept longer if they are required by an audit. [f audit findings
tiave not baen resolved, the applications must be maintained as ieng as reguirad for
resolution of the issues raised by the audit.

For applications from households approved for benefits, the determining official
should indicate the date each application is approved, and the level of benefit for
which each child is approved, and sign or initial the application.

For applications from households denied benefits, the determining official must
identify and retain on file the reasons for the denjal. Records should also include the
date of the denial, the date the denlal netice is sent, and the name of the determining
official. These may be noted directly on the application,
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For changes in application status, determining officials should note the change and
the date of the change on the application and on any rosters used. When g ¢hild
transfers to another school within the SFA, a copy of the agplication must be retained
at both the sending and receiving schoois and the date of the transfer noted. Current
applications must bz on file and there must be records to support transfers of students
out of the school.

Applications may be maintained either at the school or at a central location with a list
of eligible students maintained at the school. If an SFA elects to maintain applications
at a central iocation, applications must ve readily retrievable by school, and the SFA
must ensure that changes in eligibility status and transfers in and oul of the schoo!
are accurately reflected on each school's list in a timely fashion as required by
regulations.




Questions and
Answers

Processing Applications

1.

Q.

How much judgment or discretion may a schocl food authority (SFA) exer-
cise in determining whether a housshold does or does not meet the eligibility
criteria for benefits?

Frequently questions arise concerning what is to be included as income and
what constitutes a household. The Eligibility Guidance for School Meals
Manualis intended to provide guidelines for those individuals making eligibil-
ity determinations. The guidance cannot, however, address each individual
situation. Determining officials will occasionally have to apply the broad
concepls set forth in this guidance to some individual situations, 1f unusual
situations unlike any examples in the guidance ariss, the determining official
should contact the SFA or State agency (SA), as appropriate.

How quickly should | precess applications?

Applications for new students and others who cannot be provided meal
benefits based on the prior year's eligibility should be processed as quickly
as possible. For children with an application on file from the prior year, such
as returning students and new students who had siblings in the schocl the
prior year, an eligibility determination should be made within 10 working days
of the return of the new application, unless otherwise stipulated by the SA,

if a migrant or other household leaves the SFA late in the school year, in
March for example, and returns at the beginning of the next schoo! year, may
the children be fed based on last year's appiication prior to appilication
approval?

Yesg, ii the children were eligible for benefits when the household left the
SFA.

if any item of required information is missing from the free and reduced price
application, may the determining official make an eligibility determination on
the basis of g sibling application or must he/she consider tha application
incompiete and take followup action?

A determining official may look to a complete sibling application for any item
of required information except Aid to Families with Dependent Children
{AFDC) or food stamp information. Since AFDC and food stamp categorical
eligibility is on an individual basis, the determining official must either contact
the household for that information or consider the application incomplete.

The cfficial may staple the incomplete and complete applications together. In
lisu of stapling the two applications together, the official may either phote-
copy the complete application and stapie the photocopy io the incomplete
application, or transfer the informaticn from the complete application, initial i,
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and note the source of the information. The complete applicaticn must be
readily avalilable for review.

If any item of required information is missing frem the free and reduced price
application, may the determining official complete the application for the
household using information derived from other records available to the
school?

Mo item of reguired infermation may be derived from a source other than the
household or a sibling application.

A household voluniarily providad pay stubs that conflict with the incoma
information ¢n the application. According to the Income infermation on the
application, the household is eligible for benefits. However, from the pay
stubs, it appears that the household Is not eligible. What should the deter-
mining official do?

The submission of eligibility information that does not support the content of
the appiication must not affect the initial eligibility determination. The
determining official must approve or deny the application on face value and
notify the heusehsid of the Initial eligibility determination.

However, whenever the household submits eligibility information, either
voluntarily or as required by the school, that does not confirm the level of
benefits fer which the househoeld has besn approved, the schoo! official must
take appropriate action. When this occurs at the time of application there are
two oplions:

= The school may combine the notice of approval with the notice of
adverse action in a single letter. This provides the household oppor-
tunity to resclve the discrepancy during the 10-day advance notice of
adverse action.

+ When the determining cfficial believes that the household may have
additional information substantiating the eligibility determination, the
school may combine the notice of approval with the notice of selec-
tion for verification 1o give the household opportunity to submit
additional documentation to confirm eligibility.

School cfficials are In the bast position to deiermine the appropriate action to
izke. However, the inconsistency must be resolved.

A household voluntarily provided pay siubs with the application but did not
write the amount of each person’s income on the application. All other items
were completed. According to the pay stubs, the household is eligible for
benefits. Wha} should the determining official do?




10.

11,

1z,

13.

Rather than denying the application or returning the application o the
housahold, the determining official may contact the household, by phone or
in writing, to ensure that the household submitted all documentation of
income. The ofiicial should document the contact, anter the information on
the application, and initial and date the action.

Whai is acceptable as an adult signature?

Any printed name or cursive signature appearing in the space foilowing the
certification statement is an acceptable signature. We cannot expect all legal
signatures 1o be cursive.

When using a single child application, if the adult signature is missing, cana
sibling's application be photocopied and/or stapled to the application missing
the signature to make a complete application?

Yes, if the remainder of the informaticn is the same and i the child whose
application is missing information is listed as a household member on the
sibling application.

Several applications, none of which is complete, are submitted from the
same household for different children. How many sibling applications can be
used tc generate a complete application?

There must be at least one complete application in which the household
member has ceriified the information to be correct from which information
may be obtained {c complete one or more sibling applicaticns.

May the approval of applications be delegated to 2 feod service managameni
company along with other management responsibilities?

Nec. The determination of eligibility for free and reduced price meals is an
SFA responsibility and may not be assigned to a food service managsment
company. School officials are directly responsible far determining eligibility
and maintaining the confidentiality of the information on the applicatian.

If & sibling was not listed on last year's application but comes from a family
with children who were eligible for free meals last vear, can | clainmiree
reimbursement for that child before applications are processed for the school
year? - '

Yes, the SFA may claim the same level of benefits for new children frem
housebolds with children who were approved for benefits last year.

In a computerized opearation, where the computer generates the determinz-
tion, does the determining official have to sign or initial each application?
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No. The determining official may sign or initial and date a sheet of paper that
would then be attached o a batch of applications. However, the computer
system should be able to capture the eoriginal date of approval and to update
the status of applications to account for transfers, withdrawals, terminations,
and other changes.

Complete Application

1.

Q.

Does zn emancipated child sign his/her own applicaticns? Is a social
security number required?

An emancipated child who lives alcne as a household of ene or as a2 mamber
of a household with no adult household members must sign his or her own
application. Mo socia! security number is required since the emancipated
child is not an adult.

Who signs the application for a foster child?

The foster parent or guardian or other officlal representative for the child
must sign the application for a foster child; however, the foster parents' or
guardians’ income, household size, and social security number are not
needed on the application.

Does income have to be indicated on the application for & foster child?

Yas. The child's income must be considered for the eligibility determination.
A foster child's income includes funds provided by the weliare agency that
are specifically ideniified by categery for the parscnal usa of the child, such
as for clothing, school fees, and allowances. In addition, other funds re-
ceived by the child are included as income, for examzle, income & child
gams for full-time or regular par-time employment, and money provided by
the child's family for personal use. If funds are not specifically identified for
personal use, income should te listed as “0.” and the application should be
approved for a full year. This also applies to applications for children residing
in residential child care institutions.

What if there is no income listed on an application? Do | consider it as zero
or should | go back to the househeld for additional information?

If no income is listed con the application, the determining official should
centact the household for additional information. i the determining official is
unabie to contact the househeld, the application must be deniad because it
s incamplets,




What if the racial/ethnic data collection question is not completed?

Parents’ provision of this information is veluniary, and fallure 1o provide the
information must not affect the child's eligibility for benefits. SFAs are
required {o develop alternative means of obiaining racial and ethnic data for
applicants when such information Is not voluntarily provided by parents on
the application.

What applications may be considered for temporary approval?

Applications that may receive temporary approval include those from house-
holds affected by temporary layoeffs, strikes, temporary receipt of public
assistance, and zero income. Zaro income, however, may be acceptable feor
a foster child or institutionalized child. Determining officials should use their
own judgement and consider temperary approval for other questionable
situations.

An application was approved for benefits and the household notified. During
a review of the applications later in the school year, the reviewer discovared
that the determining official had erred and that the infcrmation on the applica-
tion did not support the household's eliginility for benefits. What should be
done?

Whenever there is a reduction or termination of benefits, for whatever the
reason, households must be provided the 10-calendar-day written advance
notice of advarse action. When there (s an increase in the level of bensfits,
the household must be notified and the increase in benefii level provided

cromptly.

What kind of notice is recommended feor childran determined te be eligible for
free or reduced price meals?

Households must be notified of their aligibility for benefits. SFAs should
notify households of their child's eligibility for free or reduced price benefits
either in writing cr by phone. Households denied benefits must be notified in
writing. |
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Maintenance of Applications

1.

Q.

If | have temporarily approved an application, and if after the temporary
approval period [ know that circumstancas have net changed, do | have 1o
coniact the househoid, or may [ automatically extend the temporary
approval?

After sach temporary approval pericd, sach househoid should be contacted
again to offer the househcld an opportunity to repert changes in household
size znd Income information.

May changes in the status of an application be maintained in a computer
instead of being noted on the application?

Yes. Changss in the status of an appiication may be maintained in a com-
puter instead of being noted on the application, 3chool officials must ensure
that the changes are readily retrievable by school and are provided to State
and Federal reviewers along with the applications during a review of the
applications.




General

Determining
Household Size

Part 5
Income Eligibility

To determing if a househcld meets income eligibility requirements for benefits, school
officials must compare the household size and the total household income to the
income eligibility guidelines (IEGs). Schoo! oificials may be asked by households for
guidance on whom to include as a household member or what 10 Include as income
on the application for benefits. Although schocl officlals may have tc use their own
discretion in some instances, the following guidelines are intended to provide assis-
tance in answering guestions from househcids and in making income eligibility
daterminations.

Househoeld (Family)

A group of related or unrelated individuals who are not residents of an institution
ot bearding house but who are living as one economic unit,

Economic Unit

A group of related or unrelated people who share housing and/or all significant
income and expenses of its members. Generally, individuals residing in the
same house are an ecenomic unit. However, more than one economic unit may
reside together in the same house. Separate economiic units in the same house
are characterized by prorating expenses and economic independence from ¢ne
another.

Household of One

A one-person household. This term applies to an emancipated child living alone
or as a separate economic unit, a foster child, and an institutionalized child.

Special Situations

Adopted Child - An adopted child for whom a househoeld has accepted legal respon-
sibility is considered to be a member of that household.

Child Attending an Institution - A child who attends but does not reside in an
institution is considered & member of the household in which he/she resides.

Child Away at Schoo! - A child who is temporarily away at school (2.g., attending
bearding school or college) should be counied as a member of the household.
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Child Living with One Parent, Relative, or Friends - In cases whera no specific
welfare agency or court is legaily responsible for the child or where the c¢hild is living
with one parent, other relatives, or friends of the family, the child is consideredio be a
member of the household with whom he/she resides. Children ¢f divoreed or sepa-
rated parents are generally part of the househo!d that has custody.

Emancipated Child - A child living alone or as a separate ecenomic unit is consid-
ered to be a household of cne. In scme cases, an emancipated child may bs living
with relatives or friends, none of whom is an adult. if the household is one econemic
unit, all income and household members must beg included to determine eligibility.
Age is not a facter in defining an emancipated child,

Foreign Exchange Student - A forglgn exchangs student is considerad to be a
member of the household in which he/she resides, i.e., the household hosting the
student.

Foster Child - & foster child is a child who is living with & household but who remains
the legal responsibility of the welfare agensy or court. Such a child is considered a
household of one.

Institutionalized Child - An institutionalized child is a child who resides in a residen-
tial-type facility that the State has determined is not a boarding school. Such a child is
considerad a household ¢f one.

Joint Custody - In cases where joint custody has been awarded and the child
physically changes rasidence, the child is part of the household where he/she resides.
Therefare, the child’s eligibility could change monthly, weekly, or even daily depend-
ing on the rotating time periods at each househeld. The school food authority must
ensure that the child receives the benefits to which the child is entitled during periods
of eligibility.

Family Members Living Apart - Family members living apart on a temporary basis
are considered household members. Family members not living with the househeld
for an extended period of time are not considered members cf the household for
purposes of determining eligibility, but any money made available by them or on their
behalf for the household is included as irceme 1o the household.

Reporiable Income

income is any money received on a recurring basis, including gross earned income,
unless specifically excluded by legislation. Specifically, gross eamed income means
all money earned before such deductions as income taxes, employea's social security
taxes, insurance premiums, and bonds. Income includes the following:




Earnings from Work

Wages, salaries, tips, commissions, net income frem self-owned businesses and
farms, strike benefits, unemployment comgpensation, workers' compensation.

Welfare/Child Support/Alimony

Public assistance payments/welfare payments (Aid to Families with Dependent
Children, Aid to Dependent Children, General Assistance, General Relief, etc.);
alimony or ¢hild support payments; BUT NOT FCOD STAMP BENEFITS.

Pensions/Retirements/Social Security

Pensions, retirement income, social security, supplemental security income, and
veteran's payments.

Any Other Income

Nat rentzl income; annuities; net royalties; disability benefits; interest; dividend
income; cash withdrawn from savings; income from estates, trusts, and/or
investments; regular contricutions from persons net living in the household; and
any other money that may bs available to pay fer the child(ren)'s meals.

Current Income
Households must report current income on a free and reduced price application.

Current income means income received by the heusehold during the month prior to
application. if this income is higher or lower than usual and dees not fairly or accu-
rately represent the household's actual circumstances, the household may project its
annual rate of income based on the guidelines identified below.

Special Situations

Projected Income for Seasonal Workers and Others - Seasonal workers, such as
migrants, and others whose income fluctuates usually earn more money in some
months than in other months. Consegquently, the previous month's income will
commonly distort the household's actual circumstances. In these situations, the
household may project its annual rate of income and report this amount as its current
income. [f the prior year's income provides an accurate reflection of the household’s
current annual rate of income, the prior vear may be used as a basis for the projected
annual raie of income.
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Income for the Self-Employed - Self-employed persons may use last year's income
as a basis to project their current year's net income, unless their current net income
provides a more accurate measure.

Sezlf-employed persons are cradited with net income rather than gross income as
described here. Netfincome for self-employment is determinad by subtracting busi-
ness expenses from gross recsipis.

» Gross receipts include the total income from goods sold or services rendered by
the businsss.

- Deductible business expanses include the cost of gocds purchased, rent, utllities,
depreciation charges, wages and szlaries paid, and business taxes (not personai
Federal, State, or local income taxes).

« Non-deductible business expenses include the value of salable merchandise used
by the proprietors of retall businesses.

Net income for seif-employed jarmers is figured by subtracting the farmer's operating
expenses from the gross receipis.

+ Gross receipts include the value of all products sold; money received from the
rentai of farm land, buildings, or equipment 1o others; and incidental receipts from
the sale of items such as wood, sand, or gravel.

. OpeFaﬂng expenses include cost of feed, fertilizer, seed, and other farming sup-
plies; cash wages paid 1o farmhands; depreciation charges; cash rent; interest on
farm mortgages; farm building repairs; and farm taxes (but not focal, State, and
Federal income taxes). -

Income from Wages and Self-Employment - For a household with income from

wages and self-employment, each amount must be listed separately. When there is

a business loss, income from wages may not be reduced by the amount of the

business ioss. 1f income from self-employment is negative, it should be listed as zere

income. - i T E

Income Exclusions

income not 1o be reported or counted as income in the determination of a household's
eligibility for free and reduced price bensfits includes:

+ any cash income or value of benefits a household recelves from any Federal
program that excludes such income by legés'lative prohibition, such as the value
of food siamps provided under the Food Stamp Program {see page 35 for a
complete list) )




» student financial assistance provided for the costs of attendance at an educa-
tional institution, such as grants and schelarships, awarded to meet educational
expenses and not available {0 pay for meals

+ loans, such as bank [oans, since these funds ars only temporarily available and
must be repaid

« the values of in-kKind compensation, such as military on-base housing or any other
noncash benefit )

» occasional earnings received on an irregular basis, e.g., not recurring, such as
paymeant for occasional babysitting or mowing lawns.

Special Situations

Military Benefits - Military benefits received in cash, such as housing allowances for
military households living off base and feod or clothing allowances, must be consic-
ared as income. An in-kind benefit, slich as on-base housing, is not counted.

Foster Child’s Income - Only the child's income is considered for eligibility pur-
poses. The child's incomea includas:

+ funds provided by the weliare agency that are spaciiically identified by category for
the perscnal use of the child, such as for clothing, schoo! fees, and allowances.
Weliare funds paid to the foster parents identlfied by category for ghelter and care,
and those identified as special needs funds, such as those for medical and thera-
peutic needs, are not considersd as income. Where welfare funds cannot be
identified by category, no portion of the providad funds is considered as income:”
and

« other funds received by the ¢hild, including any income the child earns for fuil-time
or regular part-time employment, and money provided by the child's family for
personzl use.

Institutionalized Child’s fncome - Payments from any source directly received by
the institution on a child’s behalf are not considered as income to the child, Only the
inceme & child earns from full-time or regular part-time employment and/or personally
receives while in residence at the institution is considered as income.

Child’s Income - The earnings ¢f a child who is a full-time or regular par-time
amployes must be listed on the application as income. Hewever, occasional earn-
ings, such as income from occasional babysifting or mowing lawns, sheuld not be
listed on the application as income.
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Alimony and Child Support - Any meney received by a household in the form of
alimony or child support is considered as income te the receiving househald. How-
ever, any money paid out for alimony or child support may not be deducted from that
household's reported gross Income.

Lump Sum Payments - Lump sum paymeanis or large cash settlements ara not
counted as income since they are not received on a regular basis. These funds may
be provided as compensation for a less that must be replaced, such as payment from
an insurance company fer fire damage to a house. When lump sum payments are put
into & savings account and the household regularly draws from that account for living
expensas, the amount withdrawn s counted as income.

Garnisheed Wages and Bankrupicy - Income is the gross income received by a
household belore deductions. In the case of garnisheed wages and income ordered
to be used in a specified manner, the {otal gross Income must be considered regard-
less of whatever portions are gamisheed or used o pay creditors.




Questions and Income

Answers
1. Q. Why is the off-base housing allowance provided to service personnel

counted as income when the value of on-base housing is not?

A. Income is defined as all cash received on & recurring basis. In-kind benefits,
by definition, are not cash payments, and, therefore, are not considered as
income for the purpose of determining free and reduced price eligibility.
Scheol offictals are not in a position to determine the value of in-kind ban-
efits, such as housing for clergy. cars for salespersons, employee medical or
dental benefits, ete. The income exclusion for in-kind benefits is uniform
throughout the schoel meal programs. To treat in-kind benefits provided to
military households differently from in-kind bensflts provided to the general
populaticn would create an inequity. The fact that the value of military on-
base housing is more readily identifiable than other sources of in-kind
benefits would not lessen the inequity,

2. Q. What payments frcm Federal programs are exciuded from consideration as
income by legisiative prohibition?

A. (1) The value of assistance to children and their familias under the National
School Lunch Act, the Child Nutrition Act of 1968, and the Food Stamp Act of
1877; (2) reimbursements from the Uniform Relccation Assistance and Real
Property Acquisition Policies Act of 1970; (3) any payment to volunteers
under Title | {VISTA and others) and Title Il {RSVF, foster grandparents, and
others) of the Domaestic Volunteer Service Act of 1873 to the extent excluded
by that Act; (4) payments to volunteers under section 8{b)(1)(B) of the Small
Business Act {SCORE and ACE); {5) income derjved from certain submar-
ginai land of the U.8. that is held in trust for certain Indian trices; (8) pay-
ments received under the Job Training Partnership Act; (7) income derived
from the disposition of funds to the Grand River Band of Ottawa Indians; (8)
payments received under the Alaska Native Claims Settlement Act; (8)
payments by the Indian Claims Commigsion (o the Confederated Tribes and
Bands of the Yakima indian Nation or the Apache Tribe of the Mescalero
Reservation; (10) payments to the Passamaguoddy Tribe and the Pencbscot
Nation or any of thelr members received pursuant to the Maine Indian Claims
Settlement Act of 1880; (11) student financial assistance received under Title
[V of the Higher Education Act of 1963, including the Pell Grant, Supplemen-
tal Education Opportunity Grant, State Student Incentive Grants, National
Direct Student Lean, PLUS, Ccliege Work Study, and Byrd Honor Scholar-
ship Programs, to the extent excluded by that Act; (12) Agent Orange
Setilement Payments to veterans, that have been excluded under Public Law
101-201; and (13} payments received under the Civil Libarties Act of 1888.

Since programs are pericdically added to the above list, school food authori-
ties should contact the State agency when there s question of whether
specific payments are t¢ be included as inceme.
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What income is reported for studenis who reside In a residential child care
institution (RCCIy?

Payments frem any source, directly received by the institution on the child's
behalf, are not considered as Income 1o the child. However, the meney a
child personally receives or earns frem any full-time or regular part-time
soufrce is considered income.

ls an application with household size and income information required for
siudents who reside in an RCC! and attend public school during the day?

Yes. The day schoo! must have an application on file for each child for
whom a free or redusead price meal is served and claimed for reimbursement,
regardiess of the child's place of resldence.

Institutionalized children are net to be categorically certified as eligible for
free or reduced price benefits. A record of each chiid's income, even if “0,”
must be identified on the application for free and reduced price meals.

If the household indicates $0 for incame, is that sufficient?

"Zero income” is sufficient for a temporary approval. Schooi officials sheuld
confirm the continued eligibility of a zero income application every 45 calen-
dar days. However, some circumstances may warrant approval of a zero
income application for the school year, such as for the foster or institutional-
ized chiid.

If one household owns a housing unit and rents living space to another
househeid, does the housshold receang the rentat fee have to report this
amount as income?

Yes. Incoms includes money derived from rent of room(s), apartmant(s}, etc.
if a household receives rantal income from another household, it must be
included as income. The treatment of rental income wouid ba similar to the
treatment of seli-employmeant income.

Household Size

1.

Q.

When foster parents apply for benefits for their own children, do they include
their foster children as household members, and do foster parents include
the payments provided by the welfare agency for care of the foster children
as income to the household?

No. Since each foster child, including a preschool foster child, is a house-
hold of one, foster children are not included in the foster parents’ household.
Payments recalved by the household for care of the foster child are intended




to be used for the foster child and, therefcre, are not included as part of the
foster parents’ income.

What If a child lives with his/her parents and is requirad to pay for room and
beoard? Is the child a separate household?

The child is considered tc be & separaie household only in those cases
where the child is living alone ar as a separate economic unit. Separate
econcmic units are usually characterized by the prorating of most household
expenses. Most students paying room and board are usually paying a token
amount and are not economically incependent of their parents and are
therefore not considered to be emancipated.

If two separate households rent living space (e.g., an apariment or house},
and cne househeld gives its portion of the rent to the other household which,
in turn, transmits the fult rent to the landlord, does the rental income given to
the transmitting househeld count as rental income?

No. The transmitting hcusehold has not received income; rather it is per-
forming a simple financial transaction that does not provide it with additional
income.

What do | do if a child is eligible for free meazls, but the household wants to
pay the reduced price?

The schoot shouid respect the family's wishes and allow the child to pay the
reduced price charge. The application should correctly reflect that the child
is eligible for free meals. However, the school should note on the application
thal the family has elected to pay the reduced price charge. The meals
served 1o such a child must be claimed for reduced price reimbursement
since the schocel received the reduced price payment from the household.

How do | determine the eligibility of a household that has some children who
are included under an Ald to Families with Dependent Children (AFDC)
assistance unit and other children who are not under the AFDC assistance
uni?

Children in an AFDC assistance unit are categorically eligible for free ben-
efits. The application for such children need only contain the child's nams, &
current AFDC number, and the signature of an adult household member,
The application for children in the same household who do neot fall under an
AFDC assistance unit must include the infermation required of all other
households, i.e., name of all hcusehold members; social security number of
the adult household member who signs the application or an indication that
the household member does not have & sccial security number; the amount
of income each household member receives and where it comes from
{including the amount of tha AFDC or other welfare grant); and the signature
of an adult household member,
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Application
Requirement

Direct
Centification

Part 6
Categorical Eligibility

A child frem a househeid currently certified to receive food stamps or from an Ald to
Families with Dependent Children (AFDC) assistance unit is categericaliy efigibie for
free benefits.

School food autherities (SFA) must provide a household applying for free and re-
duced price meatls for their child the cpportunity to indicate on the application that the
child is categerically eligible for iree benefits.

When a household submits a complete application that contains: (1) the name of the
child, (2) a current food stamp or AFDC case number, and (3) an adult signaturs, the
determining official must approve the child for free meals or free milk, as applicabie.
No further application information is required.

- In place of determining eligibility based on information submitied by the household on

the application, the SFA may determine children as eligible for free meals or free milk
based on information obtained directly from the State or local agency responsible for
the administration of the Food Stamp Program or AFDC Program. That agency may
provide information that a child is a member of a household currently certified to
receive food stamps or an assistance unit currently certified to receive AFDC benefits.

State agencies (SAs) and SFAs interested in implementing the direct certification
provision should contact the State or local cffice that administers the Food Stamp
Program or AFDC Pregram to enlist its cooperation, identify the information that is

availabie, and establish a system for obtaining the information to satisfy the documen-

tation requirements for direct certification,

SFAs must have SA approval to implement the direct certification provision, and SAs
must ensure that SFAs’ plans include the foliowing:

» Documentation for those children ceriified as eligible by direct certification, which
includes names of ¢hildren from households currently ceriified to receive food
stamps or AFDC; specific identifying information, such as the children’s birth dates,
addresses, parenis’ names, social security numbers or other appropriate perscnal
identifiers that will match the names of children identified by the food stamp/AFDC
office with the names of the children attending schools in the SFA; the signature of
the responsible official certitying that the children are members of households
currently centified to recelve food stamps or AFDC; and the date. Documentation
may be a computerized list or a letier provided by the food stamp or AFDC office to
the household to take to the school. The letter must contain the same information
as listed above and be an official document.

» The above documentation must be retrisvable by school.
+ A notice 1o households advising them that their children are 2ligible for free meals

or free milk, as appropriate, and that no further application is required; that the
household should notify the school if they do not want their children to receive free
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benefits; and that the household must notity the school whan they are no longer
centified 1o recalve food stamps or AFDC.

+ Letiers or notices and applications must be distributed to households of all children
at the beginning of the schooel year tc prevent overt identification and to ensure that
ro child is inadvertently excluded from participation,

« School food authorities that implement direct certification are not required to
send the letter or notice and application to these households eligible under
direct certification IF these materials are distributed through the mail, indi-
vidual student packets, or other method that prevents the overt identification
of children eligible for direct certification. Under this option, households gligitle
under direct certification will receive a letter notifying them that their children are
eligible for free benefits, and other households will receive a parent letter or notice
with an application form.

The letter or notice should say that households currently certified to receive food
stamps or AFDC for their children will oe notified of their eligibility and that their
children will be provided free benefits unless the household notifies the school that
they chocse to decline benefits. The letter should also say that jood stamp and
AFDC househoids should not submit an application uniess they are nof notified of
their eligivility by a specified date determined by the school.

SAs and SFAs should be aware that while compliance with the above requirements is
sufficient for scheol year 1591-1882, procedures for scheol year 1982-1883 may
change as a result of the regulation comment process.




Definition

Exemptions from
Verification

Part 7
Verification of Eligibility for School Meals

Verification Is confirmation of eligibility for free and reduced price meals under
the Natfonal Schoel Lunch Program or School Breakfast Program.

Verification must include either confirmation of income eligibility or confirmation
that the child is included in a currently certified food stamp household or Aid to
Families with Dependent Children {AFDC) assistance unit. At State or local
discretion, verification may also include confirmation of (1) names of all house-
hoild members; (2) social security numbers of all adult housshold members or an
indication that a household member does not possess one; and (3) signature of
an gdult member of the family.

Veritication efforts are not required:

for children who have been certified under direct certification procedures

in residential child care institutions (RCCls) except for applications for any day
students atiending the institution

in scheols in which the Food and Nutrition Service (FN3) has approved special
cash agsistance claims based on economic statistics regarding per capita income,
e.g., Fuerto Rico and the Virgin Islands

in schools in which all students are served with no separate charge for food service
and no special cash assistance is claimed, i.e., nonpricing programs claiming only
the paid rate of reimbursement

in schools participating in the Special Milk Program (SMP)

NOTE: Schools may choose not to count applications for students in split-session
kindergarten programs participating in the SMP in meal program schools
when determining the verification sample size.

of schoo! food autherities (SFAs) im which all schools participate in the Special

Assistance Cerification and Reimbursement Aliernatives except in those years in
which applications are taken for gl students in attendance,
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Annually, each SFA must select and verify & sample of applications approved for

- benefiis, unless the State agency (SA) assumes responsibility for verification or the

SFA i3 otherwise exempt from the verification requirement under the exemptions
listed in the previous section.

SFAs must use either a *random” sampling methed or “focused” sampling methed te
szlect applications to be verified. However, the SA may require all its SFAs 1o do
either random or focused sampling. Check with vour SA for this requirement.

EXCEPTION: An SFA may choose 1o verify all {100 percent) of the applications
received.

The required sample size is based on:

{1) the total number of approved applications on file on October 31, and
{2) whether the SFA employs random or focused sampling for selecting the applica-
tions to be verliled.

NOTE: An application is countad as one application regardiess of whetheritis a
multi-child application or an application for one child. The sample size
depends ¢n the number of paper applications, not the number of chil-
dren represented.

RANDCOM SAMPLING

Under random sampling, the SFA must verify a minimum of the lesser of 3
percent or 3,000 of the total number of approved applications. A random seles-
tion procedure must be used.




FOCUSED SAMPLING

Under focused sampling, the SFA must verify a minimum of:

(1) the lesser of 1 percent or 1,000 of the total number of approved applications
{both income and categorizal}. The sample is selected from income applica-
tions with total household income within $100 monthly or $1,200 annuaily of
the income eligibility guidelines (IEGs) for free and reduced price meals;
PLUS

{2) the lesser of .5 percent (one half of 1 percent) or 500 of the total number of
applications that were approved based on categorical eligibility, selected
from applications with a fcod stamg or AFDC number.

EXAMPLE:
300 income applications
200 categorical applications
1 i fication

500 total applications in the application pocl

Remember, direct certifications are net included in the application pool.

{1) 500 total applications x .01 =5
(2} 200 categorical applications  x .008 = 1
Total sample = 8B

(1) A sample of 5 applications must be selected from the 300 income applica-
tions, PLUS

{2) 1 from the 200 categorical applications.

Direct certifications do not need o be verified.

The SFA must complete verification of the minimum reguired sample size by Decem-
ber 15, Completion of verlfication is discussed further on page 54.

Verification must take place alter the applicaticn has been approved even when the
SFA requires housenelds to submit documentation of eligibility with the application.
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Although the required sample size under toth random and focused sampling is based
on the number of approved applications on file on October 31, SFAs may begin
verification before this date. SFAs may project the number of approved applications
that they anticipate will be on file on October 31, based on their experience. How-
ever, the SFA must compara this estimate with the actual number of applications on
file on Octeber 31 and increase the sample size if the total number of approved
applications on file exceeds the estimate.

SFAs may verlfy more than the required minimum sample {up to 100 percent of all
approved applications) as long as the selection of applications does not invoive
ciscrimination against anycne on the basis of race. color, national origin, age, sex, or
handicap. The SFA has an obligation to verify ali questionable applications.
However, any verification that is done fer cause is in addition to the sample required
for either random or focused sampling.

The SFA must complete the verification process for all households that have been
notified of their selection for verification and have been asked to submit verification
information. o '

EXAMPLE: The SFA cannot select 5 percent of the applications on file and notify
those households of their selection with the hopes of getting 3 parcent io
respond to fulfill the verification requirement.

The SFA must follow up with any household notifled of thelr selection.

SAs that are assuming the verification responsibility for any or all of their SFAs may
use 2 method other than random or focused selection.

When calculating sample sizes, round all fractions or decimals upward to the
nearest whole number.

Under the random sampling method, each application must have an equal chance of
being selescted, including all categorical and income applications.

Required Random Sample Size and Selection

The minimum required sample size is 3 percent or 3,000, whichever is less, of all
approved applications on file on October 31. A random sample should include both
income eligible and categorically eligible appiications. ‘No atternpt should be made to
select only categorical applications.




Calculation and selection of the minimum required number of applications in the
SFA to verify under random sampling:

Step 1. Count the tetal number of approved appiications on file on October 31.
Multiply the total by .03. Round decimals upward. At least one application must
be verified.

Example: 340 applications x .03 = 10.2 applications. Round upward to 11
applications.

Step 2. Compare the result in Step 1 to 3,000. The sample size is the lesser
number,

Example: Inthis example, 11 applications must be verified to meat the re-
quired sample size.

Step 3. Randomly select the required number of applications.

(1) A selection interval may be used. This can be accomplished by dividing the
total number of approved applications on flle in the SFA by the sample size
to determine the seiection interval,

Example: If there are 340 applications on file and 11 are required to be veri-
fied, divide 340 by 11 = 30.9. In this case, the selsction interval is 21.
Number all the applications. Randomly select an application from the
total approved, and then choose every 31st application until 11
applications have bean selected.

(&} Another randem method of selection would be to put all the applications in a
container and draw the required number of applications.

Under random sampling, at least cne application must be verified.

4
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In focused sampling, a minimum raquired percentage or number of applications
approved based on income eligibility must be selected for verification AND a
minimum required parcentagé or Aumber of applications approved based on cat-
egorical eligibility must be selected for verification.

Required Focused Sample Size and Selection

For applications approved based on income information:

one (1) percent of the total number of all approved applications in the SFA or 1,000
applications, whichever is iess (the calcuiation includes applications approved based
on income eligibility and those approved based on categorical eligibility);

select the 1 percent from applications that were approved based on household size
and income information and that indicate toial household inceme within $100 {$1200
yearly) of the IEGs; PLUS

For applications approved based on categorical eligibility:

one-half (.5) percent of the total number of applications in the SFA approved based on
categorical eligibility or £00 applications, whichever is less;

select the .5 percent from the applications approved based on categoerical efigibility.




The calculation of the minimum required nurmber of applications with income
information and the minimum number of applications with food stamp/AFDC

case numbers that must be verified in the SFA under focused sampling is as
follows:

Step 1. To determine the number of applications with income information that
mus? be verified, count the total number of approved applications on file on
Qctober 31. Multiply this number by .01, round any decimals up.

Example: 30 applications with income information plus 250 applications with
food stamp/AFDC case numbers = 300 total applications x .01 =3
applications.

Step 2, Compare the result in Step 1 to 1,000. The required number of applica-
fions with income information o verify is the lesser number. In this case, 3
applications approved based on income eligibility must be verified.

Step 3. Tc determine the number of applications with food stamp/AFDC case
numbers that must be verified, count the number that were approved based on
categorica!l eligibility. Multiply this number by .005, round any decimals up.

Example: 250 applications with focd stamp/AFDC case numbers x .005 =
1.25, round up to 2 applications.

Step 4. Compare the result in Step 3 to 50C. The required number of applica-
ticns with a food stamp/AFDC case number fo verify is the lesser number. In this
example, 2 applications approved based on categorical eligibility must be
verified.

Step 5. Separate the applications into two groups: (1) the categorically eligible
applicants who provided a food siamp/AFDC case number; and (2} the appli-
cants who were approved on the basis of income information.

Step 6. From the group that reported income information, select the required
sample size (as determined in Step 2) from applications with monthly incomes
within $100 or annual income within $1,20C of the income eligibility Emits.

I thera are more applications with manthly income within these limits than
needed to meet the minimum sample size, select the sample using any methed
that is equitable and ensures that the same households will not be seiected year
after vear.

If there are not encugh applications within the limits to meet the required mini-
mum sample size, complete the sampls using those applications with monthly
income closest to the eligibility levels.
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If the total number of applications containing income information is smaller than
the required minimum sample size, verify all applications approved on the basls
of income information,

Step 7. From the categorically eligible group, select the sample using any
method that is eguitable and ensures that the sarne household is not selectad
each year.

For a fecused sample, a minimum of one categorically eligible application and
one income application MUST be verified.

SFAs may require househoelds to provide information to verify eligibility for free and
raduced price benefits at the time of applicaticn. Schools elacting this option are
cautioned that they must not allow verification effarts to delay the approval of applica-
tions; nor can schools disapprove applications based on infermation submitted for
verification. if an application is compiete and indicates that the child is eligible for free
or reduced price benefits, the application must be approved. Cnly after the determi-
nation of eligibility has been made can the schoot begin the verification process.
Schools electing this option must observe the following three steps:

1.

Motice to Household - Include a statement in the nctice to the household that
accompanies the application that, althocugh the initial eligibility determination will be
based solely on the application, households are required to submit verification cf
eligibility information with the application.

. Determination of Eligibility - As applications are returned, review each applica-

tion to determine houseaheld eligibility based on the submission of a complete
application. Households must be informed of this initial determination of eligibility.
Lack of verification information or submission of verification information that
does not support the content of the application MUST NOT affect the initial
determination of eligibility.

. Review of Verification Documentation and Notice of Adverse Action - Any

household that fails to submit requested verification information by the date speci-
fiad by the SFA or that submits verification information that does not support the
initial determination of eligibility must be sent a notice of adverse action. This
notice must include ali the required items in the standard termination or reduction
notice, including giving the household 10 calendar days’ advance notice of the
termination or reduction of their benefits.

NOTE: Step 2 may be combined with Step 2 so that the notice of initial approval
and notice of adverse action are combined in & single latter.




Household
Notification of
Selection

Verification
Methods

Once households have been requested to provide income documentation, the SFA
must cocmpleie the verification process for these households. If all households are
requested to provide documentation, SFAs are responsible for completing the verifica-
tion process for all households. Verification efforts should be completed within a
reasonable time. ; o

When a housshold is selecied for verification and is required by the SFA to submit
documents or other forms of evidence to document eligibility, the housshold must be
sent & notice or letter informing them of their selection and of the types of informaticen
acceptable to the SFA. The letter or notice must include the following:

« that the household has been selacted for verification;

- that the household must provide the social security number for each adult house-
held member or indicate that a household member does not possess one;

+ @ Privacy Act statement (see page 10 for the Privacy Act requirements);

+ the types of acceptable information that may be provided to confirm current in-
come, including pay stiubs, award letters from welfare depantments, soclal security,
and support payment decrees from courts;

= that the househoid must submit doecumentation of Income received during the most
recent month that is available. If this amount is unusual, the haousehold should
contact the SFA for assistance in determining acceptable documentation;

=« that the household may provide proof that the child is 2 member of a currently
certified food stamp household or AFDC assistance unit instead of providing
income information and social security numbers of adult househgld members;

« that information must be provided by a date as specified by the SFA and that
failure to do so will result in termination of benefits; and

+ the name and telephone number of a school ¢fficial who can answer guastions and
provide assistance.

When the SFA uses agency records (see page 50, Agency Recerds) to varity eligizil-
ity, the leiter or notice of selection is NOT required, since the household will not have
1o provide documents and household cocperation will not be necsassary.

“Written Evidence - Written evidence is the primary source of eligibility confirmation
for all households including food stamp and AFDC households.

_ 4
F - 30.>za °




50

Written evidence is most often pay siubs from employers or award letters from
welfare departments or other government agencies submitted by the household
to the verifying officials as confirmation of eligibility.

Acceptable written evidence contains the name of the household member, amount of
income recsived, frequency received, and the date the income was received, For

example, & pay stub with no dates would be insufficient,

Collateral Contacts - A collataral contact is & person cutside of the household who is
knowisdgeable about the household's circumstances and can give confirmation of a
household’s income or food stamp or AFDC status.

Collateral contacts include empioyers, social service agencies, migrant workers'
agencies, and religicus or ¢lvic organizations.

The veritying official should request a collateral contact only in cases when the
household has not been able to provide adeguate written evidence.

The verifying official must give the household the oppertunity to designate the collat-
aral contact. However, the verifying official may select a collateral contact if the
housshold fails to designate one or designates one who is unacceptable to the
verifying official. In either case, no contact may be made without first notifying the
household and obtaining their permission.

All collateral contacts are 1o he documanted, dated, and initialed.

Agency Records - A household's eligibllity may be confirmed through the use of
intormation maintainad by other governmant agencies to which the SA, SFA, or
school has legal access. Although USDA reguiations do not require that households
be notified of sslection when verification is made through agency records, such
agencles may have their own notification requirements.

One source of agency records is the wage and benefit information maintained by the
State employment agency if that information i$ available to the verifying official, Such
records are State records, and the release of information maintained by State employ-
ment offices is governed by State law.

The SFA may also submit the names and case numbars of categorically eligible
households to the local food stamp or AFDC office. Food stamp or AFDC offices are
permitted to releass eligitifity information from their files to other Federal assistance
programs and federally-assisted Stale programs.




Verification
of Income
Eligibility

When using agency records, the SFA should request information for the most recent
month available. Households that dispute the validity of income information acquired
through systems of records must be given the oppertunity to send more recent
income information during the 10-calendar day pericd of advance notice of adverse
action {see page 55). ’

Request for Written Evidence

The netification of selection for verification must include a request for the household
to submit written evidence of current income for all hougehold mambers and the
social security number of each adult household member 21 years of age or older.

Orie of the following three situations will result:

1. The household submits the required social security numbers and written evidence
of current income that confirms the eligibility determination previously made.
Verification is considered complate.

2. The household submits the required social security numbers, and written evidence
of current income that shows the household's eligitility should be for either  higher
or lower level of benefits than the eligibility determination previcusly made. Verifi-
cation is considered complete when the letter of adverse action is sent or the
household is notified that its benefits will be increased.

3. The household does not respond to the request for income information and/or
social security numbers, or the household submits insufficient or cbsolete written
evidence. When either situation occurs, the SFA can do one of two things:

a. Schoeol officials may contact the household to request the missing written evi-
dence and inform the household that failure to comply or to designate a collat-
eral contact will result in termination. If the household subseguently cooperates,
then either #1 or #2 above would apply. OR

&. School officials may terminate benefits to the household for failure to respend to
the request for written evidence or failure to cooperate with the verification
process. Verification is considered compiete when the advance natice of
adverse action is sent to the household.

Verification Using Collateral Contacts
When the househcld has been unable to srovide adequate written evidence, the

househcld may identify a collateral contact from which the SFA could cbtain the
requested information, either orally or in writing.
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A ccllateral contact would not be expected 1o provide social security numbers of the
adult household members, These still must be provided by the household.

The SFA will examine any written infermation provided by the collataral contact or
evaluate any oral information. Based on this, either situation #1 or #2 discussed on
page 51 under request for written evidence will resuli.

if the collateral contact is unwilling or unabie tc provide the reguested information,
then bensfits io the household should be terminated for failure to respond as dis-
cussed in #3 on page 51.

Verification Using Agency Records
A household's eligibility may be confirmed through the use of information maintained

by other government agencies t¢ which the SFA has lagal access (see page 50 for
more details).

The SFA will examine the information received from the agency. Based on this
review, either situation #1 or #2 listed on page 51 would apply.

" EXCEPTION: Households that dispute the validity of the infermation must be given

the opportunity to provide more recent income information during the 10-day advance
notice period of adverse action.

Advance Notice of Adverse Action

All households with children for whom benefits are to be reduced or terminated
must be given 10 calendar days’ written advance notice of the change. See
page 55 &f this manual for the specific information the notice must contain. The
first day of the 10-calendar-day advance notice pericd is the day the notice is
sent. .

Request for Written Evidence

A school can place the responsibility for verifying receipt of food stamps or AFDC
bensiits on the household. The netification of selection must include a request for the
household to submit written evidence of current cértification to receive food stamp or
AFDC benefits. Every time a household is approved for food stamps or AFDC, they
are furnished with a letter of certification or notice of eligibility. The verifying official
should examine this notlce of eligibility to ensure that the child for whom application
was made is part of a househo!d currently participating in the Food Stamp Program
or AFDC Program. If a food stamp household has misplaced the notice of eligibility or
notice of certification, a current *Authorization to Participate” (ATP) card is adequate
proof of current certification. ATP cards are usually issued once a moenth and are
immediately redeemable by the household at a bank or elsewhere for the actual foed
siamps.




A food stamp or AFDC document that does not specify the certification period is
not adequate for documentation. For example, the foed stamp identification
card is not acceptable because it usually does not have an expiration date.

A household that does not have satistactory food stamp or AFDC documentation may
request a signed, dated letter from the focd stamp or AFDC office certifying that the
child is part of & househoeld currently receiving benefits.

Verification Is completa when the hcusehold submits adequate documentation of
current participation in ejther the Feod Stamp Program or AFDC Program or a letter of
adverse action is sent.

Agency Records

Verification of eligibility for households that provided a food stamp or AFDC case
number on the application may be accomplished by submitting a list of names and
food stamp or AFDC case numbers to the iocal food stamp or welfare office for
cenfirmation of receipt of benefits from agency records.

To facilitate the verification process, contact should be made with the local food stamp
or welfare office pricr to submitting such lists to discuss the methaods by which verifi-
cation reguests should be handled. 3FAs that verify eligibility through the local focd
stamp or AFDC office should dec s0 as sarly as possible. This will ensure that there is
sufficient time for that office to respond to the request and sufficient time to acguire
other verification if households are identified as not currently receiving food stamps or
AFDC or if the food stamp or AFDC cffice does not respond in a timely manner. If
circumstances beyond the sontroi of the SFA delay verificatior, the SFA may request
that the SA allow an extension of the verificaticn deadline. Any extensicn of the
deadline must be approved by the FNS regional office.

Verification is complete when the local fcod stamp or AFDC office certifies that the
household is currently receiving food stamps or AFDC or the schoo! sends a notice of
adverse action.

Advance Notice of Adverse Action

When it is determined that the child is not part of 2 household currantly receiving food
stamps or AFDC, the househeld must be given 10 calendar days' written advance
notice of termination and must be informed that to continue school meal benefits they
must:

+ - submit an application providing income information,

+ submift names and social security numbers for each adult household member and
- submit written evidence that confirms current household income.

I - 30.35ce 53




Completion of
Verification

Verification
Results

54

The first day of the 10-calendar-day advance notice period is the day the notice
is sent,

Verification of the requirad sample size must be compileted by Desember 15 ¢f
each vear. If the SFA believes that it will not meet this deadline, a written
request for an extension must be submitted to the SA prior to December 15,
This request must then be submitied to FNS for approval.

Verification of an individual application is compiete when a household's eligibility for
the level of benefits for which it was approved is:

= confirmad or

« ghanged to 2 higher ievel of benefit or

« & latter of adverse acticn has been sent informing the household that bensfits will
be reduced or

+ & letter of adverse action has been sent informing the househcld that benefits will
be terminated.

Verification of a household's income aligibility for iree or reduced price meals must
result in one of the following:

No change in benefit level - The household’s current documentation supports the
lave! of banefits for which the household has tbeen approved.

Reduction in benefit level - The household's current documentation identifies
income foo high for the level of benefits for which the child has been approved.
Therafore, the household's eligibility must be changed from free (o reduced price or
fram reduced price 1o paid.

Increase in benefit level - The housencld’s current documentation qualifies the
household for free meals rather than reduced price meals. Thereiore, the
household's elfigibility must be changed from reduced price o free meals.

Termination of benefits - Free and reducad price benafits must be terminated for
nouseholds that do not respond to verification efforts or whose current documentation
does not support eligibility for gither free or reduced price meals.

If verification resuits in a change in benefit leve! or termination, the change
must be extendad to all children in the household who were determined eligible
by information that no longer supperts the benefit level,




Notification of
Adverse Action

Benefits
During Appeal
of Verification
Results

Hearing
Procedure

it verification resuits in highar benefits (e.g., & child who is mgved from the reduced
price to free category), this change is efiective immediataly. Parents should be
notified through whatever channels the SFA uses to notify the househoid of approval
for benefits.

All households for whom benefits are to be reduced or terminated must be given 10
calendar days' written advance notice of the change.

The first day of the advance notice peried is the day the notice is sent.

The notice must advise the heousehold of the following:

— the change in benefits,

— the reasons for the change,

— that an appea! must be filed within the 10-day advance notice period to
ensure continued benefits while awalting a hearing and decision,

— the instructions on how to appeal,

— that the household may reapply for benefits ai any time during the school
year, and

— that food stamp or AFDC households may submit an application containing
household names and income infarmation and provide written evidence of
current househeld income and the social security numbers of adult household
members.

When a household appeais a reduction or termination of benefits within the 10-
calendar-day advance notice pericd, the SFA must continue o provide the bengfiis

“for which the child was originally approved until a final determination is made.

When a household does not appeal a reduction or termination of benefits during the

10-calendar-day advance notice period, the actuzl reduction or termination of benefits

must take place immediately after the 10-day advance notice period.

The hearing procedure in the SFA's free and reduced price policy statement must be
followed. ‘

The hearing cfficial must be an individual who was not connected with the approval or
verification process.

The household may request a school conierence prior to a formal hearing. Any such
conference must not prejudice z later appeal.
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Households affectad by a reduction or termination of benefits may reapply for beneafits
at any time during the school year. However, if benefits to & household have been
terminated and the household reapplies in the same school year, it should be reguired
to submit income documentation or proof of participation In the Food Stamp Program
or AFDC Program {such as a case number) at the tims of reapplication. The 8FA
may verify the households’ eligibility prior 10 approval. These are not considered new
applications.

Documeniation must ba kept by the SFA to demonstrate compliance with the verifica-
tion requirements when SFAs are reviewed by State or Federal reviewers. Documen-
tation would also be nzedad in case of an applicant’s appeal.

SFAs must maintain a description of their verification efforts. The description must
include:

+ asummary of the verification efforts Including the salection process;
- the total number of applications on file on October 31; and
- the percentage or number of applications that are/will be verified by December 15.

in addition, vesified appiications must be readily retrievable by school. For each
application the SFA must keep records of the source of information used to verlfy the
application such as the food stamp office, wage stubs, or coliateral contacts. The
following informaticn must be documented:

+ coples of ali relevant cerrespondence between the households selected for verifica-
tion and the 8FA or school;

« If the application is verified by documents submitted by the household, the SFA
must retain either; (1) all decuments submitted by the household; (2) reproductions
of those documents; or (3) in cases where the actual documents or photocoples
cannot be Kept, the verifying official must make a written record of the documents
submitted by the househald inciuding the type of document, e.g., wage siubs or
letter from an employer, income shown on the document, time peried of the fr-
come, and the date of the document; and

+ any changes in eligibility as a result of verification procedures, the reasons for the
changes, and the date the change was made.

SFAs should also record:
+ any addifional information necessary to show the efforts made by the SFA to meet

the verification reguirements, and
» the title and signature of the verifying official.




Questions and
Answers
About
Verification

What kind of written evidence is required for verification of a foster child's
application?

School officlals should contact the househoid in which the foster child resides
and ask for the name, agency, and phone number ¢f the social worker
assigned to that child. A phone czll to the social worker confirming the
child’s status as = foster child and the amount of money designated by the
agency for the child's personal use is sufficient verffication. The school
official should, however, document the phone conversation with the social
worker (identifying the social worker, agency, phonge number, status of the
child, and the child's personal-use income). Ancther approach would be to
ask the foster family for a copy of a written communication between the
foster family and the placement agency in which the status of the child and
the financial arrangement Is stated. |f the family is unable 10 provide such
information, & phone call {o the placement agency to confirm the child's
status and Income should be made prior to denying the child free meals.

What if an application s selected for verification, but the househoid transfers
oui of the scheol district before the information can be verified?

Verification is considered complete when a household's eligibility for the leve!
of benefits for which it was approved is either confirmed or the household is
sent & letter of adverse action. If a household selected for verification
transfers out of the district before the information can be verified, verification
cannot be completed. To mest the minimum verification requirements, a new
application must be selected.

What if | use other agency records and the agency does not provide a
respanse before December 157

Any extensions to the December 15 deadline must be approved in writing by
the Food and Nutrition Service. If the schoel food authority (SFA) contacted

another agency wall in advance of the December 15 deadling, it has demon-
strated good faith and would likely be given an extension.

How is overtime income counted for the purposes of verification?

The school official should work with the household (o delermine whether the
overtime for the menth being verified is representative of overtime received in
other months. If the overtime is 2 one-time or sporadic source of income,

income should be calculated basad on the regular monthly income without
overtime.

Am | verlfying eligibllity at the time of application or current eligibility ?
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Verification is infended to establish current eligibllity. When written evidencs
or collateral contacts are the primary sources of information, the SFA must
require submission of income information for the most recent full month
that is available. When using a system of records, the SFA may choose to
verify a recent month and the entire sample may be verified for the same
month. Households that dispute the validity of income information acquired
through systems of records must be given the cpporiunity 1o produce more
recent income information,

If a household is paid weekly and submits a pay stub for 2 week, musi | go
back and ask for pay stubs for & whole month?

No. if the weekly pay stub is representative of the what the household
normally receives each week, one pay stub is sufficient.

if an SFA chooses to do 3-percent verification, must it select 3 percant of the
applications from each scheol in the SFA or is the sample selected from the
SFA as awhole?

SFAs are reqguired to selact and verify a sample of their approved free and
reduced price applications. The SFA as a whole must meet the 3-percent
sample. This does not mean that each schog! has 1o do 3 percent. The
sample may be selected from one or more schools or from the SFA as a
whole, provided that the verification efforts are applied withou: regard to
race, sex, color, national origin, age, or handicap. Alsc, any selection
method must ensure that all applications are subject to being sampled; e.g.,
if the 8FA has decidad to select the 3-percent verification sample from only
one school in the SFA, all applications in that one school must have an
equal chance of being selected. Also, if verification is done in only one
school, the same school should nct be selected each year,

If my sample size is 4.2 applications, do | verlfy 4 or 57

Partial numbers must be rounded up to the next whole number. You must
verify 5 applications.

If a larger sample is selecied, such as S percent, dogs the 5 percent have o
be verified by December 157

The SFA only has to meet the minimum sample requirements, i.e., 3 percent
under random sampling, by December 15. The remaining 2 percent, while it
has 1o be completed, may be completed after December 15 but as soon as
possible.




10,

11,

Do we have to mafniain the aciual documentaiion from verification or just the
results of verification?

SFAs are required to maintain three things: (1} a description of their verifica-
tion efforts. (2) documentation of the verification, and (3) the rasults of the
verification. The description must summarize the selection process and
technigues, the total number of applications on file on October 31, and the
percentage or number ¢f applications verified.

The applications selecied must be readily retrigvable by school, and the SFA
must document correspondence between the selected households and the
SFA or school. If the application is verified by documents submitted by the
household, the SFA must either retain the documents or a photocaopy, or if
that is not possible, the relevant information can be copied from the docu-
ment. [i the SFA chooses to copy the infermation, enough of a record must
be retained from the document to verily eligibility, including the type of
document, e.g., ATP card or pay stub, time period of eligibility or income,
income shown on the document, and the date of the document. If other
sources are used to document eligibility, such as the food stamp office or
collateral contacts, records of those sources and the information received
must be documented as well.

The SFA must also keep a record of any changes in eligibility as 2 result of
verification procedures, the reason for the change, and the date the change

was made.

When an advance notice of adverse action has besn sent to a household,
can [ claim reimbursement for that child during the period covered by the
advance notice?

Yes. The household must be given 10 calendar days' advance nctice that a
change is being made in the child’s eligibility status. During that time, the
child must continue to receive free or reduced price meal benefits and the
SFA may continue to claim reimbursement for free orreduced price meals
served ¢ the child during this period.
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Part 8
Glossary

AFDC Assistance Unit refers to any individual or group of individuals currently
certified to receive assistance under the Aid to Families with Dependent Children
{AFDC) Program in a State where the standard of eligibility for AFDC benefits does
not exceed the income eligibility guidslines for free meal or milk benefits.

Categorical Eligibility means that any child who is a member of a food stamp
household or an AFDC assistance unit is automatically gligible for free meals or free
milk. Such househelds must provide current food stamp or AFDC case numbers on
the application for free and reduced price meals or free milk to establish their categori-
cal eiigibility, unless the schocl food autherity has implemented direct certification.

J CFR stands for the Code of Federal Regulations. Child nutrition regulations are
contained in Title 7 of the Code of Federal Regulations.

Commeodity School Program Is the pregram under which participating schools
operate a nonprofit lunch program and receive donated food assistance in lieu of
general cash assistance.

Direct Certification is the process of establishing children's categorical eligibility for
banefits by cbtaining documeniation directly from the State or local focd stamp or
AFDC office that the children are from households currently receiving food stamps or
AFDC benefits. Households determined eligible for mea! or milk benefits throlgh
direct certifications are not reguired to submit a free and reduced price application 1o
the scheol.

Food and Nutrition Service (FNS} is the agency within the U.S. Department of
Agriculiure that is responsible for administering the National Schoel Lunch Program,
School Breakiast Program, Special Milk Pregram, Commaeadity Scheol Program and
cther food assistance programs.

FNSRO is the Food and Nutriticn Service regional office.

Food Stamp Household refers to any individual or group of individuals currently
certified to receive benefits under the Food Stamp Program.

Free Meal is 2 meal served under the National School Lunch or School Breakfast
Program to a child from a household eligible for such bensfits under 7 CFR Part 245
and for which neither the child nor any member of the household pays or is required
to work in the school or in the school’s food service,

Free Milk is milk served under the Special Milk Program to 2 chitd from & household
eligible for free milk under 7 CFR Part 245 and for which neither the child nor any
member of the household pays nor is required to work in the schoo! nor in the
school's food service.
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income Eligible means that any child from a household whose current income is at
or below the household size/income limits sst forth in the Income eligibility guidelines
{IEGs) is eligible for either free or reduced price meals or free milk, as applicable.
Such househelds must provide household size and income information on the
application for free and reduced price meals or free milk to enable school officials to
compare the household information to the 1IEGs.

Income Eligibiity Guidelines (|IEGs) are the household size and incoma levels
prescribed annually by the Secretary of Agriculture for determining eligibility for free
and reduced price meals and for free milk. The free guidelines are 130 percant of
Federal poverty guidelines and the reduced price are 185 percent of poverty
guidelines.

National School Lunch Program {NSLP) is the program under which pariicipating
schools cperating & nonprofit focd service receive general and special cash assis-
tance and donated food assistance in accordance with 7 CFR Part 210.

Overt ldentification means any act that openly identifies children as eligible for fres
or reduced price benefiis in the National School Lunch Pregram, School Breakfast
Program, or Special Milk Program.

Reduced Price Meal is a meal servad under the Nationa! Schoo! Lunch Program cr
School Breakfast Program te a child from a househeld eligible for such benefits under
7 CFR Pari 248. The price of this meal must be less than the full price of the meal
and no more than 40 cents per lunch and 30 cents per breakfast. Neither the child
nor any household member can be required to work in the school or in the school's
food service 1o supplement the cost of the meal,

Residential Child Care Institution (RCCH) is generally any distingt part of a public or
nonprofit private institution thar (1) maintains children in residence, (2) operates
principally for the care of children, and {3} if private, is #icensed by the State or local
government 1o provide resideniial child-care services under the appropriate licensing
code. -

Schooi Breakfast Program {SBP) is the program under which participating schools
operating a nonprofil food service receive cash assistance in accordance with 7 CFR
Part 220. :

School Nutrition Programs (SNP) are the National School Lunch Program, School
Breakiast Program, Special Milk Program, and Commaodity Scheol Program.

School Food Authority (SFA) is the governing body that is responsible for the
administration of one or mere schools and either has the legal authority to operate the
program in these scheols or is otherwise approved by FNS to operate the program.




Special Milk Program (SMP) is the program under which participating schools
operating a nonprefit milk program receive cash assistance for each half-pint of rnilk
served in accordanse with 7 CFR Part 215.

7 CFR Part 245 is the regulation governing the determination of eligibility for free and
reduced price meal benefits in the National School Lunch and Schoo! Breakfast
Programs and for free milk in the Special Milk Program.

~ Special Assistance Certification and Reimbursement Alternatives are the two
opticnal alternatives for free and reduced price meal application and claiming proce-
dures in the National Scheol Lunch and Schoo! Breakfast Programs.

State Agency (SA) is either (1) the State education agency or (2) any other agency of
the State designated by the governcr or other appropriate executive or legislative
authority of the State and approved by USDA to administar the school nutrition
programs.

United States Department of Agriculture (USDA) is the Federal agency designated
by Congress to administer the National Schoc! Lunch, School Breakfast, Special Milk,
“and Commodity Scheol Programs.
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FOOD STAMP INFORMATION

Food stamp case number will start with the letter of the alphabet. It could be:

F - fer food stamp
C - for child assistance (there are different kinds of assistance)

U - for unemplioyment or cther severe need

B - for blind
A - foragad —

D - for disabled

The alphabet latter is followed by seven digits, a pericd or a dash, and two digits. The
two digits are county cocdes. The codes are as follows:

01
02
03
04
05
08
07
08
C9
10
11
12
13
14

Barbour
Berkeley
Bcone
Braxion
Brooke
Cabell
Calhoun
Clay
Doddridge
Fayeite

Gilmer

Grant

Greenbrier

Hampshire

G2 P OOMEX

15
16
17
18
18
20
21
22
23
24
25
26
27
28

Hancock
Hardy

Harrison

Jackson
Jefferson
Kanawha
Lewis
Lincoln
Logan
Marion
Marshall
Mason
Mercer

Mineral

28
30
31
32
33
34
35
36
37
38
39
40
41
42

Mingo
Monongalia
Monroe
Morgan
McDowell
Nicholas
Ohio
Pendieton
Pleasanis
Pocahontas
Preston
Putnam
Raleigh
Randclph

43
44
45
45
47
48
49
50
51
52
53
54
55

Ritchie
Roane
Summers
Taylor
Tucker
Tyler
Upshur
Wayne
Webster
Wetzel
Wirt
Wood
Wyoming

F - 30.6




FREE OR REDUCED PRICE MEAL APPLICATION

INFORMATION UPDATE

(DATE)

Dear

was (were) temporarily

approved for free/reduced price meals.

The federal govemment requires that we make a pericdic review of all temporarily
approved meal applications.

Therefore, would you please check the appropriate space and return this form as
socon as possible.

Program benefits and service are available to all participants, without regard to
race, color, gender, age, naticnal origin or disability. If you believe you have been
discriminated against write to the Administrater, Focd and Nutrition Service, United States

Department of Agriculture, Park Center Drive, Alexandria, Virginia 22302.

My income is stili the sameasitwason______ {date).

$ par month.

My income has changed. At presentitis $ per month.

Adult Househecld member's Signature

020APCOME Revised 6/24
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PROCEDURES FOR SELECTING A RANDOM SAMPLE
OF APPLICATIONS FOR VERIFICATION OF
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE: | To provide a uniform method for the random selection of freefreduced
meal applications for verification.

STEP 1 The school principal or designate (as assigned in writing) will number
consecutively each child's name on the free and reduced master list
including temporary applications by the close of the school day
October 31 (do not include students approved by direct certification).

STEP 2 Determine three percent (3%) of the total to be verified
ROUNDING UP TO THE NEXT HIGHEST WHOLE NUMBER.

EXAMPLE: Master list includes S0 free, 15 reduced 7 temporary free
and 3 temporary reduced for a total of 115 eligibles.
115 X .03 = 3.45 applications
FOUR applications must be verified.

In cases where 3% represents less than one application, the school
will be required to verify a minimum of one (1) application.

STEP 3 The principal/designate will place a duplicate sat of numbers (numbers
only, no names) in a container from which 3% will be drawn randcmly.
Check numbers drawn agsinst master list to determine specific
application to be verified. Draw additional numbers if two cr more of
the names drawn appear cn a commeon application.

STEP 4 The selection procedure must be witnessed and deocumented. All
numbered lists, siips drawn and a brief written description of the
procedure including date, time and place must be kept on file in each
school.

0202tdr/POCMEX
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DOCUMENTATION OF RANDOM SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

1. Schocl Year County

2. Name of School

3. Total number of approved applications on file at date of random selection {do not
include direct certification).

4, Three percent (3%) of total applications =

5. Person(s) making random selections (name and titl2)

8. Procedures for random seleciions {describe briefly).

7. Numbered list used for random selection is filed.

YES

Principal (signature)

Witness {signature)

Date

0204t/ POOMEX
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PROCEDURES FOR SELECTING A FOCUSED SAMPLE
OF APPLICATIONS FOR VERIFICATION OF
ELIGIBILITY FOR FREE/REDUCED PRICE MEALS IN SCHOOLS

OBJECTIVE: | To provide a uniform methed for the focused selection of freefreduced
meal applications for verification.

STEP 1 The school principal or designate (as assigned in writing) willloount all
approved applications, inciuding focd stamp households by the close
of the schocl day October 31.

STEP 2 Determine one percent {1%) of the total counted te fill the non-feod
stamp sample size.

STEP 3 Separate applications into two groups, nen-foed stamps and food
stamps. Determine one-half percent (?%) from the feod stamp group
rounding up to the next highest number.

STEP 4 From the non-food stamp group select the sample of households that
report monthly incomes within $100.00 below the income eligibility limit
and proceed to verify.

STEP & From the food stamp group submit a list of selected names and case
numbers te the focd stamp office for confirmation of current receipt of
focd stamps or request a current "Notice of Eligibility” from household,

STEP 6 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.

Q205MdPCOMEX
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DOCUMENTATION OF FOCUSED SELECTION OF
FREE/REDUCED PRICE APPLICATIONS FOR
VERIFICATION PROCEDURES

1. School Year County

2. Name of School

3. Total number of approved applications on file at date of focused selection (do not
include direct certification).

4. One percent (1%) of total applications = to be verified.
5. One-half percenit (12%) of food stamp applications = to be
verified.

8, Total number non-food stamp and focd stamp applications to be verified

7. Person(s) making focused selections (name and title)

8. Procedures for fecused selections (describe briefly).

Principal (signature)

Witness (signature)

Date
COOELPOOMEX _ o
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PROTOTYPE LETTER TO PARENTS/GUARDIANS

Date

Dear

Federal regulations require that information contained cn three/cne and one-half
percent of all approved appiications for free/reducad scheol lunches be verified. These
reguiations outiine the information to be verified and acceptable documentation (proof}
which may be provided for verification purposes.

Through a _random/focused selection process, an applicaticn approved for
(free/reduced) meals for (name) on , 198__ (date)
has been selected fer verification. Attached is information outiining what must be provided
by you so that the application can be verified. Please read this infoermaticn carefully and
submit the proper documeni(s) to me within ten days. Eailure fo provide this information
within the allotted ten day period will result in the loss of (free/reduced) meals
for ~{name).

Child nutrition programs are available to all children without regard to race, color,
disability, national origin, gender or age. If you believe you have been discriminated
against because of race, color, naticnal origin, age, gender or disablility, write to the
Administrator, Food and Nutrition Service, USDA, Park Center Drive, Alexandria, Virginia
22302. If you require further information or need assistance, please call me at

Sincerely,

Principal

School

Street and/or Post Office Box

Zip Ccde

QZETHANPATMEX .
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SOCIAL SECURITY NUMBERS

If you do net show that you receive food stamps or AFDC for your child, you must show
papers that prove your income and you must list the social security number of each adult
household member. Write the word "none” if an adult household member does not have
a social security number.”*

1 R S B U S TR NN B S
2 = S S S CRN S S N S S
3 — Y S SR TR S LY S SN B
4 = T Y S CUY SR CUN U SR S
5 _ DA SV LI S L B SR S
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*Privacy Act Statement: The National School Lunch Act requires that, unless you show
that you receive food stamps or AFDC for your child, you must provide the social security
number of each adult household member cr indicate that the housshold member does not
have a social security number. Provision of a social security number is not mandatory, but
if a social security number is not provided for adult househeld member who signs the
application or an indication made that the adult househeld member does not have a social
security number, benefits will be terminated. The social security number may be used to
identify househcld members in verifying the correctness of information stated on the
applicaticn and continued eligibility for the program. These verification efforts may be
through program reviews, audits, and investigations and may include contacting employers
to determine income, contacting a food stamp or welfare office {o determine current
certification for receipt of food stamps or AFDC benefits, contacting the State employment
security office to determine the amount of benefits received and checking the
documentation produced by househeld members to prove the amount of income received.
These efforts may result in a loss or reduction of benefits, administrative claims or legal
actions if incorrect infermation is reported. This information must be provided to the
attention of each aduilf household member disclosing his/her social security number.

D207tPCOMEX _
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

PARENT INFORMATION
PROOF OF INCOME FOR FREE OR
REDUCED PRICE SCHOOL MEALS

DOCUMENT PROVING ELIGIBILITY FOR FREE/REDUCED MEALS

YOU ARE REQUIRED TO PROVIDE A COPY OF AT LEAST ONE DOCUMENT that
proves the eligibility cf your child/children for free or reduced price meals. The instructions

~ below tell you which documenti(s) you need to provide. The document(s) will be kept
confidential.

1. 1 IF YOUR HOUSEHOLD RECEIVES FOOD STAMPS, you may provide ONE of the
following documents:

Food Stamp Certification Nctice Letier sent to you by the Food Stamp
Officg.” '

OR

A letter from the Food Stamp Office stating that you receive Food Stamps.

OR

2. | IFYOU DO NOT DO #1 AND ADULTS IN YOUR HOUSEHOLD ARE WORKING,
you must provide one of the fellowing decuments for EACH warking person:

A current paycheck siub;

OR .

A pay envelope showing your total gross pay;
OR

A letter from the employer stating your total gross pay;
OR

Self-employed persons must provide a copy of a recent sales tax statement.
or FICA form or last quarterly tax estimate.

OR

U208t PCONMEX
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3. | IFYQOU DO NOT DO #1 OR #2 AND NO ADULTS IN YOUR HOUSEHOLD ARE
WORKING, you must provide copies of documents for all sources of household
income.

IF SOURCE OF HOUSEHOLD YOuU MUST PROVIDE:

INCOME IS:

Public Assistance (welfare, Your benefit notice from Welfare

AFDC) Agency

Unemployment Compensation Your netice of eligikility from State
Employment Security Office

Social Security/Black Lung Your SSI/Black Lung eligibility

SSi letter or your Social Security
Retirement benefit letter

Alimeny or Child Support The court decree or agreement or
other documentation

Disability or Werkmen's The disability award letter or

Compenszation check stub

Veterans benefits The benefit notice from VA

OR

4. | IF YOU DO NOT DO #1, #2 or #3 AND YOU REPORT NO INCOME ON YOUR
APPLICATION, you must attach a brief note explaining in writing how your
household pays for food, clothing and housing and when you expect to have
income.

You must provide this documentation te the schocl within ten {1C) days.

T20BIPOOMEX —2




PROCEDURES FOR DEVELOPING A CONSISTENCY CHECK FOR VERIFICATION

OBJECTIVE:

To provide a uniform method for verifying information on free/reduced
meal applications.

Depending on the household situation, the following consistency checks must be made
for each approved application selecied:

STEP 1

STEP 2

QZOFRGPCOMER

Anproved zboplicants documenting food stamp eligibility

Check the documentation carefully against the application to ensure
that:

--the household 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 verificaticn is complete.

If the food stamp documentation does not confirm the household's
participation in the program then fellew-up is required. The parent
letter Difference Between Documentation and Application,
Exhibit 21, asks for either clarification or submissicn of a new
application to avoid terminaticn of the child's benefits.

Apocroved applicants not documenting food stames but receiving wages

Compare tha documentation of total income to the income guidelines
for free/reduced price meals. If the amount falls within the appropriate
income guidelines, then verification is complete.

If the income on the documentation and the approval for free/ reduced
price meals are not consistent, reprocess the application based on
documented income. The student's eligibility may change. If the
student's eligibility changes, send the parent letter Difference Between
Documentation and 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 documentation or submit a new

application.

Attach a copy of this lefter to the application in question. File these
inconsistent applications separately until the requested information is

received.

(OVER)




STEP 3

STEP 4

Q20NAPODMEN

Approved applicanis not documenting focd stamps and not receiving

wages but documenting all sources of household incoms

Upon receipt of the requested information and/or documentation, chack
it for consistency. If the information/documentaticn passes the
consistency check, verification is complete. Refile the application and
update documentation in your original free/ reduced application 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 applicanis not documenting food stamps, wages or any
source(s)_of income repoerting in writing how their household pays for
food, clething and housing

Review the written statement submitted with the application. Classify 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 price meals.

FOOD STAMP ELIGIBILITY
Wrong family

Not current for last month

Other

PAYCHECK STUB, PAY ENVELOPE, LETTER FRCM EMPLOYER, SELF EMPLOYED
PROOCF OF INCOME

Not current for last month
Income reported higher than on application
Income reported lower than on application

Other

BENEFIT NOTICE/LETTER OR COPY OF CHECK FROM

Not current for last month _ | _
[ncome reported higher than on application

Income reported lower than on appelication

Other -

(OVER)
C2t2POOMEX .
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WRITTEN STATEMENT EXPLAINING NO HOUSEHOLD INCOME

Statement shows that there is income

Statement does not fully explain household conditions

QOther
As a resuit of this difference, unless you can provide adequate procf of eligibility within ten
(10) days (by ) or submit a new applicaticn (enclosed), benefits to
your child will;

— Change from reduced price meals to free

This change wili occur enly if you contact the school by the date listed above tc
explain the difference.

__ Change from free meals to reduced priced mezalsat$__ forlunch and
% for breakfast. o
Be stopped.

This change will remain in effect until you provide the information required. If you have any
other proof to submit, please send it 1o the schocl and this decision will be reconsidered.
Failure to reply within ten (18) days will result in the change noted above.

You may reapply at any time during the school year if your eligibility circumstances
changes.

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

If you do not agree with this decision you may reguest a hearing by contacting
(hearing officeryat _.______ {county office).

If you request a hearing, yeur child will continue to receive free or reduced price meals until
the decision of the hearing official is made.

If you believe you have been discriminated against because of race, color, national origin,
age, gender cr diszbility, write to the Administrater, Food and Nutrition Service, USDA,
Park Center Drive, Alexandria, Virginia 22302.

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

Sincerely,

School Principal

02102 POOMEX —- . 2




PROTOTYPE LETTER TO PARENTS/GUARDIANS
FAILURE TO SUBMIT DOCUMENTATION

Date

Dear

You recently received a letter dated

asking for proof of income related to free and reduced price meals that your child

receivas,

Since we have not received the information requested, a loss of (free/reduced) price

meal benefits will result as of (date).

Program benefits and service are available to all participants, without regard to
race, color, gender, age, national origin or disability. [f you believe you have been
discriminated against because of race, coior, gender, age, naticnal origin or disability,
write to the Administrator, Food and Nutrition Service, United States Department of
Agriculture, Park Center Drive, Alexandria, Virginia 22302

Sincerely,

Principal

0230t POOMEX -
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Office of Child Nutrition
Charleston, West Virginia 25305

SUMMARY REPORT TO COUNTY OFFICE
SCHOOL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Scheol

Method Used for Application Salection:
RANDOM SAMPLING NUMBER VERIFIED
FOCUSED SAMPLING NUMBER VERIFIED

Date of Application Selecticn for Verification

Date of Completion of Verification Procedure

Selection Procedures are on File at the School YES NO

1. Total Number cf Applicaticns on File on Day of Application Selecticn (do not
include direct certification)

FREE
REDUCED
TOTAL

2. Action Taken on Applications Verified
VERIFIED, NO CHANGE
FREE CHANGED TQ_REDUCED

. FREE CHANGED TO PAID

REDUCED CHANGED TO FREE
REDUCED CHANGED TO PAID

TOTAL

SIGNED o i , Principal

DATE - =

0211 EIPGOMEX ' _
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Office of Child Nutrition
Charleston, West Virginia 25305
SPONSOR'S SUMMARY REPORT
SCHOOL VERIFICATION FREE/REDUCED MEAL APPLICATIONS

Name of Sponsoring Agency

County

Method Used for Application Selection:
Randaom Sampling Number Verified
Focused Verified Number Verified

Date(s) of Appiication Selection for Verificaticn

Date of Completion of Verification Procedure

Selection Procedures Are on File at the School Yes No

1. Total Number of Applications on File on Day of Application Selection (do not
include direct certification)

FREE -
REDUCED
TOTAL

2. Action taken on applications verified
VERIFIED, NO CHANGE
FREE CHANGED TO REDUCED
FREE CHANGED TO PAID
REDUCED CHANGED TQ FREE
REDUCED CHANGED TO PAID
TOTAL

SIGNED _ DATE
Sponsering Agency

SUBMIT ANNUALLY TO THE WEST VIRGINIA DEPARTMENT OF EDUCATION
ON OR BEFORE JANUARY 10.

0 2d/POOMEX
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SAMPLE HOUSEHOLD NOTIFICATION FOR
- DIRECT CERTIFICATION

Date

Dear

{Parent or Guardian)

Your child(ren), listed below, has been approved o receive one free schoo!
breaxfast and one free school lunch EACH DAY at schice! during the 1995-86 school year.
No further application is needed to receive these nutritious meais.

Your household is automatically entitled to receive free meals at school because of
participation in the Food Stamp Program or Aid to Families with Dependent Children
{AFDC). If you do NOT want your child approved to receive free meals, please write to
your school principal within ten (10) days stating that you refuse this benefit for your child.

If at any time your household becomes ineligible to receive food stamps or AFDC
penefits, you are required to immediately notify the school cr the county board of education
of the change in eligibility. You may then request an Application for Free/Reduced Price
Meals and apply for school meals based upon family income and family size. Child
nutrition programs are available to all children without regard fo race, color, disability,
national origin, gender, or age.

Your enrolled child's eligibility for meals at school will be kept confidential. The
schoo! is eager te help the family to provide the best possible opportunities for your chiid's
success.

Sincerely,

County Food Service Director

Name(s) of Child(ren):
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REPORTING PROCEDURE

A daily record of the actual number of meals and/or milk served students and adults shall
be maintained on Form WVDE 43-10-30-S (Daily Record of Program Operations) [G - 30.1]
completed according to instructions [G - 30.2]. The report must be detailed daily at each
participating school by a responsible person. The monthly claim for reimbursement is
based on information recorded on this report. The completed form is submitted to the
School Foed Authority (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 identical infermatien as that required on form
WVDE 43-10-30-S.

At the end of each monih during which meals and/or milk were served to students, a
menthly financial report, Form WVDE 43-10-31 (Monthly Financial Report) [G - 30.3] is
ccmpleted by each participating schocl according tc instructions {G - 30.4]. Schocls in
counties with centralized purchasing and accounting do nct need tc complete the
WVDE 43-10-31 monthly. Financial data provided cn this report is the basis for justifying
reimbursement paymenis. The completed report is submitted to the SFA on or before the
fifth day of the succeeding calendar month or as required by the SFA. A ccpy will also be
filed at the school.

The SFA is responsible for sending copies of the five following monthly or annual
consolidaied reports or appropriate computer printouts to the respective WVDE

coordinator: |

VWVDE 43-10-30-S (Daily Recerd Of Pregram Operations) [G - 30.1]
WVDE 43-10-31 (Monthly Financial Repori) [G - 30.3]

WVDE 43-10-30 (Monthly Claim for Reimbursement) [G - 30.5]
Speonscer's Summary Report (Verification) [F - 30.17]

WVDE 43-10-32 (Annual Repori) [G - 30.8].

bWl

All reports, invoices and other recerds pertaining tc the Child Nutrition Program at both the
school and SFA leve! are {0 be maintained for three years plus the current year.
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REPORTING DEADLINES

WVDE 43-10-30 (Monthly Claim for Reimbursement) - Monthly claims for reimbursement

are due the 10th of the menth succeeding the monthly period being claimed. Payment of
claims received after the cui-off daie will not be paid uniil the following month. Claims
submitted after the federally mandated €0-day cut-off cannot be processed unless
authorized by the Uniled States Department of Agriculture (USDA).

WVDE 43-10-31 {Monthly Financial Report) - Financial data is to be collected and
documented monthiy on the WVDE 43-10-31 (Menthly Financial Repeori), however,
submissicn cf this infermation to the West Virginia Department of Education (WVDE) is
required quarterly on the following dates.

October 15th
January 15th
April 15th
July 15th

WVDE 43-10-32 (Annual Report) - The West Virginia Department of Education (WVDE)
will collect year-end information through the use of an Annual Report Questionnaire. The
guestionnaire will he mailed to each county beard of education during the month of June.
Data collected on the questionnaire and informaticn reperied on the Monthly Financial
Report will be used to generate an Annual Repori. The Annual Report will be constructed
at the state level and sent tc each county schecel board for verification by the county's foed
service direcior and treasurer/schocl business cofficial.

The correct and complete Annual Report shall be on file at the \West Virginia Department
of Education (WVDE) pricr to September 30th c¢f the following fiscal year. Claims for
reimbursement will not be processed pending proper completion and acceptance of the
prior year's Annual Report. :
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REIMBURSEMENT PROCEDURE AND POLICY

Each School Food Authority (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. Fofm WVDE 43-10-30 is submitted to the West Virginia Department of
Education (WVDE) on or before the tenth day of the succeeding month tc claim
reimbursement for eligible meals and/or milk. Payment of the claim for reimbursement is
made to the SFA which will ferward the apprepriate amounts fo the individual schocls.

The WVDE shall make reimbursement payments to SFAs and/or schools only in
connecticn with meals meeting the requirements of a2 reimbursable breakfast or lunch.
Second meals _and/or second helpings served to students are not eligible for
reimbursement. In no case shall reimbursement be claimed for meals and/or milk served
to adults. ~

Average and/or maximum reimbursement rates [G - 30.6] are determined by the United
States Depariment of Agriculiure (USDA) for pregrams operating under the National
School Nutriticn Act. Since these rates are subject to change, only the current rates are
included and will need to be updated periodically. SFAs which served 80 percent more
free or reduced price meals during the second preceding year are entitied to a higher rate
of reimbursement for lunch.

In all cases, the total reimbursement paid to an SFA and/or schocl shall not exceed the
actual aliowabie costs of preparing and serving the meals for which the reimbursement is
claimed. -

Since September, 1885, WVDE has established the 10th 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 menth. Federa! regulations require all county claims for
reimbursement to be submitted to WVDE no later than 60 days after the end of the month.
Claims received after the 80 day cui-off cannot be paid unless authorized by the United
States Department of Agriculture,

Reimbursement rates to schools within a county may be varied so long as these do noct
exceed the maximum rate on the list of reimbursement rates {G - 30.6]. The SFA will
receive cnly 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 scheol or schools in crder to allocate only the total amount of
reimbursement received. Such schools receiving higher than standard reimbursement
rates must be able to document costs for preparing and serving meals io justify the higher
reimbursement.
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ACCURATE (ACCOUNTABLE) RECORDS: PARTICIPATION

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

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

all meals served to all adults (program and nonprogramj,

all meals served as “"second meals" and/or other non-reimbursable meal service;
a la carte breakiast sales;

sale of extra milk; and

catered meais.
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ACCURATE (ACCOUNTABLE) RECORDS: INCOME

Records and receipts documenting income to the program shali be maintained by a
responsibie person in the school in accordance with the procedures listed below:

e Al income to the pregram shall be preperly receipted, reported and deposited.

e There must be separate deposit slips which list only monies deposited to the child
nutrition account. '

e Financial reports must reflect accuraie cash balances, cash due the program,
source of-cash due the pregram and all invested funds with accruing interest.

e Bzd debts are non-allowable costs to the child nutrition program. Payments for bad
debts are not repcried as new program income.
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ACCURATE (ACCOUNTAELE) RECORDS: EXPENDITURES

The United States Department of Agriculture (USDA) instruction, Food and Nutrition
Service (FNS) Instruction 796-1, Revision 2, requires that ali expenditures from the child
nutrition account be supported by scurce documents which adegquately identify the use of
program funds for program purposes. All source documents will identify direct allowable
program costs as reported on Form VWWDE 43-10-31 {Monthly Financial Report) [G - 30.3]
at the school [evel.

USDA regulations require that the School Food Authority (SFA) maintain effective control
over, and accountability 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 costs
at the school level. Therefore, all recerds, reports, ifemized invoices and labor vouchers
to support program expenditures shall be maintained at both the school and the SFA levels
for the required length of time of three years in addition to the current year.

Income accruing from operation of the child nutrition program may be used for program
purposes but not for:

¢ purchase of land;

e acguisition or construction cf buildings; and/cr
e addition(s) to existing buildings.
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ALLOWABLE COSTS: FOOD

All focds purchased with school child nutrition program funds shall be suppcried by
itemized inveices which list as a minimum:

specific food items;
amount purchased;
cost per unit;

total cost; and
purchase date.

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

A cash register tape without a separate itemized lisiing 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 United States Department of Agriculiure
(USDA) foods or the value of missing inventory items (including stolen food).

When food and non-food items are listed on the same itemized invoice, the costs shall be
separated and reported in the appropriate categories on Form WVDE 43-10-31 (Monthly
Financial Report) [G - 30.3].

The School Food Authority (SFA) shall ensure that the cost of food claimed for meal
reimbursement 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,
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ALLOWABLE COSTS: MILK

ltemized, signed invoices must be available to support the cost of all milk used in child
nutrition programs. The School Food Authority (SFA) shall ensure that the cost of milk
reported on Form WVDE 43-10-31 [G - 30.3] inciudes only milk used for meals and the
sale cf extra milk in child nuirition programs.

The child nutrition program funds may not be used to pay for milk or other beverages sold
in the school if the proceeds do not accrue to the child nuirition 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.

G-8
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ALLOWABLE COSTS: LABOR

ltemized, signed documeniation of labor costs must be on file at the schocl to support the
cost of laboer, which may include:

e salaries of school food service personnel including fringe benefits such as social
security, retirement and workers compensation:

e salaries of students who are employed in child nutrition pregrams; and/or

e direct salary costs of non-cooking perscnnel with specific food service
responsibilities as documented by function and time sheets.

The School Food Authority (SFA) shall establish controls to ensure that no labor cost be
claimed for federal funds more than cnce. Therefore, partial salary payments to
secretaries, clerks, principals, teachers, custodians, truck drivers or any other SFA
employee included in data used to obtain West Virginia Department of Education (WVDE)
indirect cost rates, are not allowed as direct labor costs. In addition, supplemental
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 employee or for time spent beyond the regular working hours.
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ALLOWABLE COSTS: SUPPLIES AND EXPENDABLE EQUIPMENT

Supplies and expendable equipment necessary for the operation of child nutrition
programs shall be supperted by itemized invoices signed by the person who received the
items.

Expendable equipment is equipmeni with a useful life of one year or Iess or with an
acquisition cost of less than $50C.

The Scheol Food Authority (SFA) shall ensure that all supplies and expendable equipment
purchased with school food service funds are used only for the direct operation of child
nutrition programs.

Garbage bags, detergents and other supplies used for purpcses other than schoo! food
service are not allowable child nutrition pregram expenses.
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ALLOWABLE COSTS: NON-EXPENDABLE EQUIPMENT

Non-expendable eguipment includas all food service equipment with a useiul life of more
thar one year and an acquisition cost of $500 or more.

Depreciation is the expense associated with physical deterioration of equipment and
consequent loss of value. Depreciation may be claimed as a direct cost for reimbursement
purpcses. All depreciation claimed as child nutrition program costs for federal
reimbursement must be documented by the School Feed Authority (SFA). See G - 20 for
instructions cn depreciation.
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ALLOWABLE COSTS: INDIRECT

In addition to direct costs of operating child nutrition pregrams, indirect costs are incurred.
Indirect costs are those which contribute to the cost of preducing a meal but are not readily
identifiable tc the child nuirition account, such as custodial services. United States
Department of Agriculture (USDA) policy allows these to be claimed by the School Food
Authority (SFA) for reimbursement purposes. The allowabie indirect costs of an SFA shall
be determined through the use of an indirect cost rate applied tc all expenditures except

food, on an annual basis.

Financial data fo obtain the indirect cost rate is submitted to the West Virginia Department
of Education (WVDE) Bureau of Finance and Administration by the SFA. The responsibility
for the develepment and assignment of indirect cost rates for public schools is shared by
the USDA and the WVDE. '

G-12
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NON-ALLOWABLE COSTS

United States Depariment of Agriculiure (USDA) Food and Nutrition Service (FNS)
Instruction 788-1, Revision 2, lists areas of costs which are not eligitle for inciusion in
claims for payment from USDA funds and are not allowable costs from the child nutrition
acceunt. These are:

C140id/POOMI(CO]

loan repayments;

bad debis;

fines and penaliies;

interest and financial costs;

iegislative expenses or executive directicn;

contingency reserve contributions; _

depreciation or use allowance for publicly owned buildings and improvements;
direct labor costs for adminisirative personnel above the school food service
employee level without direct program responsibility;

USDA dcnated food or cash received in lieu of food;

other donations of cash, services and goods;

equipment depreciation cests for:

a. items which have been fully depreciated:;

b. items in storage for future use or disposal; and

c. that portion of the equipment purchased with federal funds.

capital expenditures for:

a. land or construction; and

b. facilities;

occupancy by contractual agreements which are classified as rental-purchase or
leased with an option-fo-purchase; and

cost associated with sales or service to adults and cther a [a carie sales.
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SHARED COSTS

Equipment such as computers, typewriters, copy machines or calculators may be
purchased for use jointly by the child nutrition and instructional programs. Cost of the
equipment shall be pro-rated according to {ime of use by each program. Documentation
of the time study must be kept on file at the schoocl and School Food Authority (SFA).
[G - 30.14] In no case shall the child nutrition pregram pay more than the proportional
share of the tctal cost of the equipment.

Only the child nuirition program's share of the cost may be included in the calculation of
depreciation. -

- . G-14
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PROCUREMENT STANDARDS

United States Department of Agriculture (USDA) regulations provide standards for the use
of the child nutritien program funds. These standards ensure that the procurement of
supplies (including food and equipment) and services is in compliance with applicable
federal law and executive orders. A complete description cf the procurement standards
for child nutrition programs is found in 7 CFR Part 3015.180 or Attachment O, OMB
Circuiar A - 102.

Each School Foéd Authority (SFA) shall maintain a written code of conduct to govern the
performance of its employees who have the authority to contract or expend program funds
which shall provide for disciplinary action for violators of such standards. No person shall
solicit nor accept personal gratuities, favors or anything of material monetary value from
contraciors and vendors or potential contractors and vendors.

Ali proecurement transactions, regardless of method or dollar value of purchase, shall be
conducied in a manner which will provide open and free competition. Positive efforts shall
be made to uiilize small businesses and minority-owned businesses as sources of supplies
and services. The cost pius a percentage cf cost contract type shall not be used. A
firm-fixed-price contract or cost reimbursable contract is allowable.

Each SFA shall also have written selection procedures for procurement. Federal
regulations require agencies receiving federal funds to obtain price quctations from an
adeguate number of gualified sources (three) and tc purchase from a responsible vendor
quoting the lowest price.

Regulations specify that formal advertising or competitive sealed bids must have complete
and adequate, written specifications; such descripticns, however, shall not contain features
which unduly restrict competition. If a particular brand is specified, a clear description of
the specific featires which must be met shall be clearly stated. The invitation to bid must
be publicly advertised and all bids shall be opened publicly at the time and place stated in
the invitation to bid. A firm-fixed-price ceniract shall be awarded to the lowest, respensible
bidder. Any bid may be rejected when there is documentation of unsuccessful bidder
rerfermance. =

All written contracts should contain a Certification Regarding Debarment [G - 30.18] and
a Non-Collusion Affidavit [G - 30.17].

Contracts awarded for an extended period of time or recurring centract renewals could be
considered a violation of providing the oppertunity for cpen and free competition.

Pregram aids tq assist with purchasing are available from the West Virginia Department
of Educaticn (W\/DE) or the SFA. School personnel may contact these offices for technical
assistance.
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EXCESS BALANCE - NET CASH RESOURCES

The West Virginia Depariment of Education (WVDE) shall review annually the net cash
resources [G --30.8] reporied by the School Food Authorities (SFAs). If the net cash
resources exceed three months necrmal cperating costs then:

e g justification letter must be filed with the WVDE stating a short term pian of action
for use cf the funds; or

e adjusiments in the rates of reimbursement shall be made until the net cash
resources cof the SFA are reduced to the required level,

In turn, the SFA shall review annuaily the cperating balance reported by the schools under
its jurisdiction.
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CONSOLIDATION OF SCHOOLS

The WVDE 43-10-30S (Daily Record of Pregram Operations) for individual schools are
consclidated by the School Food Authority (SFA) into the WVDE 43-10-30 (Monthly Claim
for Reimbursement). All SFA's are required to do daily edit checks for their individual
schools (from the WVDE 43-10-308) before submissicn of their Claim for Reimbursement
(WVDE 43-10-30). Failure to do edit checks as required by federal regulations
[5210.8(a)(2) ard (3)] ceuld lead to forfeiture of the Claim for Reimbursement.

The complete instructions on how to perform daily edit checks can be found in the
AccuClaim Manual {pages 20-25). The recommended form to be used in performing the
daily edit checks is exhibit G - 30.15. After the dzily edit checks are performed and the
schools are consolidated, child 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 tc
the number of students invclved.
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PRICING OF ADULT MEALS

Meals served to teachers, administrators, custodians and other adulis, such as scheol
patrons, elderly volunteers and Foster Grandparenis 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 voluntary agencies) are sufficient
to cover the meal costs. The charge for adult meals is determined by the county board of
education and approved by the Department of Education in the Agreement between
School Food Authority (SFA) and State Agency. It is recommended that the charge(s) be
establishad at or near the county per meal costs. Adult meals are not reimbursable nor
counted in the commodity aliocation entitlement.

Meals served to adults who are directly involved in the operation and administration of child
nutrition programs may, at the discretion of the SFA, be furnished at no charge. As such,
their cost may be fully aftributed to the nonprofit child nutrition program operation and
supported by revenues to the child nutrition program. These meals shouid be shown as
program adult meals. [Column & or 12 on form 43-10-308] School employees who
supervise during the lunch or breakfast periods, sell tickets or perform other duties directly
related to the food program should de s¢ on a centract basis as described in State Code
18A-4-14 and 18A-4-16.

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

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

D44 POOMICO) g G d 18




INVENTORY RECORDS

The physical or perpetual inventory is necessary to document food and supply costs as
required on the Monthly Financial Report, Ferm WVDE 43-10-31 [G - 30.3]. United States
Depariment of Agriculiure (USDA) donated focd items must be inventoried separately.
{See the Donated Foods section). These inventories shall be maintained by a responsible
person and copies shall be kept on file at the schoo! for one year fcllowing the date on
which they are prepared. The "cost of focd used” as claimed for USDA reimbursement
shall nct include the value of USDA donated foods or missing inventory items, including
stolen or spoiled food. A suggested perpetual inventory form is shewn [G - 30.8].

A child nutrition program inventory of iarge equipment shall be maintained by a responsible
person for each participating school. USDA regulations require a reconciliation of
equipment on hand at the end of each school year. All focd service equipment which has
fully depreciated must be removed from active inventory. Any new cr 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 Food Service Equipment Assistance (FSEA) acccunt toward the purchase of a
specific item cof equipment shall be subtracted from the item's reported purchase and
installation price. Suggested inventory and depreciation fcrms are shown [G - 30.10,
G-30.11, G-30.12].
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EQUIPMENT DEPRECIATION

Each school must maintain a2 complete equipment inventory file which lists all
non-expendable equipment [G - 30.11]. The inveniory will include;

an assigned inventory number for each piece of equipment;

all equipment on hand for program use which has been purchased with an
acquisition cest of $500 or more;

serial numbers where applicable;

the month and year of installation;

the month and year of initial depreciation;,

the acquisition cost;

the amount of Food Service Equipment Assistance (FSEA) funds, if any, received
for equipment items on the inventery;

the adjusted cost to the child nutrition program (acquisition cost less FSEA funds
recejved); and

life termination date.

The method described is straight line depreciation in which non-expendable equipment is
fully depreciated upon completion — of its useful life. Once an inventory file has besn
established, the total value of equipment will be changed annually only when a new piece
of equipment is added, traded, scrapped or fully depreciated.
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USDA FOOD SERVICE EQUIPMENT ASSISTANCE

Althcugh Public Law 97-35 discentinued the Food Service Equipment Assistance (FSEA)
Program which was previously available, equipment funded or partially funded with FSEA
funds must comply with the following property management requiremenis contained in
United States Department of Agriculture (USDA) regulations:

Disposition procedures [G - 30.13] must be followed when equipment is no longer
needed for program purposes or when participation in the child nutrition program of
the West Virginia Department of Education (\WVDE) is discontinued.

Title for the equipment is vested in the purchaser.

Records shall be maintained which include a description of the equipment,
manufacturer's serial number (or assigned identification), the acquisition date and
cost, source or vendor, amount of FSEA funds, current location and use, and all
final disposition data.

A physical inventory shall be conducted by the School Food Authority (SFA) at least
once every two years.

Controls to prevent loss, damage or theft of the equipment and adequaie
maintenance shall be provided.
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GUIDELINES FOR PURCHASE OF COMPUTERS
FOR AUTOMATION OF SCHOOL FOOD SERVICE FUNCTIONS

Computers may be utilized to assist with several tasks related to the operation of child
nuiriticn programs at both the school and sponsor levels. Administrative functions may
include, but are not limited to, approving free and reduced price meal applications,
maintaining a master list of students, assisting with point-of-service count, preducing daily
and monthly reports and documenting revenues and expenses. Meal service functions
may inciude maintaining inventory records, decumenting foed 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 speonscrs are investing in computers to assist with program tasks,
adequate documentation must be maintained to jusiify expenditure of program funds for
this purpose. )

Sponsors should approve all purchases made by individual school programs to ensure that
hardware (including printers and modems) and software purchased with program funds will
be compatible with the sponsor's plan for automation of child nutrition reporting. Since the
State Agency is currenily using IBM hardware, schools and spensors 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 cost or pro-raied. Adequate
documentation is required for eiiher of these,

To 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 (inciuding
printers and mddems) and software must be accessible at all times for use by personnel
who are responsible for the varicus food service tasks. _

If child nutrition funds purchase equipment on a pro-rated basis, the hardware and
software must be located in a "general use” area of the scheol for accessibility. For
example, private offices and classrooms would not be considered "general use" areas.

For pro-fated usage, records must be maintained to document usage by time (or cther
means) for focd service functions. The records must justify the pre-rated portion of
expenditures for hardware, (including printers and modems) software and other supplies
paid by child nutrition funds. [G - 30.14]

0140td/POOMI(CO} = G - 22
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WEST VIRGIHIA DEPARTMENT OF EDUCATION
CHARLESTON, WESY VIRGINIA 25305

DAILY RECORD OF PROGRAM OPERATIONS

Participation, Schaool Braskfast Program and National Schogl Lunch Program

SPONSOR MONTH 19 -
FOOD SERVICE PROGRAM MILK CASH RECEIVED FROM SALES OF Cash Cash Total
SCHOOL BREAKFASTSILUNCHES Recewed From From Cash
Sale Of Extra Otheyr Reacasved
DATE Milk Sales
Total Total Extra Othaer Children's Adutt
Mumbar Purchased Served With Meats Milk Soid Milk Uzed Payments Payments
(23) {24} (optional) (25) {28) {optional) {27) 71 (29} (30} {31)
"1
_,
i
i
TOTALS
{32) Lass Bad Checks
Total Meal Paymeals
|
| certity that to the best of my knowledye, this record s true and corract In 21l raspects. Applications for fres and raduced price meals ars on file.
Signed Title Data
SHGIFORMED

WVDE 43-10-305

{Revised 6/95)




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

MONTHLY FINANCIAL REPORT

SPONSOR MONTH 19
EXPENDITURES FOR NON-ALLOWAELE COST CATEGQORIES
FUNDS REDUCTIONS OR Indirect Fines And Loan Petty Thelt/ Other TOQTAL
PAYMENTS MADE FOR: Cost Panalties | Repayments Cash Spoilage
Charges Fund Replacement
(A) (B) (©) (D} (E} (F (G)
1. Totals Paid
2. Amounts Outstarnidring )
EXPENDITURES FOR PREVIOUS YEAR ALLOWABLE COSTS
PAYMENT OF PREVIOUS __ Faed Milk Labor Equipment Supply/Repair Total
YEAR OBLIGATIONS FOR: & Service
{A) (B) <) (D) (E} (F}
3. Tota!s Paid N
4. Amounts Gutstrarndring =
EXPENDITURES FOR CURRENT YEAR ALLOWABLE COSTS
PAYMENT OF CURRENT Food Milk Laber Equipment Supply/Repair Total
YEAR OBLIGATIONS FOR: & Service
(&) (3) <) (o) (&) (F)
5. Totals Paid o
| 8. Amounts Outstanding
SPONSOR'S DIRECT PAYMENT Food Milk Laber Equipment Supply/Repair Total
OF CHILD NUTRITION & Service
QBLIGATIONS FOR! (a) : (8} [(o3] fin)] (E) (F)
L 7. Previous Yea; Eills |
13. Current Year Bills
b. Amounts Qutstanding

WVDE 43-10-31 Revised /85

Cadwdk UMsd

G - 30.3




SPONSOR

MONTH ) 19

10. RECEIPTS FOR CURRENT SCHOOL YEAR

COLUMN 1

COLUMN 2

Reimbursement
Pariod

Amounts

A. Breaklfast Reimbursemant

B. Lunch Reimbursement

Special Milk Reimbursesment

Czsh Cellacted - Chlld

Cash Collzcted - Adull

Cash Collected - Milk

Cash Collectad - Dther

z|lofm[m|ofe

{-) Leez Bad ChecHs

State Ald (Matching)

Sponsors Contribution (Formula)

Caterad

x|

Loans

M. Rebates - Food

Rebates - Suppliss

Qiher

intarest

plrjel=

. TOTAL RECEIPTS

11, FINANCIAL STATEMENT
A. Cpening Child Nutrition Fund
Balance {Cash Plus Invested
Funds)
E. Total Receipts (Item 10Q) *
C. Total Funds Available =

D. Non-Allowable Meal Costs
{item 1G) .

E. Allowable Costs
(Item 3F + [tem 5F) :

F. Closing Child Nutrition Funds

G. Amount of Item 11F That
Is Invested

i2.

13,

VALUE OF INVENTORY
Complete Annuzlly on May/June Report

A. Purchased Foods Inventory  §

--B. Supplies inventory $
. C. Government-Donated Foods  §

EQUIPMENT DEPRECIATION
Complete Annually on May/June Report

A. Estimated Value of Equipment
on Inventory 5

B. Less Value of Equipment ‘
. Purchased Wit FSEA Funds

C. Adjusted Value of Equipment
Inventory

D. Annual Depreciation
{(ltem C X 007 X 12} s

| certify that this report is,‘to the best of my knowladge, correct. Invoices are filed to support this report,

SIGNATURE - -

WVDE 43-10.21 Revised 5/35

TITLE

0¥ TORKED




West Virginia Department of Education
Chartleston, West Virginia 25205

USDA Child Nutrition Programs
Monthly Claim for Reimbursement

Month .18
Name and Address of Sponsor
SCHOOQL BREAKFAST
OTHER NON-
Severe SCHOOQL SPECIAL REIMBURSABLE
Regular Need LUNCH MILK SERVICE
Column A Celumn B Column C Column D Column E
1. Number of Schools/ e
Sites Approved
2. Number Operating
Program
3, Student
Enroliment
4. TOTAL NUMBER SERVED: MEALS N -~ MILK
{a) FREE 1/2 Pints Free
{b) Reimbursement:
Rate
{c) Claim 5 3 b s
{(d) REDUCED
(e) Reimbursement: -
Rate
f Claim § $ 5
(g} PAID Other Meals
= Setved:
{h) TOTAL 1/2 Pints Sald
(i} Reimbursement: -
Rate .
fn Claim s s $ s ;
5. TOTAL AMOUNT
DUE PROGRAM £ s s s
6. Average Daily #172 Fints
Partigipation Extra Milk:
7. Number Adult 112 Pints Adults
Meals

8. Average Cost Per One-Half Pint Milk Purchased
8. Number of Children with Approved Applications on File for
Free and/or Reduced Price Medls and Free Milk, Where Applicable Free Reduced

10. Number of days in ¢cperation

%Tcertify that to the best of my knowledge and belief this claim for reimbursement is true and correct in all respects; [
1 that records are available to support this claim; that it is in accordance with the existing agreement. ;
;
|

H Signature - Date
WVDE 43-10-30 Revised 1595 .

0J2E:ariFORMS2




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

REIMBURSEMENT RATES

SCHOOL YEAR 1995-96
(Effective July 1, 1985 - June 30, 1996)

TYPE OF MEAL REIMEBURSEMENT RATE

SCHOOL LUNCH

(a) Section 4 (All Lunches Served)
Sponsors serving less than 60%

free and reduced lunches, 1993-94 $.1725

Sponsors serving 60% or mere free

or reduced price lunches, 1893-94 1925
(b) Free = . - 1.8225
(¢} Reduced Price 1.2225

SCHOOL BREAKFAST

(@)  All Breakfasts served 1850
(b) Free B '
Regular Reimbursement 8025
Severe Need Reimbursement® .8900

(c} Reduced Price
Regular Reimbursement 5025
Severe Need Reimbursement® .6800

SPECIAL MILK _
(To be served only in schocls with
no other food service OR to split
session Kindergarten Children)

(a) Paid - 1125

(b) Free o L . Average cost per 1/2 pint

*Refer to the Policies of Operation Manual, Section B, Schocl Breakfast Program
concerning schools eligible for severe need reimbursement.

G - 30.86

0273 OOMEX




COUNTY BOARDS OF EDUCATION WITH 60% OR MORE
FREE AND REDUCED PRICE LUNCHES, SCHOOL YEAR 1993-94

D14 /POOMEX

Barbour Pccahontas
Boone Presten
Braxton Raleigh
Calhoun Randolph
Clay Roane
Fayette Summers
Gilmer Taylor
Lewis Tucker
Lincoln Upshur
Logan Wayne
Mercer Webster
Mingo Wyoming

McDowell




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

NET CASH RESOURCES

SUMMARY OF INFORMATION FROM SCHOOLS 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 accounts and county accounts.
(Ex: State Aid or reimbursements not yet distributed.)
3. Cash receivables ‘
(Charged meals not yet paid for, reimbursements
earned but not yet received.) ‘
4, Accrued earnings on investments (inferest earned
but not yet received).
5. Stocks, bonds, certificates of deposit, savings
accounts, other investmenis.
8. Other cash, or near cash (any cash resources
not reported above).
7. Total cash resources,
8. Cash payable (unpaid bills, encumbered funds,
loans to program).
8. Net cash resources (subtract cash payable -
item 8 - from cash resources - item 7).
10, Three months' operating costs
=3 =
Total Cost for previous year
COUNTY o DATE

SPONSOR

(For Private Schools And Residential Child Care Institutions)

PREPARED BY

WVDE 43-10-37a - 02151 POCMEX
G - 30.8




WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Programs
Charieston, West Virginia 25305-0330

PERPETUAL INVENTORY OF CONSUMABLE ITEMS

A ITEM B. UNIT SIZE
jof D. E. F. G. H. l
AMOUNT UNIT AMOUNT BALANCE | TOTAL VALUE
DATE RECEIVED VENDOR PRICE | WITHDRAWN | ON HAND | ITEM ON HAND

D21EdiP DOMEX

G- 30.¢




School District
Egquipment

EQUIPMENT RECORD

Energy Source:

Manufacturer

I

Manual

Model Number

Steam

Serial Number

Gas

Purchased From

Address

Date Installed

Electric

Warranty Information

Equipment Cost $§ -
zFood Sexrvice

Funding Source:

Inventory Numberxr

- Volts

LDepreciation Schedule:

Natural
Butane
Propane
BETU
Watts

]

amps
Phace

Federal Aid Page
QOther
Location
Service Record -
DATE WORK DCNE BY WHCOM CHARGES
Location Verification
DATE NAME DATE NAME DATE NAME
0217cdr /PO0MEX _

G- 30.10
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WEST VIRGINIA BEPARTMENT OF EDUCATION
Child Nutrition Programs
Charleston, West Virginia 286305

NON EXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE

COUNTY DATE
SCHOOL - EQUIPMENT - FEDERAL = ADJUSTED X .007 XiZ2=
VALUE SHARE LOCAL SHARE DEPRECIATION
Z20POCMEX -

G- 30.12
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WEST VIRGINIA DEPARTMENT OF EDUCATION
Child Nutrition Division
Charleston, West Virginia 25305

Name of School/Center,

COMPUTER USE TIME RECORD

(Documentation For Pro-rated Use/Cost)

Period From , 19 to .18
Time Usad For Time Used For
Date Child Nutrition Other Functions Name of Operator

Percent of use assigned to Child Nutrition =

Revised 11/12/85

{Child Nutrition Time = Total Time)

QT22tdrPOQOMEX

G- 30.14




XAROOA £ IPSLE T

STNANHNOD SINNOD | o[ Innoo LA o11d | 0] INnoD Ei g o114 | o | 1Nnoo IV "OITH | HLNOW
THIOL Sl arwa 19TTH aiva |\ Ay "HITA agy |\ | duda ‘o194 SN A0
A4 aivd At et ' | xdq
61 81 LT g1 BT ‘£T T i 6 ‘L ‘9 S
%07 A€ dav HINOW ISWT ddaNn = P
%02 A9 dA¢ HENOW ISWI d43A0 = O SINIWTTIOUNE IYIOL P
A9 x ATHIODTTH HEIAO = d ‘HINOW L$Wl dIvd dad 9% DAY} MOLOWI HEONYANALLY €
ATHIDITA UIAO = © SHINOM LSWT “day dav 2t HHINOW - 7 ¢
s=== KAM  (WIVIDN0OY) 2/¥ ==== ‘HINCHW LS¥I dddd ddv "8 {TOOHDS T
LATHSMHOM MDEHD LIAE ¥aA8/TOOHDS

[Ia}



Column

Woowbab
gOOH_E;:

®DOHESS

__A,_

ﬁOQHﬁES
Column
,OOHGEﬂ
Column

‘Column

Column

0231tde/ POCHES

SCHOOL/SFa EDIT

1. School

2, Month

3. Attendance Factor
"

4. ameH Enrollment

5. Day of the Month

6. Free Eligible

7. Free Fligible * bwwmﬁmwsnm Factor

8. ADP Free, preceding month

9, Free Meal Count

10. Reduced Price Eligible

CHECK

Column

O&Hﬁﬂb
Oﬂwsas
OJHGES
OQH:ES
Column
Column
Column

Column

WORKSHEET

i1,

12.

13.

14.

15.

16.

17.

18,

19,

Reduced Price Eligible * Attendance
Factor

ADP Reduced Price, preceding month
Reduced Price Meal Count
Paid Eligible

Paid mwwmpﬂpm * Attendance Factor
ADP Paid, preceding month
Paid Meal Count

Total Meal Count

Comments—-write in explanations for
any counts that exceed the edit checks




WEST VIRGINIA DEPARTMENT OF EDUCATION
U.S. DEPARTMENT OF AGRICULTURE

Certification Regarding Debarment, Suspension, Ineligibility
and Voluntary Exclusion — Lower Tjer Covered Transactions

This cerfification is required by the regulations implementing Executive Order 12548,
Debarment and Suspension, 7 CFR Part 3017, Secticn 3017.810, Pariicipants’
responsibilities. The regulaticns were published as Part IV of the January 30, 1888,
Federal Register (Pages 4722-4733). Copies cf the regulations may be cbtained by
contacting the Department of Agriculture agency with which this transaction originated.

(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS ON REVERSE)

(1) The prospective lower tier participant certifies, by submission of this propesal, that
neither it nor its principals is presently debarred, suspended, proposed for
debarment, declared inzligible, or voluntarily excluded from participation in this
transaction by any Federal department or agency.

(2) Where the prospective iower tier participant is unable to certify to any of the
statements in this certification, such prospective participant shall attach an
explanation to this proposal.

Name of Firm {Mendor) PR/Award Number or Project Name

Name and Title of Authorized Representative

Signature Date

118

G- 30,16




/18

INSTRUCTIONS FOR CERTIFICATION

By sighing and submitting this form, the prospective lower tier participant is providing the certification
st out on tha reverse sidz in accordance with these instrucfons,

The certification in this clause is a material representation of fact upon which reliance was placed when
this transaction was entered into. If it is later determined that the prospective lower tier participant
knowingly rendered an erroneous cerlification, in addition to other remedies available to the Faderal
gevernment, the department or agency with which this transaction originated may pursue available
remedies, including suspension and/or debarment,

The prospective lower tier participant shall provide immediate written notice to the person to which this
proposal is submitted if at any ime the prospective lower tier participant learns that its certification was
erroneous when submiited or has beccme erroneous by reason of changed circumstances.

The terms "covered transacticn,” "debarred,” "suspended,” "ineligicle,” "lower tier covered transaction,”
"partizipart," "persen," "primary covered transacton,” "principal,” "proposal," and "voluntarily excliuded”
as used in this clause, have the meanings set oui in the Definitions and Coverage sections of rules
implementing Executive Order 12548, You may contact the person to which this preposal is submitted
for assistance in obtaining a copy of those regulations.

The prospective lower tier participant agrees by submitting this form that, should the proposed covered
transaction be entered into, it shall not knewingly enter into any lower tier covered transaction with &
person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in
this covered transaction, unless authorized by the department or agency with which this transaction
originated. - .

The prospective lower tier participant further agrees by submitting this form that it will include this
clause titled "Certificaion Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion —
Lower Tier Covered Transactons,” without medification, in all lower ter covered transactions and in
all solicitations for lower tier covered transactions.

A participant in a covered fransaction may rely upon a certification of a prospective participantin a
lower fer covered transaction that 1t is not debarred, suspended, ineligible, or voluntarily excluded from
the covered transaction, unless it knows that the ceriificaticn is erroneous. A participant may decide
the method and frequency by which it determines the eligibility of its principals. Each participant may,
but is not required to, check the Nonprocurement List,

Nothing contained in the foregoing shall be censirued to reguire establishment of a system of recerds
in order to render in good faith the certification required by this clause. The knowledge and information
of a parfcipant is not required to exceed that which is normally possessed by a prudent person in the
ordinary course of business dealings.

Except for transactions autherized under paragraph 5 of these instructions, if a participantin a covered
transaction knowingly enters into a lower tier covered transaction with a persen whe is suspended,
debarred, ineligitle, or voluntarily excluded from participation in this transaction, in addition to other
remediss available to the Federal government, the department or agency with which this transaction
originated may pursue avallable remedies, including suspension and/or debarment.




WEST VIRGINIA DEPARTMENT OF EDUCATION
U.S. DEPARTMENT OF AGRICULTURE

NON-COLLUSION AFFIDAVIT

State of ; Contract/Bid No.
. S.8.
County of
[ state that:
[ am - of
(Title) Name of Firm (Vendon)

and that | am authorized to make this affidavit on behalf of the firm, and its owners, directors, and officers. | am the firm's
representative responsible for the price(s) and the amount of this bid.

(1)

)

©)

(%)

S

| state that:

The price(s} and amount of this bid have been arrived at independently and without consultation, communisation or
agreement with any other contracter, bidder or potential bidder,

Neither the price(s) nor the amount of this bid, and neither the approximate price(s) nor approximate amount of this bid,
have been disclesad fo any other firm or person who s a bidder or polential bidder, and they will not be disclosed before
bid apening.

No attempt has been made or will be made to induce any firm or persan to refrain from bidding on this contract, or to
submit a bid higher than this bid, or to submit any intenticnaily high or noncompetitive bid or other form of
complementary bid.

The bid of my firm is made in good faith and not pursuant to any agreement or discussion with, or inducement from, any
firm or person to submit a complementary or other noncompetitive bid.

The above named firm (vendor), its affiliates, subsidiaries, officers, directors, and employees are not currently under
investigation by any governmental agency, and have not in the last three years been convicted or found liable for any
act prehibited by State or Federal law in any jurisdiction involving conspiracy or collusion with respect to bidding on any
public confract, except as follows:

I state that the firm {vendor) menticned above understands and acknewledges that the above representations are material and
important, and will be relied on by in

Name of Child Nutrition Sponsor

awarding the cenfract (s) for which this bid is submitted. | understand and the firm (vendor) understands that any misstatement
in this affidavit is and shal! be treated as fraudulent concealment from the Child Nutrifor Sponsor of the true facts relating to
tha submission of bids for this contract,

Title Name of Firm's (Vendor's) Represantative

SWORN TO AND SUBSCRIBED BEFCRE ME THIS DAY OF 18

My Commission Expires:

103

Notary Public

G = 30.17.
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MONITORING AND AUDITING
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MONITORING BY STATE AGENCY

By law, state and local education agencies are responsible for the administration and
supervision of ¢hild nutrition programs funded under the National School Lunch Act and
the Child Nutrition Act. Ccordinators for the West Virginia Department of Education Office
of Child Nutrittion monitor local operations, provide technical assistance and assist with the
inservice fraining of food service personnel.

Coordinators are responsible for monitoring programs in public schocls in the 55 counties.
The monitoring duties of these representatives are performed through On-Site Visits to
review focd program operations by reviewing reimbursement claims, program reports,
management of focd service funds, procurement procedures and other aspects of the
program.

Two types of reviews are conducted by field personnel.

1. Coordinated Review Effort (CRE) [H - 30.1a]
2. The On-Site Visit [H - 30.2]

MONITORING BY SCHOOL FOOD AUTHORITY {SFA)

AccuClaim regulations (7 CFR Part 210.8) require each Schoo! Foed Autherity (SFA) to
monitor it's program accountability. No less than one on-site review of the lunch counting
and claiming system in place at each schoo! must be completed by February 1 of each
year, Each on-site review must ensure that the school's claim is based on the counting
system authorized by the West Virginia Depariment of Education (WVDE), and that the
counting system, as implemented, yields the actual number of reimbursable free, reduced
price and paid lunches for each day cf operaticn. The monitoring reports must be
maintained at the SFA office for review by the state and/cr federal personnel. When the
review discloses.any problems requiring corrective action, a fellow-up on-site review must
be conducted within 45 days of the initial review to determine that the problem has been
resolved. Documentation of the follow-up review must also be maintained at the SFA
office. A sample sponsor cn-site monitoring review containing the required minimum
review areas is included {H - 30.6].
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STATE AGENCY'S ON-SITE VISIT

The On-Site Visit is a review of one or more phases of the Prcgram. For exampie, an
On-Site Visit {0 a school or Schocel Feod Authority (SFA) may be made to specifically
review recoerd keeping systems or menus and meal guality without reviewing the total

Program operafion. A recerd of this type of review is made on Form WVDE 43-30-01-S
entitled Record of On-Site Visit [H - 30.2].
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CORRECTIVE ACTION

If, during the On-Site Visit, a need for corrective action is found, the problem is noted on
the Plan of Corrective Action form [H - 30.3]. Written response by the administrator is
required within ten working days.

If, on the day of the review, the meals served do nct meet United States Department of
Agriculiure (USDA) requirements for meal components and quantities, the entire
reimbursement for the date of the visit will be deducted from the current claim fer
reimbursement.

Errors found during the review of free and reduced crice meal applications are listed on the
Form WVDE 43-10-13-ME (Noted Exceptions) [H - 30.4]. The current monthly claim for
reimbursement will be corrected through the day of the review. The reviewing official shal!
calculate the amount of overpayment or underpayment for meals claimed during the
previous months and adjusimenis will be made by the West Virginia Department of
Education (WVDE) finance office. Form WVDE 43-40-22a [H - 30.5] will be completed and

a copy given to the SFA.

1
I
]
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ASSESSMENT PROCEDURE
FREE AND REDUCED MEAL APPLICATION

While checking applications during an On-Site Visit, if errors are found, the West Virginia
Department of Educaticn (WVDE) coordinater will allow the scheol official to make any
corrections possible at the time of the review. The remaining applications with errors will
be listed on Form WVDE 43-10-13-ME (Free and Reduced Applications with Noted
Exceptions) [H - 30.4]. The school official will be given the opportunity to provide proof of
the number of meals the student consumed using the date of the application approval, the
school calendar, atiendance register and/or meal pariicipation roster. Meals to be
assessed may be from the day of application approval to the day befere the visit of the
WVDE coordinator.

Assessment amounts will be calculated using the error code listed below:
Error Code A Approved free should have been reduced. The difference

between free and reduced reimbursement rate is multiplied by the
number of meals served and claimed.

Error Code B Approved free should have been ineligible. The free
reimbursement rate is multiplied by the number of meals served
and claimed.

Error Code C Approved reduced should have been free. No assessment.

Error Code D Approved reduced should have been ineligible. The reduced
reimbursement rate is muliiclied by the number of meals served
and claimed.

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 con the checked approval, either free or

reduced, the assessment is figured as in B and D.
Copies of the Form WVDE 43-10-13-ME will be left with an On-Site Visit and Corrective

Action form. For applications with Error Code G the school is allowed ten working days to
complete or correct the application before an assessment is made.
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ASSESSMENT PROCEDURE
MEAL COMPONENTS AND QUANTITIES

During the On-Site Visit, the West Virginia Depariment cf Education (WVDE) coordinator
will determine if the meal served on the day of the review contains the components and
quantities to meet meal pattern requirements. [f the components and/or quantities are
inadequate to meet United States Department of Agriculture (USDA) requirements, an
assessment will be made for all reimbursement for that day's meal. |f the school has a
choice of menus and only one menu is inadequate in components and/or quantities, the
Section 4 (total meals) reimbursement can be assessed, or a perceniage of meals served

may be assessed.

In schools with two serving lines, the line serving the menu choice with inadequate
components and/cr quantities is assessed.

When conducting an On-Site Visit menus may be examined using the production records.
Meals determined tc contain insufficient components in required guantities shall be found

out of compliance.

e H-5
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POLICY CONCERNING ADJUSTMENTS/REPAYMENT OF FUNDS

There are several situations that arise which require a School Food Authority (SFA) or
school to repay funds to West Virginia Depariment of Education (WVDE) or claim
additional funds due the SFA. The fellowing methods shall be used for repayment.

1. When the situation requiring repaymeni occurs during the current federal fiscal
year (Octcober 1 tc September 3C), the amount owed will be deducted from &
futureclaim by the WVDE finance office.

For example: An error on Ociober claim (WVDE 43-10-30) [G - 30.5]
results in an overclaim of $3C.00. This amount will be deducted from a
future claim for reimbursemeni by the WVDE.

2. If the situation requiring overpayment cccurs during the previous federal fiscal
year, the amount must be repaid by check to WVDE within 60 days of the
finding.

For example: If the error had been on the September claim, a check for
$30.0C must be written 1o WVDE.

3. There-are also situations which require beth methods of repayment.

For example: During a review in December an error in application
approval is found. The overclaim for meals claimed for ineligible children
during September would be repaid by check (written to WVDE) while
meaals incorrectly claimed in October and November would be deducted
from a future claim for reimbursement.

4, All monies owed 1o WVDE must be repaid within 60 days of notification of the
debt. After the 80 day period, SFA reimbursement will be delayed until the funds

are received.

If during a review by the WVDE an underclaim for reimbursement of meals is found the
SFA or school shall submit a revised claim to the WVDE. Adjustments will be made upon

receipt of the revised claim.
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AUDITING

The Office of Management and Budget (OMB) Circular A-128 establishes uniform audit
reguirementis for state and local governments, or their subdivisions, that receive Federal
financial assistance. The Circular requires recipients and subrecipients of Federal financial
assistance to arrange for independent audits of financial operations, including compliance
with certain provisions of Federal laws and regulations, and to assure that single audits are
made in accordance with Circular A-128.

The audit of all fiscal accounts will be conducted by auditors from the West Virginia State
Tax Commission or an independent firm. In order o meet the program audit requirements
as set forth in the United States Depariment of Agriculture (USDA) Audit Guide for scheol
programs, the West Virginia State Tax Commission Office will, upon the completion of the
audit of the fiscal accounts, appoint a private auditor or certified public accountant fo
conduct a program audit for the child nutrition program funds. Each Schoo! Food Autherity
(SFA) will be charged by the private auditing firm for the chiid nutrition pregram 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 portion of the audit.

The findings or recommendations cencerring the child nutrition program audits must be
reviewed immediately by the West Virginia Department of Education (WVDE). Notice of
audit findings and recommendations shali be forwarded 1o the SFA within ten days. WVDE
shall work toward reselution of the findings within 80 days.

Child Nutrition Pregram Audit Requirements
National Schoo!

Lunch Program, School
Breakfast Program,

Annual Ameuni of Summer Food Service
Total Federal Program, Special
Sponsor Type Funding Milk Program
Governmental-OMB A-128 Under $25,000 None
(Includes Public Schools)
$25,000 - $100,C00 Organizaticn-wide or
Pregram Annually
Over $100,000 Organization-wide
Annually
Neon-Governmental-CMB Under $25,000 Ncne
A-133 = -
Over 525,000 QOrganization-wide
cr Program Annually or
Biennially
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COORDINATED REVIEW EFFORT (CRE)

The United States Department of Agriculture (USDA) has replaced Assessment,
Improvement and Monitering System (AIMS) with Coordinated Review Effort (CRE) for
moenitoring the accountability of the National School Lunch Pregram. Public Law 101-147,
enacted November 10, 1989, required changes in the review of the National School Lunch
Program. Federal regulations mandated a unified acceuntability system, called the
Coordinated Review Effort, or CRE, effective in the 1892-83 scheol year.

CRE is a two part review process which includes critical and general areas. A standard

review form is used to ensure that the critical areas are reviewed in the same manner for
all schools. Scheol Food Authorities {SFAs) are reviewed once every four year cycle.
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SCHOOL SELECTION PROCEDURES

All schools, with the exception of Residential Child Care Institutions, with a free average
daily participaticn of 100 or more and a free participation factor of 100 percent or more
must be reviewed. Selection of additional schools to meet the minimum number of scheols
o review must be based cn the following criteria:

e Elementary schools with a free Average Daily Participation (ADP) of 100 or mere and
percent free participation of 87% or more;

e Cocmbinationschools with a free ADP of 100 or mere and a percent free participation
of 87% cr more; and '

e Secondary schools with a free ADP cf 100 or more and a percent free participation of
77% or more.

When the number of schools selected using the criieria described above does not meet
the required number of schools to review, the West Virginia Depariment of Education
(WVDE) must select additional schools using the following criteria:

low participation schools;

recommendations from a foed service director;

findings from the on-site visits or the claims review process;

any school in which the daily iunch counts appear questionable;

identical or very similar claiming pafterns;

large changes in the free lunch counis;

new manager or school/manager never reviewed by Stats;

new or unusual accountability system;

proportional mix of the different counting systems employed by the School Feeod
Authority (SFA); and/or

schools which have less than 100 free ADP but greater than 100 percent free
participation.”

® ¢ & 0 0 & 0 0

When selecting schocls for administrative review, the WVDE must use the required
procedures and criteria. The selection may occur prior to the review date or may occur at
the time of the review. The table below is used to determine the minimum number of
schools to review.

Number of Schools Minirmum Number | Number of Schools Minimum Number
in the School of Schools in the School of Schools
Food Authority to Review Food Authority to Review
1to08 . 1 41t080 ... ... . .... 8
Sto10 _ .. ... . 2 81t080 ............. 3
1020 ... . . 3 81t0100 ... ........ 10
211040 ... ......... 4 101toMore ... ... ... 12

* 12 plus 5 percent of the number of schools over 100. Fractions must be rounded
to the nearest whole number.

— - _H-9
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COORDINATED REVIEW EFFORT
{CRE)

The Cocrdinated Review Effort (CRE) critical areas include performance standards 1 and
2. The two performance standards are designed to address the accountability and
nutritional integrity facing the child nutrition programs as identified by existing management
and monitoring tools available to United States Department of Agriculture (USDA).

CRITICAL AREAS

Performance Standard 1

Eligibiiity Ceriification

Benefit Issuance

Updating Eligibility

Ceunting and Claiming

Lunch counts combined and recorded correctly

Pedformance Standard 2 ) , —

o Components available o all siudents
e All observed lunches claimed for reimbursement contained the required number of foed
items.

The CRE review includes additional areas of program operations that are important for
program accouniability.

GENERAL AREAS

Free and Reduced Price Process
Meal Patterns

Civil Rights

Monitoring Responsibilities
Reporiing and Recordkeeping
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WEST VIRGINIA DEPARTMENT OF EDUCATION ADDENDUM

GENERAL AREAS - School

Point of Service Meal Counts

Internal Control

Cash Management

Meal Quality

Schocel Environment

Standards for School Nutrition, Policy 4321.1

GENERAL AREAS - School Food Authority

System for ¢onsclidating the claim for reimbursement

Financial management of focd service funds

Direct certification of free/reduced price meal applications (if applicable)
Food service management company contract (if applicable)
Procuremeni procedures

Standards for School Nutrition, Policy 4321.1 Plan

OTHER AREAS - School Food Authority

Adult Meal Pricing

Accruing Prégram Interest ,
Program versus Non-Program Adults
Bill Distribution

Administrative Salaries

Decentralized Net Cash Balance (NCB)
Recent Audit

Annual Report
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NON-COMPLIANCE REQUIREMENTS

CORRECTIVE ACTION

Corractive actich is taken for any non-compliance noted in Coordinated Review Effori's
(CRE's) critical or general areas, and/cr the West Virginia Depariment of Education

(W\V/DE) review areas.

Actions taken to correct a non-compliance must be documented by the School Feod
Authority (SFA) and reviewed by the WVDE. Documented corrective action may be
submitted at the time of the review or sent to the WVDE certifying that the corrective action
required for each non-compliance has been corrected along with noiification of dates

completed.

Documented corrective action must be posimarked or submitted te the WVDE no later than
30 days after the established deadline(s) for completion of each required corrective action,
or as otherwise extended by the WVDE.

Problems identified must be corrected system-wide. Effective corrective action must
be taken by the SFA in all schocls and programs, not just those reviewed.

K
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FISCAL ACTION

Fiscal action must be taken for any non-compliance of Ccordinated Review Effort (CRE)
Critical Areas of review. Fiscal action may be taken for findings in the General Areas of
review or reimbursement payments may be withheld.

Fiscal action is calculated after the School Food Authorities (SFA's) documented corrective
action has been reviewed by the West Virginia Depariment of Education (WVDE). Ifa SFA
fails to submit adequate corrective action by the due date (30 days), the WVDE may
calculate fiscal action through the last serving day of the scheol year.
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OVERCLAIM DISREGARD

The West Virginia Depariment of Education (WVDE) may disregard a Cocrdinated Review
overclaim if the total School Food Authority overclaim from an administrative review and
all subsequent follow-up reviews does not exceed $600.00 per program (National Schoo!
Lunch Program, Scheol Breakfast Program, Special Milk Program). However, no overciaim
is to be disregarded where there is substantial evidence of violations of criminal law or civil
fraud statutes. - ‘

- e H- 14
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FOLLOW-UP REVIEWS

Follow-up reviews are conducied when the threshold has been exceeded for Coordinated
Review Effort (CRE) performance standards 1 and/or 2.

The follow-up review must determine that effective corrective action has been implemenied
for any non-compliance under either the critical or general areas of review. At the time of

the follow-up review, at a minimum:

e review those.aspects of the critical areas which coniributed to the review threshcld(s)
being exceeded; }

e determine whether corrective actions were satisfaciorily completed within the time
frames established by the West Virginia Departiment of Education (WVDE);

e ecvaluate whether corrective actions resolved the preblem(s) system-wide; and

e review those aspects of the critical areas which contributed to the review threshold(s)
being exceaded in any other programs operated by the School Food Authority (SFA),
i.e., the School Breakfast Program, Special Milk Prcgram for Children and/or after
school care programs offering meal supplements. [f the administrative review covered
those other programs and found their operations to be satisfactory, they need not be
reviewed during the follow-up review.

The follow-up review is not intended to be a re-review of areas that were previously
deemed adequate. The basic premise in following up on the non-compliance idenfified is
to focus on the specific finding(s) and determine if the system(s) is adequate. To
accomplish this, the scope of the review activity will vary depending on the problem(s)
identified. .

If the review thresheld non-cempliance(s) is limited to the school focd authority level (e.g.,
centralized eligibility certification and/cr benefit issuance process, school food authority
claim consolidation, or centralized kitchen errors), the follow-up review activity may be
limited tc the schocl food authority level.

if the review thresheld non-compliance(s) was identifled at the schocl ievel, at least the
minimum number of schools required in the follewing table must be reviewed.

Number of Schools  Minimum Number | Number of Schocls  Minimum Number
in the School of Schools in the School of Schools
Food Autherity to Review Food Authority to Review
1058 .. 1 4110860 ... .. .. ... 5]
81010 . ot .. 2 ) Bito8C ............. 8
Mto20 .. .. o L3 81t 100 . ... ..., 10
21040 .. ... .. ... 4 101ioMore ........... 12*
* 12 plus 5 percent of the number of schools over 100. Fractions must be rounded
to the naarest whole number.
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SCHOOQOL FOOD AUTHORITY (SFA) FISCAL ACTION APPEAL

School Food Authorities (SFAs) may appeal the denial of all cr a part of a Claim for
Reimbursement or withholding payment resulting from a state agency-conducted review
under the auspices of the Coordinated Review Effort (CRE).
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COORDINATED REVIEW EFFORT (CRE)
COMPLIANCE

CRITICAL

To be in compliance with CRE's critical review areas, School Foed Autherities (SFAs) must

do

To

the following:
Have each child's eligibility for free cr reduced price meals correctly approved.

Have a system to issue benefits and to update the eligibility cf children approved for
free and reduced price lunches. _

Serve {unches that contain the required focd items.

Base claims for reimbursement on accurate lunch counts, by category, taken at the
point of service.

Record, consolidate and report lunch counts cn the claim for reimbursement correctly.

GENERAL
be in compliance with CRE's general review areas, SFA's must do the following:
Follow the procedures identified in the free and reduced price policy statement.

Verify the correct number of free/reduced price mea! applicaticns by December 15;
make applicable status changes; submit SFA summary report to the West Virginia
Department of Education (WVDE) by January 10.

Serve lunches that provide the required quantities of food.

Make sure that no child is denied benefiis or discriminated against because of race,
color, national crigin, age, gender or disability.

Make sure on-site reviews of each school's meal counting system are conducted and
deocumented. by February 1.

Check each school's mea! counts before submitting the claim for reimbursement to the

WVDE. =

Submit repefts and keep records as required.
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COORDINATED REVIEW EFFORT (CRE)
CHECKLIST FOR SCHOOL FOOD AUTHORITY LEVEL REVIEW

1. Copy of current approved agreement and free and reduced price policy statement.
Also, renewal, if applicable.

Provide to each review team for each school being reviewed information on:
Collection and counting procedure
Offer vs serve
Copy of all letters, notices, forms
2. Press/media release.
3. Direct ceriification documentation, if applicable.
4. Claim for Reimbursement for the review period.

5. Data used in consolidating the Claim for Reimbursement, if applicable. Obtain copy
of daily counts claimed for the review period for each school.

6. Documentation of edit check process.

7. Documentation of on-site reviews for SFAs with more than one school; corrective
action taken (if agplicable). [H - 30.€]

8. Verification records.
9. Civil Rights data and information, including:
civil rights complaint procedure

foreign language ftranslations of pregram materials, if needed, copies/
documentation of written or verbal complaints alleging discrimination, if applicable

racial/ethnic breakdown of denied free and reduced price applications

10. Are menus centralized? Central kitchen? Obtain information on all schools involved,
and secure a copy cf the centralized menus fcr the review period.

11. Submission cf reports to the Siate agency.
12. Records are maintained for at least three years.

13. Most recent audit.

C315:3r/CRE
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CHECKLIST FOR INDIVIDUAL SCHOOL REVIEW

[N THE PRINCIPAL'S OFFICE

1.

2.

10.

11,

12.

13.

14.

15.

All school profile questions on S 1, #1-12 of the review form.

Approved, withdrawn and denied free, reduced applications and/or direct certificafion
documentation.

Dccumentaticn of withdrawn students.

Distribution and collection of free, reduced applications.

Determining official. )

Lists of eligible students for review period (benefit issuance document).

The procedure to update students' eligibility by the required time (three or ten days).
In addition, documents pertaining io any changes that were required during the
review period. -

Verification records including: 1) documentation of number of approved applications
on file as of 10/31, 2) selection procedure, 3) notification of selection letter, 4) copies
of applications selected, 5) documents showing changes in efigibility).

Point of service procedure.

Efforts to prevent overt identification.

Civil rights complaint procedure.

Civil rights questions on G-2, #701-706 of the review form.

Documentation of cn-site review and corrective action, if required. (Obfaén at the
SFA)

Have available a school calendar indicating days on which lunch was served.

Attendance for day of review.

J3154/CREY . —
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1C.

11.

12.

13.

14,

15.

186.

23S RE = - H -~ 30.1b

IN THE CAFETERIA AND/OR SCHOOL OFFICE
Menu for day of review.
Menus for review period.
Ticket issuance procedure, if applicable.
Collection procedure.
Point of service procedure.
Recording and reporting of lunch count information to the school cffice and the SFA.
Daily and monthly lunch count records for the review period. (3-MASTER)
Handling of lost, mutilated or stolen tickets. (if applicable)
Procedure for counting secénd meals? (i.e., assuring that they are not claimed).

Commiunication of changes in students’ eligikility with the cafeteria or point of service
staff. =

Implementation of offer vs serve.

Methed of assuring accurate meai counts for reimbursable meals cbtained/served on
field trips. -

Physician's statement ¢n file noting substitutions for special needs children.
Overt identification prevention, i.e.
tickets, tickets issuance procedure and/or roster.
Civil rights information on G-2 of the review form.
Observe lunch service with particular regard to:

Counting procedure.

Overt Identification.

Reimbursable meals.

Particn sizes. ,

All five réquired food items/componenis available throughout the meal service.
Reimbursable meals correctly claimed.

Unfiavored lowfat and whole milk available throughout the meal service.




"COORDINATED REVIEW EFFORT CHECKLIST
Reviewers o

« Name, address, phone number, grades taught of each school 1o be reviewed

« Name of Principals, Secretaries and Cooks

+ Directions to the schools to be reviewed

+  Meal service times (lunch)

» Location of the free/reduced price meal applications; direct certification (if apphcable) school or SFA
» Verification conducted at each school or the SFA _

+ Review month's S-master for schools scheduled for review

School/Institution

« Edit check procedure

+ Review month's free/reduced price meal applications; master list

» Procedure to update free, reducad eligibility status. Documentation of changes

» Each school's method for counting, recording, and reporting daily meal counts for f, r, p, students, program
adults, non-program adults, and nonreimbursable meals (point of service)

+  Each school's method for collecting, counting, recording, and reporting cash collected. Persons responsible

» Current Policy Statement implemented as approved

« Price of an adult lunch, a student paid lunch, and extra milk soid

+ S-Master for the review month

« Verification of free/reduced price meal applications

+ Procedure for claiming visiting students; meals by category on field wips

» Production Records; CN labels; review month's menus; Policy 4321.1 compliance

» Racial/ethnic data for denied, f, r, meal applications, Procedure to receive discrimination complaints. Civil
rights statement and complaint procedure cn program materials

. Vended items fact sheets

SFA/Sponsor _ ' -

+ Review month's S-mastess and C-master. Review F-master.

» System for consolidating the claim for reimbursement; data used

« Documentation of SFA/Sponsor Site monitoring prior to February 1st;

« The SFA/Sponsor's Agreement, Policy Statement

» Verification summary

» Financial Management of Food Service Funds

«  Audit reports

+ Racial/ethnic data for demed f, t, meal applications. Procedure to receive diserimination complaints. Civil
rights statement and cemplaint procedure on program materials.

. Edit check procedure

» Review month's free/reduced applications; master list Gf located at the SFA). Direct certification
procedures. (if applicable}

« SFA's Comprehensive Nutrition Plan. Policy 4321.1 Compliance.

« Procurement procedurss and documentation

« Equipment Inventorv, depreciaticn schedule

0022s51s/CREL Revised 4-95 _
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COORDINATED REVIEW

SCHOOL FOOD AUTHORITY [11ST REVIEW
PERFORMANCE STANDARD SUMMARY [} FOLLOW-UP
1. Reviewer: _ Date of Exit Conference:
2. SFA Name Agreement Number Number of Schools Review Periad
Total Reviewed
SFA LEVEL
3. Performance Standard 1 Yes No N/A Performance Standard 2
Adequate System for Consclidating * Number ¢f incomplete Lunches
Claims S Observed in Schools on Day of Review
* Response Results in PS 1 Violation Total Number of Lunches Obsarved
and Exceeds Threshold
Percent Incomplete Lunchas
{10% or more exceeds threshold)
SCHOCL LEVEL _
4. Performance Standard 1 Performance Standard 2
% F & RP Number of Adaquate Counting and
Lunches Lunches Claiming System
Claimed Claimed .
Incerrectly | Incarrectly Revsew Lunches Obse'tVEd on
{From S-8) | (From $-6) Day Period Day of Review
School Name Yes No Yes No Total Incomplete
Subtotal {From Continuation Sheet)
TOTAL
Number of schools with 1) 10% or more {but not less than 100) free
and reduced price lunches claimed incorrectly or 2y a NO answer to
Adeguate Counting er Claiming System for Day or Review Pariod: A
Number of schoals needed for this size SFA to exceed PS 1 threshold: B.
PS 1 threshold exceeded if A. is equal to or greater than 3.
PS 1 Threshaold Exceeded l — Yes No PS 2 Threshold Eiceeded _ Yes Ne |
SFA-1 K - 30.1d




COCRDINATED REVIEW

SCHOOL FOOD AUTHORITY
CRITICAL AREAS OF REVIEW

[]1ST REVIEW
_ []FOLLOW-UP

SFA:

DATE OF REVIEW:

REVIEW AREAS.

COMMENTS

Perfermance Standard 1

Eligibility Certification
Diract Certification

101a. Is direct certificaticn utilized by the SFA?

b. If YES, is required decumentation
maintained at the SFA level?.

c. If decumentation is available at the SFA,
does it contain all the reguired
infarmation? -

Consolidating and Claiming

102a. Does the SFA consolidate_the Claim for
Reimbursement?

b. If YES, completiz 103. and 1047.

[ Pr———
e
RSV

103. T
Review Period:

Eligibility Categories SFA Claimed Lunch Counts - Reviewer Validated Lunch = Diiference
Counts + /-
Free - =
Reduced - =
Paid _ _ _ - _ = -

REVIEW AREAS

YES

COMMENTS

104a. Were the tatai iunch counts by category
for the review period corrggtly
consclidated and claimed by the SFA?

b. If NG, describe the problem and indicate
why the problem was:

Nonsystemic

Systemic * .

- Besponse results in PS 1_threshold exceaded. Record as NO onm SFA-T, 3.

SFA-Z -
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INSTRUCTIONS FOR S-1

10,

1.

12.

13.

14,

18,

16.

17.

18.

19.

SCHOOL DATA
Indicate the type of school by checking [v] as many categories as appiy.

Check [v] all types of meal service which apply to this individual school. if meal service is provided
by a food service management company, enter the name of the company.

Enter the grades from all schocls which participate in the NSLP at this schocl.

Enter the total number of students who have access to the NSLP at this site. This figure should
encompass the time pericd for the review period. H this number is not available, use the number
which is most representative of the review period.

Enter the Average Daily Attendance {ADA) factor in the space provided and circle the source of the
ADA factor, Local (L), State (8) or National (N). The locai factor may be an attendance factor
supplied by the SEA aor one.developed by.the reviewer. . The reviewer_shouid use the factor which
provides the most accurate reflection of the actual attendance for the review period for this scheol.
The attendance factor must be in decimal form rounded to three places.

Enter the raview period and number of serving days in the review period.

" Indicate whether the school has offer versus serve. If YES, check [v] three or {/] four for number

of reguired items.

Indicate whether the school has a [a carte service available. If the c;ﬂ!y a ta carte sold is milk,
check [W] milk only.

Reccrd the time when the lunch service begins and ends,

Indicate each location where [unches are served. If OTHER, describe the location or setting.

Enter the number of points where meal counts are taken.
Enter any comments and reference the block number(s) t¢ which the comments refer,

Enter the number of free and reduced eligible {refer te Instructions for $-2, 207a.). Determine the
number of paid eligibie by subtracting the free and reduced eligible counts frem the total number of

students recorded in $-1, 4.

Enter the schoal's counts and reviewer's counts for the day of review {refer 1o instructions for
§-3, 302a.). Calculate and record the difference,

Enter the school’s counts, the SFA's claim for the school and the reviewer's validated counts for
the review period [refer to instructions for S-4, 408a.}. Calculate and recerd the difference
between the SFA's claim and the reviewer's validated counts.

Calculate the Average Daily Participation (ADP) factor. Divide the meals claimed by category by
the SFA recorded in 15, by tha serving days recerded in 6. Divide this number by the number of
eligibie recorded in 13. Round the participation factors obtained to three decimal places.

Reccrd the number of lunches served 1o ineligibles or second lunches counted (refer 10 Instructions
for S-3, 307a.).

Record the total deficient lunches which resulted frem a menu missing an item/component {refer to
Instructions for S-3, 304¢.).

Racord the total numbar of lunches observed and the number of incomglete lunches (refer ¢
Instructions for 3-3, 305¢.). o C -
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COORDINATED REVIEW [11ST REVIEW
] SCHOOL DATA ~ [JFOLLOW-UP
SFA: : Date of Review: ;
Scheol: i
Address: = :

Name/Title of Perscnis) Interviewed:

| Reviewer{s): _

QBTAIN FROM S-2 THROUGH S5-7

_ PRE-REVIEW
1. Type of School: (check as many as appiy) 13. Reviewer's Free i
Count of .
Public f1 Private Eligible Reducad
Regular [ ] Boarding f1 RCCI Students eauee

Other: _ .
Pricing [ 1 Nonpricing -~ Paid
Special Assistance Provision |

bt et et e g vy e

Special Assistance Provision 1 14. Sehoel's - Reviewer's
Closed Campus [] Open Campus Combined Counts for
Caounts for Day of Day of = Difference i
Review Review - /- '
2. Type of Meai Service: {check as many as appiy) F - =
: |
] On Site Preparation R . = i
[ 1 Centrai Kitchen :
[ ] Pra-packaged Satellite ) . - ‘r
[] Bulk Sateliite _
[ ] Food Service Management Company )
Name: 15, School's !
‘ Reported SFA Claim for i
— — Counts for this School !
3. Grades Participating in NSLP: Review for - Reviewer = Difference |
Peried Review Pericd Validation = - ;
4. Total Students with Access 1o NSLP: F = f
5. Average Dally Attendance Fagtor: o LS NR =
|
5. Review Period: ) Number of Serving Days: P - = 1
7. Offer Versus Serve: 1] Yes Il No T =
If Yes, Number of [tems: _{] Three {] Four _ i
8. A La Carte Available: [] Yes_ [l No 16. ADP Factor Free i
[} Milk Only if Needed: |
Claimed = ‘
9. Serving Times: = Serving Days Reduced ‘ !
~ Eligible
10. Lunch Served: [ ] Cafeteria _[ ] Classrcom Students Paid !
_[ ] Cther _ _ |

{1 Qutdoors

17. Number of Ineligible or Second
Lunches Couited: .

11. Number of Points where
Meal Counts are ‘Eaken:

18. Day of Review Menu Missing Total Lunches

12. Comments: - ‘
[tem/Component:

18. Day of Observed Incomplete

Review
Lunches: _ -

S-1
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INSTRUCTIONS FOR 8-2

201a.

2C2a.

203,

ELIGIBILITY CERTIFICATICN

Obtain all of the eligibility documentation {applications and direct certification). Count the number
of students approved for meal benefits for the review period as made by the schocl. If thare is no
date on the application or dirzct certification, consider it a valid application for the review pericd.
Record this information on 8-1, 13. Indicate if all apglications or a statisticaily valid sarnple are
reviewed. [f using a statistically valid samgle, foilow the instructions for statistical sampling
procedures in the Cocrdinated Review Guidance and retain documentation.

Review and evaiuate eligibility determinaticns for completeness and accuracy. Indicate if the
applicaticn approval process is impiemented correctly, Answer YES if all applications are approved
correctly. If any errors are noted, answer NC and explain in the comments section. Record all
discrepancies on the Certificaticn and Benefit lssuance Error Workshee:, S-8,

Indicate if the direct certification determinations are correct. If direct certification documentation
does not contain the reguired information, record the students as miscatageorized on the
Certification and Benefit Issuance Error Werksheet, S-5. If any errors are noted, answer NO and

explain in the comments section.

Test the system of benefit issuance, e.3., tickets, rosters, tokens by comparing @ minimum of every
10th name listed as a free or reduced eligible shown on benefit issuanca documentation te the
eligibiiity determinaticns. If more than 10% of the names are raviewed, record the procedure usad
in the comments section. Determine the error rate by dividing the number of names in error by the
number of names reviewed. Muitiply the results by 100 and indicate if it is 5% or more.

if 5% or more of the names are in error, indicate if the additicnal review included gither ail
remaining names on benefit issuance docurnentation, or 2 statistically valid sample. If using a
statistically vealid sample, foliow the instructions for statistical sampling procedures in the
Coordinated Review Guidance and retain documentation. Record all discrepancies on the
Certification and Bensfit Issuance Error Worksheet, 3-5. . _ . . -

Determine if thera were changes in eligibiiity as a result of verification or resubmitted applications
during the review period. If changes were required and not made within the required timeframes,
answer NO. [f there were no changes, indicate if the SFA has established procedures in niace 10
update eligibility by the reguired timeframes. Record ail discrepancies on the Certification and
Benefit issuance Error Worksheet, S-5.




COORDINATED REVIEW
SCHOOL
CRITICAL AREAS OF REVIEW

SFA: - - . Schaol:

REVIEW AREAS.

N/A COMMENTS

Parformance Standard 1

Eligibility Certification .
Appilications and Direct Certification

201a. Review of applications included:

All applications; or_

A statistically valid sample.

b. Were zll applications approved.correctly ..
for this school?

c. Were all direct certification
determinations correct for this schoci?

If NO to b, or c., explain.

Record errars on the Certification and
Benefit Issuance Error Worksheet, 5-5.

Benefit Issuance

202a, Did the review of 10% of the names on
the benefit issuance document result in a
5% or greater error rate? - :

b. If YES, additional review included:

Al names on the henefit issuance
document; or _

A statistically valid sample of i .
names on the benefit issuance document. -

Record errors on the Certification and
Benefit issuance Error Warksheet, S-5.

Undating Eligibifity A SR

20Q3. Were changes in eligibility status
increased no later than 3 gperating days
and decreased no later than 10 operating -
days from the final decision?

Recard errors on the Certification and . B Y
Benefit Issuance Error Worksheet, S-5, .

5-2
H -
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-
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INSTRUCTIONS FOR $-3

301a.

302a.

303a.

304a.

3058a.

DAY OF REVIEW

Observe and indicate wheathar an accurate count by eligibility category is taken at the point of
serviés of an approved alternate. Te answer YES, the system must be based on an actual count of
students served by category and must consistently viald correct results. A NO answer is needed
when an accurate count of meals by category is nct observed. [f second lunches or lunches served
to ineligibies were observed, record in S-1, 17,

Investigate the problem to determine if the causes are nonsystemic or systemic. Describe why the
problem was nonsystemic or systemic and the fiscal and corrective action recommended. [When
the reviewer is unable to identify actual number of meals incorrectly claimed and there is no
accurata count by eligibility catagory, the fiscal action raquired Is recaicutation of the meal counts.]
Observa how the meal counts by category are abtained from each point of service and combined
for the total meal count by category for the scheol. Record on 8-1, 14, Validate the meal counts
by type and record as reviewer's count for day of review on S-1, 14, Calculate the differences to
determine if the procedures used by the school were accurate. If there were differences between
the school's combined counts and the reviewer's combmed counts, the gquestion must be answered

NO.

Investigate to determine if the causes are nonsystemic or systemic. Describe why the problem was
nensystemic or systemic and the fiscal and corrective action recommended. [When the reviewer is
unable 1o identify actual number of meals incorrectly claimed and there is no acgurate count by
eligibility categery, the fiscal action required is recalculation of the meal counts.]

Indicate it fiscal acticn is needed based on the problems identified in 301 and 302. If there are ne
problems, answer NA.

if there are problems in 301 and/or 302 and fiscal action is not necessary, explain why in the
comments section. T

If a systemic problem is identified on 301 or 302 which results In fiscal action, it will be negessary
t0 obtairm Information from Claims for Reimbursement for all affected claiming perfods. Recoerd
information from other claiming pericds on Other Meai Claim Errors - Fiscal Action Reguired, S-3.

Evaluats pricr to the meal service if all required food items are creditable and available. The school
should be advised and given the opporiunity to add any missing item/compenent before the lunch is
served. If the missing item/component is dddéd, answer YES but record the deficiency and
technical assistance which was provided in the comments saction. The reviewer must observe that
food items/compeonents are creditable and available throughout the meal service for each serving
lime. Indicate If all food items/components are avalizble. A NO answer is reguired if an item is not

creditable or is not available.

i# the sehoal did not have all the reguired items/components available on each service line, describe
the problem in the comments sectien.

Detarmine the number of meals affected which are counted and reporied mcorrecdy for
reimbursement. Record the number of norﬂreumoursaoie yie meals on 5-1, 18 and 5-7. If only on2
menu is offered, all meals are affected. If two or more menus are offered, refer 1o Coordinated

Review Guidance for further information. L

Observe and Indicate If all meals counted for reimbursement contain the required number of foca
items/components. [f the reviewer observes one or mors mcomplete \urcr*es uoun:ed as
reimbursabie, a NO answer is reguired.

If the school counted lunches which did not gontzin gl the requ:red items/components as
reimbursabla lunches, describe the problem in the comments secticn.

Record the total number of lunches observed and the number of incomplete lunches counted as
reimbursable on S-1, 18. Incompiete meals in 304c. must not be inci uded in 305¢.




COORDINATED REVIEW

SCHOOL

CRITICAL AREAS OF REVIEW

SFA:

, School:

REVIEW AREAS

CONMMENTS

Day of Review

Performance Standard 1 - Counting and
Claiming o

301a.

Does each type of focd service line as
observed provide an accurate count by
eligibility category at the point of service
(or approved alternate}? .

If NO, describe the problem and indicate
why the problem was:

Nonsystemic

Systemic *

3C2a.

Were the lunch count totals by category
correctly combined and recorded?

tf NO, describe the problem and indicate
why the problem was:

Nonsystemic

- -

Systemic

303a.

b.

Is fiscal action needed for problems
identified in 3C1. and/or 3027

1f NQ, describe reasons.

Performanga Standard 2 - Meal Components

304a. Ware all required food items/compenents
available to all students participating in
NSLP? .
b. If NC, explain.
c. Record the number missing
items/components on School Data, S-1,
18 and School Worksheet for Menu PR
Missing Item/Component, 5-7. =
305a. Did all observed lunches claimed for =
reimbursement contain the required -
number of food items? ) o
b. if NO, explain. =

Record number abserved and incomplete
gn School Data, $-1, 19. -

*

Response results in PS 1 Viciation.

Record NO on SFA-1, 4.

H - 30.1h




INSTRUCTIONS FOR S-4

421a,

403a.

404a,

405a,

40EBa.

REVIEW PERIOD

Cktain a copy of the meal counts by category for each serving day of the review period and compare it 1o the day of
review count. This comparison should be made tc the number of meals reporiad by the school, prior to any daily meat
adjustments which may have baan made by the SFA as a resuit of adit checks, etc. However, if the reviewer
determined that a nensystemic error occurred in the school's day of review count, the validated counts on the day cf
review may be used. Evaluate the counts and indicate if unreascnable shifts occurred in the counts by category from
the review month o the day of review. O-4 can be used to record this information,

Determine and indicate if the explanation describes an acceptable meal count systam.

Oetermine and ingicate If the school claimed more free meals on any day of the review périod than the number of
students eligible for free meals, -1, 13. This determination should be made using the number of meaais reported by the
school, prior to any daily meal adjustments which may have been made by the SFA as a result of edit checks, 2tc.

If YES, determine If there was an acceptable explaration for each day the free meals claimed were greater than the
number of frae eligible. Answer NA if there were no days where the free meal count excesded the number of studants

eligibie for free meals.

Determine whether there were any days in the review mcnth where the free meal count exceeded the attendance
adjusted free eligibie. To determine this, multiply the number of students eligible for free meals as determined in S-1,
13 by the artendance factor in 5-1, 5. Round to the nearest whole number. Comepare the numiter of frae meals
claimed each day of the review pericd to the number of adjusted free eligibie.

If YES, indicate if there were 503 or more of the serving days in the review period when free ciaims exceeded the
number of attendance adjusted fres eligible. Answer NA if there were ne days where the free meal sount excseded the

attendance adjusted free students,

If YES, determine if there was an acceptable explanation for each day the frae meals claimed were greater than the
number of attendance adjusted free eiigibles.

Examine the patterns of the regorted counts of free, reduced and paid meals for the review period and indicare if the
counis are questionable for the population cf students participating in the schos!'s lunch program,

Indicate, after considering the explanation provided, if the patterns indicate guesticnable meal eount practices,

Determing and indicate whether the SFA carrectly used the counts by category in the Clairm far Reimbursement. Part of
this evaiuation will depend on information obtained at the SFA level. O-4 can be used 1o record this information.
Record the school's reporied meal counts by category and the SFA's claim for this school in 5-1, 15, If the school
submits ene monthly claim period report, validate the entire month by summing the daiiy totals by category. (Record
the results in -7, 13.) If the schoeal submits other than a monthly claim period report, validate cne of the school's
repoct submissicns, l.e., daily, weekly, bi-weskly. Combine the validated count with the other reports for the review
pericd and record the results in S-1, 15.. If the vaiidated count is diffarent than the schoal reported count, investigate
and determine if the SFA correctly claimed meal counts for the schooi. If the validated count s different frem the SFa
claim for this school, record the difference in S-1, 15. Answer YES if the validated court matches the SEA's claim for
this school. if the review validated lunch count did nat match the SFA's claimed Junch counts answer NO and describe

the problem. - ) - . .

Investigate ro determine where the problem occurred and if the causes are nonsystemic or systermic. Describe why the
problermn was nonsystemic or systemic and the fiscal and cerrective action recommended,

If YES, describe he fiscal action to be taken including the time pericd covered. YWhen the reviewer 1s unable to identify
actual meals incorrectly claimed and there s an unacceptable meal count practice in the review month, recalculation 1s
reguired. [ a systemic problem is identified which results in fiscal action, obtain information fram Claims for
Reimbursement for all affacted ciairﬁing pericds, Record information from other claiming periods on Qther Meal Claim
Errots - Fiscal Action Reguired, 5-8. Answer NA only when no problems were identified in 4071 - 405.

¥ thare are probiems in 407 - 405 and fiscal action is not necessary, explain why 0 the commenis seciion,

Obtain 2 copy of the menu racords and determine if all required food items/components were offered on sach serving

day of the review peniod. -

If a menu s deficient, investigate 1o determine f the menu occurred in other claiming penods and explain in the

comments seciion. Record the menu, missing food itemficomponent and number of meals clamed for reimbursement

that were affected for the review period on the School Weorksheet for Menu Missing ltem/Compenent, S-7, Record
defictent menus and meal ssunt for other claiming pencds on QOther Meal Claim Errors - Fiscal Action Regquired, S-8.




COORDINATED REVIEW

SCHCOL

CRITICAL AREAS OF REVIEW

@MMENTS

' SFA: — . Schoal:
REVIEW AREAS
Review Period —=-
Performance Standard 1 - Counting and
Claiming -
4017a. Are lunch counts by category for the
review period reasonable compared to
lunch counts for the day of review? If
NO, cbtain the school’s explanaticn and
record in the comment section.
b. Does this explanation describe an
acceptable meal count system?
402a. Were there any days when the free
lunch count exceeded the number.of ..
free eligible students?
b. If YES, was an acceptable explanaticn
available for each day?
403a, Were there any days when the free
lunch count exceeded the_number of
attendance adjusted eligible students?
b. If YES, was it 50% or more of the
serving days?
¢. If YES, was there an acceptable
explanation? . =
404a. Were there patterns in the frze, reduced
or paid lunch ¢ounts which appear
guesticnable? If YES, obtain the
school's explanation and record in the
comment saction. o =
b, After consideration of this explanaticn,
do the patterns indicate questicnable
meal count practices?
405a. Were the lunch ccunts by category
correctly usad in the Claim for
Reimbursement? -
B. If NO, explain and indicate why the
problem was: | o=z
Nonsystemic =
Systemic * o
4086a. Is fiscal action needed for problems
identified in 4071. through 3057
b. If NQ, describe reasons.
Performance Standard 2 - Meal Cgmponents
407a. Did menu records or other _
documentation for the raview period
indicate that ajl required food
items/,components were offered?
b. If NO, explain and record on the School
Worksheet for Menu Missing
item/Compaonent, $-7. = - o

* Response results in PS 1 Viclaton. Record NO on SFA-1, &

sS4

H - 30.11
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INSTRUCTIONS FOR 5-6
PERFORMANCE STANDARD 1 - MEAL ERRCR RATE DETERMINATION

Comiplete the estimate or actual column for all schools where any eligibility certification, benefit issuance or
updating =ligibility errors are identified and recorded cn S-5.

ESTIMATE: Use of the estimate procedure provides an immediate meai error rata with a minimal amount of
calculation. It is not necessary to count the number of serving days for sach student in errar to use the

- astimate procsedure.

1. Using the information from S-5, 1 enter the total number of free students identified with a PS 1
Vigiation. From $-5, 2 enter the total number of reduced price students with a PS 1 Violation.

2. Enter the number of serving days in the review period from S-1, 8. Multiply the number of serving
davys times the numkber of free and reduced price students with a PS 1 Violation.

3. Enter the product of line 1 x line 2. This is the maximum number of lJunches in the review period for
students with PS 1 Violations... Add the numbter ¢f free. and reduced price lunches and enter in the
column, Number of Lunches Claimed incorrectly on SFA-1, 4.

4, Enter the average dzaily participation factors from 8-1, 16, Use the appropriate free and reduced facteors
in the corresponding column, free or reduced. Multiply the ADP factor times the total numkter of
serving days in the review period with eligibility certification, benefit issuance and updating eligibility

errors. . : e -
5. Enter the product of line 3 x line 4, This is the adjusted number of lunches incorrectly claimed.
g. Add the adjusted number of free lunches and the adjusted number of reduced price lunches. Reccrd

the sum of these numbers,

7. From S$-1, 15 {SFA Claim for this School for Review Pericd! anter the total free glus reduced price
funches clalmed. i

2. Divide the adjusted number of free plus reduced price lunches incorrectly claimed (8} by the total
number of free plys reduced price lunches claimed for the raview period (7} and multiply by 100C.
Round to 1 place beyond the decimal (example: 8.75 = 8.8) and record the percaent of lunches claimead
incorrectly for this school in 3-8, 8 and cn SFA-1, 4. Do notround 9.85 - 2.88 10 10.0.

ACTUAL: The actual procedurs is used after the SFA/school has taken corrective action on missing sccial
security numbear or missing adult signature errors.

3. Using the information from S-5, 3 and 4 {F-R plus F-D), enter the maximum number of lunches in error
far the review pericd in the free column. Fcllow the same procedurs for reduced using 5-5, 5 and 6. If
the actual number of lunches for each studeht is cbtained from source documentation, leave biank.

4, Enter the average daily participation factors from S-1, 18, Use the appropriate free and reduced ADP
factors in the correspending columiT, Free and Reduced. Muluply the ADP factor times the actuaf
number of serving days in the review period with eligibility certification, benefit issuance and updating
eligibility errors. If participation data is obtained for each student listed, leave blank.

5. Enter the product of item 3 x item 4 or the total number of actuai lunches incorrectly claimed,

5. Add the number of free lunches and the number of reduced crice lunches. Record the sum of thesa
numbers in the column, Number of Lunches Clalmed Incorrectly o 5FA-1, 4.

7. Frem S-1, 15 [SFA Claim for this Schooi for Review Perigd)] enter the total free glus reduced price
lunches claimed. . S I e

3. Divide the number of fres plus reduced price 'unches incorregtly clamed (8) by rhe total number of free
plus reduced price lunches claimed for the review oeriod {7} and multiply by 100, Round to 1 place

baysnd the decimal {example: 2.78 = 8.8). Record the percent af lunches claimed incorrectly for this
school in §-8, 8 and on SFA-1, 4. Do not round 3.95 - 2.88 1o 10.0.

S-18




[] SFA LEVEL
[} SCHOOL LEVEL

REVIEW AREAS

COMMENTS

— . _——————————

201,

502.

503.

504.

E05.

Frea and Raducad Price Process

Is tha policy statamant implamantad as
approvad? -

Doas tha system as implamantad
(raviewar obsarvation} prevent ovart
idantification of studants racaiving frae
and raduced price benafits at moal
sarvice or at any other tima?

Was tha verification procass
complated accorging to regulations?

Wera latters of a pctantial raduction in
benefits sent to familias with studants
in this school as requirsd?

Ware any applications deniad
incorrectly?

Racord arrors on the Certification and
Banafit Issuanca Error Worksheat, S-5,

601a,

€02.

603,

£04.

Meal Patterns

Do the portion sizas appear 10 mast
the minimum maal pattermn
requirements?

if NO, dces a reviaw of racords and
procedures indicats that required
amounts of food wers availabls for
service for each day of the review
period?

Ware lowfat unflavored and whole milk
availabls throughout the serving period
on ail serving Ines?

is offer varsus serve properly
implamentead?

Did the number of sarvings of
braad/braad aitarnats maet the
minimum waaskly raquiremesnt?

G-1

H - 30,1k




INSTRUCTIONS FOR G-2

.

CIVIL RIGHTS

701 - 708.

Determing, based on the answers 10 the gquestions in this section, if program berefits ara made
availaple and provided 1o all children withour diserimmmation on tha basis of therr race, coiar,
national origin, sex, age, or handicap, and that the SFA seeks to reach all portions of the

popuiation.




COORDINATED REYIEW

GENERAL AREAS OF REVIEW

I SFA:

School:

= = = ———

e

REVIEW AREAS

YES

NO

N/A

COMMENTS

701,

702.

703.

704.

706.

707,

708.

Civik Rights -

705a.

Is 8 USDA/FNS approved poster
displayed in & prominent place and
visibla to racipiants?

Is tha correct nondiscrimination
statament included on appropriats. . .
program rnateriais?

Has the SFA or Stata sant out a public
reiease to community/grassroots
organizations?

Are foreign fanguaga transiations
availabla whan a significant number of
parscns speaking only a foreign
language is in the population?

Are procaduras established to recaive
complaints allaging discrimination?

Have thars baan any written or varbal
compilaints sllaging discrimination?

1¥ YES, have thase complaints baan
reportad to the Stats agency?

Do admission procedurss usad restrict
anroliment by minority persons?

Are incorrecty denied free and
reduced price spplcations
disproportionally composed of minority
applications?

Ars handicapped students provided
program banefits as prascribed by
raguiations (including specisl dietary
naads), as approprists?

G-2

H = 30.11




INSTRUCTIONS FOR G-3

.

MONITORING RESPONSIBILITIES

801a. Examine the documentation of the on-site raview of the reviewed school to determine f
the SFA had monitored the reviewed scheool’s counting and claiming procedures by
Febryuary 1.
o. Determire if there were errors in the meal counting and claiming procedures for the

reviewead schoo! that required corrective action.

¢, if errors were identified in the meal counting and zlaiming procedures for the reviewed
school, determine if an on-site follow-up review was conducted withun 45 gays to ensure
that corrective action was implementead.

d. Raview docurmented corrective action to detarmire f deficiencies cited were successfully
cerrected.
802a. Detarmire If 3 comparisen is made of sach reviewed school’'s daily counts to the

attendarce adjusted enargliment prior 1e the submission of a Claim for Reimbursament, If
a comparison is made using an zlternate method, describe the method used in the
comments section.

b. Datermine if the SFA has evaluated the daily counts for reasonabieness prior 1o
consolidation if they exceed ihe edit chack,

REPCORTING AND RECORDKEEPING

S01. Determine {f the SFA prepares and submits reports as reguired,

Sc2. Determine if the school/SFA 5 retaining he apgropriate records regarcing program
maragement for 3 years after the final Claim for Reimbursement for the fiscal year or
until resolution of any audits.




COORDINATED REVIEW

GENERAL AREAS
=X

SFA:

REVIEW AREAS

e =

YES

School:

OF REVIEW

NG /A

COMMENTS

Monitoring Responsilities

B01a. Was the on-site raviaw of tha maal
counting and claiming procedure
coemplatad prior to February 17

b. Was corractive action of tha meal
counting and claiming procadura
raquirad? ’

c. I YES, was a follow-up review
conducted within 45 days to ansure
that tha school impleamanted corractive
action? ’

d. Does documentation indicats that
corractive action was succassful?

802a. Prior to the submission of a ciaim, are
attendanca adjusted eiigiblas {cr an
alternata approved by the Stata
agency} by category comparad te daily
meal counts for each school?

b. Hava daily counts that excsed the
attendance adjusted eligible edit check
{or altarnata approved by the State
agency) basn avaluated priar to
consclidation? f NO, axplain.

Reporting and Recordkeeping

901. Wera raports submitted as required to
tha S:ata agency?

a02. Ara racords muaivtained for 3 years
aftar the final claim for reimbursemant
for tha fiscal year or until rasoiution of

any audits?

G-3

H - 30.1m




INSTRUCTIONS FOR O-3

1. Cross out any days including Saturday and Sunday that the meal servics was ngt operating from th
beginning through the end of the school year, and record the total number of serving days for each
on the line at the bottom of the box.

2. Indicate the name of the school.




COORDINATED REVIEW OPTIONAL
SCHOOL YEAR 1995 - 1996 CALENDAR
SFA: SCHOOL: _
JULY AUGUST SEPTEMBER
s M T W T F -8 T W T F S S T W T F S
1 1 2 3 4 5 1 2
2 3 4 B 6 7 78 g8 9 10 11 12 3 4 5 8 7 8 a
9 10 11 12 13 14 18 15 186 17 18 189 10 11 12 13 14 156 18
16 17 18 189 20 21 22 22 23 24 25 28 17 18 19 20 21 22 23
23 24 25 26 27 28 29 29 30 31 24 25 26 27 28 28 30
30 21 -
COCTOBER NOVEMEER DECEMBER
S M T W T F -8 T W T F 3 S T W T F )
1 2 3 4 5 6 _7 1 2 3 4 1 2
5 9 10 11 12 13 714 7 8 8 10 11 3 5 B 7 8 a
15 16 17 18 18 20 21 14 15 16 17 18 10 12 13 14 15 18
22 23 24 25 26 27 T28 21 22 23 24 25 17 19 20 21 22 23
28 30 31 : - 28 29 30 24 268 27 28 2% 30
31
JANUARY FEBERUARY MARCH
s M T W T F 7S S T W T F s T W T F s
1 2 3 4 5 6 1 2 1 2
7 8 8 10 11 1213 4 6 7 8 8 3 5 B8 7 8 g
14 15 16 17 18 19 --20 11 13 14 15 16 10 12 13 14 15 18
21 22 23 24 25 26 .27 18 20 21 22 23 17 19 20 21 22 23
28 23 30 31 } 25 27 28 28 24 26 27 28 28 30
31
APRIL _ MAY JUNE
s M T W T F -8 T W T F S T W T F )
1 2 3 4 & B 12 3 1
7 8 9 10 11 12 "13 7 8 9 1Q 2 4 & 6 7 8
14 15 16 17 18 19 20 14 15 16 17 g 11 12 13 14 15
21 22 23 24 25 2827 21 22 23 24 16 18 19 20 21 22
28 28 30 - 28 239 30 3 23 24 25 26 27 28 29
30
Revised January, 1885
0-3

H - 30.1In




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL ARFAS OF REVIEW

SFA:

DATE:

REVIEW AREAS

SFA

SCHOOL

N/A

COMMENTS

503, LOCATION OF RECORDS
(Check Appropriate Box)

A,

B.

&

O

o Z =

WVDE 43-10-32 {Annual Report)
WVDE 43-10-30 (Claim for Reimbursement)

WVDE 43-10-308 (Daily Record of Program
Operations) =~ -

WVDE 43-10-31 (Menthly Financial)

Verification Summary

Policy Statement i
Sponsor's Agreement

Food and Supplies Inventery
Donated Foods Inventery
Equipment Inventory
Equipment Depraciation
Pelicies of Operation Handbock
Invoices -
Payroll

Shared Costs

Invested Funds -
Audit Reports - Internal | _
Audit Reports - independent
Sponsor Monitering Reports
Procurement

School Nutrition Policy 4321.1 Plan

00T3d'CRE]

H - 20.1o0




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
— FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA:

DATE:

REVIEW AREAS

904. Are food service funds separated by: A, Bank Account B. Ledger or Project Code

805. Are provisions made for accounting of:

A. Summer Food Service Program Funds Yes No If no, explain _
B. Nurition Education and Training Funds Yes No If no, explain
C. A La Carts Breakfast Funds Yeés No If no, explain
D. Milk Funds = Yes No If no, explain
906, A. Who initiates the acquisition of goods and services?
B. Who receives the invoices for payment?
C. Who evaluates expenditures to determine that they are allowable and/or proper program costs?
D. Who properly categorizes or codes the program related expenditures?
E. Does the STA use formal Bidding procedures for food service purchases in the aggregate of 10,0007
Yes No _1f no, explain _77 S _
E  Are documented informal or formal bidding practices used for purchases under $10.0007
Yes No .Zlf no, explain _
LOTRANCRE] G-3 H

- 30.1p




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: - DATE:
REVIEW AREAS
607. Isthe SFA's food service program centmalized _ decentralized ? 3
A. If centralized, how often i5the food service account reconciled? By whom?

B. What is the dollar value of invested food service funds?

How are these funds used?

C. What is the dellar value paid from county funds for:

1. Labor _ 2. Other (specify)

908. A. What is the Fiscal Year end of the most recent Audit Report?

B. Does the audit disclose any_ material weaknesses or findings related to Child Nutrition Programs? = Yes No
Comments: _ - _ _

C. If ves, have the findings or weaknesses been corrected?  VYes No
Comments: ) =

0072 CRE] - o G-6 H - 30.1g




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: ' DATE:

REVIEW AREAS

SYSTEMS MANAGEMENT

809. Describe the system for handling disbursements (including time frames and names of responsible persons) of the
reimbursement received. —

910, Describe the svstem for receiving the WVDE 43-10-308, (3-MASTER), Daily Record of Program Operations from
each school. (Participation) ~—

611. Describe the svstem for consclidating or preparing the WVDE 43-10-31, (F-MASTER), Monthly Financial Report
{including time frames and names of responsible persons).

¢12. Are Quarterlv Financial Reports submittad to the WVDE in a timely manner as required? Yes No

If no, explain

913. Describe the system for preparifig the WVDE 43-10-30, (C-MASTER), Claim for Reimbursement (including time
frames and names of responsible persons).

614. Was the annual report submitted to the WVDE by September 307 Yes No If no, explain

BOT21ENCRE] . G-7 . = 30, 11‘_




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
= FINANCIAL MANAGEMENT
GENERAL AREAS OF REVIEW

SFA: : N DATE:

REVIEW AREAS

EVALUATION
NOTE: To be completed by State Agency Staff (Based on the.previous year's Annual Report).

915. A. Three months operating cost

B. Net Cash Resources _ =

C. Do net cash resources exceed three months operating costs?

D. Ifso, is there an approved plan to reduce the net cash resources on file at the WVDE?

E. Arenet cash resources less than one months operating costs?

F. Ifso, what provision is mate for meeting expenditures?

816. A. Indirect costs earned by sponsor

B. Indirect costs reimbursed to sponsor

C. Did the sponsor cvercharge the Food Service Program for indirect costs? Yes No
Comment: o _
817. A. Costpermeal: Breakfast_ Lunch
B. Charge permeal:  Child Breakfast _ Child Lunch
Adult Breakfast Adult Lunch
C. Do.the meal costs appear Low, Average or High?
918, Is the SFA subsidizing adult breakfasts and/or adult lunches?  Yes No If yes, to what extent?

¢19. Are commodities included in the feed cost at value or at ¢cost?

920. Are physical inventories taken monthly, yearly, or not taken?

03721 CREL G-8 H - 30.1s




COORDINATED REVIEW
State Agency Addendum

SCHOOL FOOD AUTHORITY
GENERAL AREAS OF REVIEW
SFA: B ’ DATE:
REVIEW AREAS
921. 1Is the ceniral office staffing adequate to méet the needs of the food service program” Yes No _

If no, explain.

$22, Are countv menus used throughout the SFA? Yes No If no, explain,

923, Has the SFA's Comprehensive Nutrition Pian for compliance with Policy 4321.1 been developed and implemented?

Yes No — )

A. Doss the Plan integrate nutrition services and curriculum? Yes _ No
Comment *__ _ _

B. This SFA selected Option A __ Option B

If Option A has been selected, what measures have been taken 1o document meeting the monthly goals?

CCTNdCRET G-9 H - 30.1t




COORDINATED REVIEW

State Agency Addendum
SCHOOL
GENERAL AREAS OF REVIEW
SFA; = SCHOOL.:
REVIEW AREAS

C. Doesthe system: —

624. POINT OF SERVICE .

A, Record the method used for determining the nurnber of meals served by category. (Point of Service method used)

B. What alternate method would be used if the current method failed or could not be used?

1) Prevent overt identification?

2) ldentifv non raimbursable meals? (adults, and students meals, student teachers, etc.)

07230 CRED
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COORDINATED REVIEW
State Agency Addendum

SCHOOL
GENERAL AREAS OF REVIEW

SFA:

SCHOOL:

REVIEW AREAS

925, INTERNAL CONTROL

A. Name and position of person(s) collecting food service money. (Children's payments, adult payments, extra milk,
reimbursement check, ete.)_
Name o ~ Position
Name - o Position
Naine Position
B. Name and position of person responsible for totaling and documenting money collected:
Name _ ] .. Position
C. Name and position of person responsible for making the bank deposits of food service money collected:
Name . Position
D. How often are the bank deposits made?
Daily Weekly Monthly Other {specify)
E. s potentiai cash compared with actual cash collected on a daily basis? Yes No If no, determine the
differerice in figures, Comfment if thers is & significant differance.
F. IsaFeod Service Equipment Inventory on file at the School or SFA?
G. [Ifon file at the school, does_the inventory reflect the proper expensing of equipment? Yes No
Comiment; L.
S0TIENCRED G-11 H - 30.1v




COORDINATED REVIEW
State Agency Addendum

927,

928.

929,

SCHOOL
GENERAL AREAS OF REVIEW
SFA: SCHOOL:
REVIEW AREAS
926. CASE MANAGEMENT

A. Doss the school have a cash reconciliation svstem which reconciles cash collected with meal counts as recorded?

Yes No -

B. How often are cash collections reconciled with meal counts? Dailyv, Weekly, Monthlv or other

C. Are discrepancies documented? Yes Ne

D. Does the system safeguard cash, tickets, tokens, [D's, etc., from loss, thefi or misuse?

Is the food service account reconciled with the periodic bank staternent?

If a pettv cash system is used, is it accounted for properly? Yes Ne

A, If "other foods” are being sold during the instructional day, are the local revenues from these sales being accounted

for?
B. Arethe revenues used to benefit the students/school? Yes . No Explain,
C. Are taxes remittad for the sale of vended {tems, if required? Yes No

S G-12
(4728 CRE H - 30.1lw




COORDINATED REVIEW
State Agency Addendum

SCHOOL
MEAL QUALITY
GENERAL AREAS OF REVIEW

SFA:

SCHOOL:

REVIEW AREAS

605. Is drinking water available 1o students in the dining area?

Yes No Explain

606. Do production records for the review period indicate sound record-keeping practices?

Yes No Explain

A. Do records indicate that planned portions met quantity reguirements for the review period?

Yes No _Ifne, explain

607, A, Are product fact sheets or Child Nutrition labels available for processed credible food items served during the review

period? Yes . No

608. Which of the following steps have been taken'to implement Option B of the county's Comprehensive Nutrition Plan for
compliance with Policy 4321.1:

A. Provide 1.5 servings bread or bread alternate daily, or 10/12 servings weekly. Five servings per week contain 33%

whoele grain.  Yes - No
B. Serve at least 1/4 cup fresh fruits gnd vegetables 5 times per wask.  Yes No
C. Reduce sugar, fat and salt in the meals served to students,  Yes No
D. Offer 12 cup dried beans, dried peas or lentils weskly.  Yes No
E. Use lowsr fat meat/meat aliernate choices,  Yes No
F.  Other

COT2EnCRED G-13 .
E - 30.1x




SRR T
COORDINATED REVIEW . '
State Agency Addenadum

SCHOOL
MEAL QUALITY
GENERAL AREAS OF REVIEW

SFA: : — - SCHOOL:

REVIEW AREAS

60S. A. What measures are being taken 1o address the needs of pregnant and lactating students?

610. Are students’ energy needs being met?  Yes No if no, explain.

611. IfOption A is being used, are the following goals being met?

A. Caleries provide one third of the RDAs. Yes No Explain
B. Sodium is equal 10 or less than 1100 mg. daily. Yes No Explzain
C. Fiber provides an average of 6g. daily. Yes No Explain
D. Iren provides one third of the RDAs. Yes No Explain
E. Vitamin A provides one third of the RDAs.  Yes No Explain
F. Vitamin C provides one third of the RDAs,  Yes No Explain
G. Thiamin provides one third.of the RDAs. Yes No Explain
H. Calcium provides one third of the RDAs. Yes .No_ Explain
I, Percentage of calories from fat is 20% or less. Yes No Explain

5I7214n CREL G- 14 H- 30.1v



COORDINATED REVIEW __
State Agency Addendum

SCHOOL
SCHOOL ENVIRONMENT
GENERAL AREAS OF REVIEW

SFA: o SCHOOL:

REVIEW AREAS

€12. Is adequate time provided fori

Breakfast? Yes No If no, explain

Lunch? Yes No. [f nc, explain

613. Doss the dining area encourage student participation? {clean, well-maintained, attractive, social accepiability, seafing capacity)

614, Do administrative practices encourage student participation (wait-time, supervision, scheduling, menus disseminated)?

615. Are "other foods” offered or sold during the school day meeting the Policy requirements for:

A, Fat, 8 grams per cunce or less? Yes No
B. Sugar, less than 40%°? : Yes No
C. Juice, 20% or more? Yes No
616. s documentation available for approved items sold or offered during the school dav?  Yes No

If no, what steps will be 1aken to obtain the documentation and/or to remove the non-nutritious item{s)”

617. Are "other food" sales prohibited in the school dining area during the lunch period?  Yes No

[f no, explain

618,  Are nurrifion services and curriculum being integrated? Yes No If ves, site examples

619, Isthere evidence that the school communiny is involved in nutrition policies and practices?

Yes No If ves, site examples

03T IdrCRE . G-13 : H - 2C.1z




COORDINATED REVIEW
State Agency Addendum

FOOD SERVICE MANAGEMENT COMPANY
GENERAL AREAS OF REVIEW

SFA: DATE:

REVIEW AREAS

FOOD SERVICE MANAGEMENT COMPANY

1. Are all expressiy-required contract criteria stated in the Food Service Management Company Agreement? (see checklist)
12 Describe the method used for determining the unit meal charge stipulated under the centract.

3. Was competitive sealed bids or formal advertising used in contracting with the Food Service Management Company?

4. Are the federally donated commodities rzceived by the School Food Authority and made available 1o the Food Service

Management Company used only to the benefit of the schoel's feeding operation and utilized therein?

L0TEn CRE] G-16 Y - 30.1za




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305

CHILD NUTRITION PROGRAMS (Couﬁ%g Board of Educaticon or Sponsoring Agency;
RECORD OF ON-SITE VISIT —_

(Name of School, Center, Institution, Home, Camp or Program)

(Address af_ School, Center, Institution, Home, Camp or Program)

(Name and Title of Person{s) Contacted)

INITIAL PURPOSE OF VISIT: “ARFA(S) CHECKED DURING VISIT: (Check One or More)

OUTREACH 7_: Meal Quality Nutrition Education
NEW PROGRAM . Heal Service ) Perscnnel Training
PRE-APPROVAL L= Frea & Reduced Price Meals Competetive Foods

REQUEST - = Records § Reports Meal Reguirements
NET ) _ Fanitation & Safety Equipment & Facilitiss
TECHNICAL ASSISTANCZ — Other (Designate)
MONITORING : =
COMMENTS: (Based Upon a General Overview of the Area(s) Designated Above -- NOT a Detallsd

Analysis or Evaluation)

(i

RECOMMENDATIONS: (Indicatitn of Needed Emphasis, Based Upon a Generdl Ovearview)

(Signature) ) {Date of Visit)

WVDE 43+30-03-8

Uit




WEST VIRGINIA DEPARTMENT OF EDUCATION
Charleston, West Virginia 25305-0330

OFFICE OF CHILD NUTRITION
PLANS FOR CORRECTIVE ACTION
SCHOOLS, INSTITUTIONS, CENTERS, AND SITES

_ ‘ DATE
NAME OF SCHOOL, INSTITUTION, CENTER, COR SITE

Within _ working days return 2 coples to:
- ADDRESS _— West Vifginia Department of Education

Office of child Nutrition
_ Building 6., Room 248
SPONSOR'S NAME 1900 Xanawna Boulevard, Rast
Charleston, WV 25305-033C

SPONSOR'S ADDRESS - : ' ATTENTION:

TYPE OF EVALUATION
0O CRE 0 CACFP 0 SFsPp G On-Site Review

an evaluation of the school/agency on the above date indicates the need for corrections in the
areas listed below. 1In the space provided. indicate corrective action taken or planned.

TOTAL ASSESSMENT

Sidnature of administrator or principal

43-40-22 Revised 2/93 - H - 30.3 037%q
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DATE:

TO: A

During recefnt monitoring activities in your county/institution, violations
were detected in certain areas of your focd service program which require an
adjustment of reimbursement.

The following schools are to be assessed the stated amcunts for errors in the
noted areas of operation:

ASSESSMENT
Number Lunches
School/Institution Araa Saction 11 <Section 4 Number Cash or
(F/R) (Total) Rreakfasts Value of
Meals

UNDER CLAIM

TOTAL

The total amcunt of & will be deducted from or added to a
future claim for Teimbursement by the West Virginia Department of Educaticn Finance
Office. -

SIGNED

TITLE
. Child Nutrition Programs
West Virginia Department of 2ducation

cc: County Food Service Supervisor/Program Administrator
State Director, Child Nutrition
State Audit Office, Account

OFFICE USE ONLY

Month of adjustment
Total amount
Changes made by
Date

43-40-22a -“Revised 3/6/89 - . H - 20.5




MONITORING OF ACCOUNTABILITY
NATIONAL SCHOOL LUNCH PROGRAM

I. Name of School

2. County/SFA

3,  Current Enrollmens

4, Average Dally Atiendance ~Today's Atfendance
5. Number of applications correctly and currently approved. Free Reduced
6. Changes in free/reduced price eligibility status were increased no later than three (3)

operating days and decreased no later than ten (I0) operating days from the final
decision. Yes No .

7. The wverification process has been started/completed according to regulations.

Yes No_ -

8. The policy statement has been implemented as approved. Yes No

9. The counting system yielded the actual number of lunches by category served to
students. Yes No . B
Today's Lunch Count: Free Reduced ‘ Pald ) Total

10. The system for recording and reporting lunches served by category was correct.
Yes No

11, Lunch counts by category for the previous month were reasonable compared fo lunch
counts for the review day. Yes No

12.  Prior to the —submission of a claim, attendance adjusted eligibles by caltegory were
compared to daily meal counts at the schoo!. VYes No
Discrepancies were noted. Yes Ko

13, Required food ~items/components were avsilable to all students participating in the
NSLP. Yes ,' No

14,  Lunches claimed for reimbursement contained the required number of food items,
Yes No_ , and required quantities. Yes No

I5. Lowfat unfiavered and whele mitk were available throughout the serving period/periods
on all serving lines. Yes No

6. Procedures have been estadblished fo receive complaints alleging discrimination.
Yes No

7. Comments regarding additional aspects of the Child Nuirition Program:

I8, Was a Corrective Action Plan necessary? Yes No
19.  Reviewer - i - Date
0025Q .

Revised 4/6/94
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DEPARTMENT OF HEALTH

INSPECTION REPORT FOR FOOD SERVICE ESTABLISHMENTS

= === = = =y = —
NAME OF LSTASLISHMENT ADORESS OF ESTANSHMENT
NAME (OWNER, OPERATOR OR AEGISTERED AGENT) CITY. COUNTY O DiSTRICT PERMIT NUMEER QATE

Sir' Based on an NIpechion thus day, the items marked beiow dentify the violatian in Speration of faciites which must be corrected By the next
routing INSPASHION OF AUCh shorer pancd of ime &3 Mmay be spacified in writing by the hesith authority. Faiure 10 comply with this Actice may result in
immadiate suspension of your permits. An opportumty 1ot 3a 3508 wiil 24 provited if 8 woitten raquest 1or a hesring s filad with the heaith guthority
within the cernod of time established in this notice Tor the correction of viciations,

ITEM
NO. REMARKS (Please specify araa.)

The unsstisfactory conditions racorded were discussad with the owner or operator or his reprasentative.

VIOLATIONS MUST 8£ CORRECTED
ON QR BEFORE: -

Sanvtarun

Psss 900 reverss wde. } Prga

Nete: Score = 100 hess weight of hems viciatsd H - 30.7




B sl - W1, item
FOOD SEWAGE
1*01] Source 1gun? rondition, ro sooUdge 5 1°28 ] Sewsge 300 waste water dissosal
‘. On-]--la_lic_mrn-.r properly labeled 1
PLUMBING
231 instailes. manianed
FOOD PROTECTION
*30 | Cross-connection, back pphonage, backflow :
<03 PST na; food mesrs 1emp requiremants duning storege, g
SIRQRIALION, iSDiAY sarvice traniportation
IT54| Faciites 1o mamtem progucs tame. n TOILET & HANDWASHING FACILITIES
05| Thermometars provided conspicuous 1 *31 ] Number conveniant. accessble. Sesigned, instalied 2
26| Pot _haz fond properlv thawed 2 Todet rocms enclosed, saif clonung goors. fixtures, good
37! Unwrappeg ang got Maz. leod mot re-served . 4 A2 | reparr. clean: hang cleanser. sanitary toweis nand drying z
ag| ToNd Brotection dunng storage, preparation. cispiay, service, 2 devices pravided. proper wasie receptacles
ranEpartation
I8 Hanghng of food icet mimmized 2 GARBAGE & REFUSE DISPOSAL
'Sl in use, tang uca dispensing utensis properly siored 1 -
33 Contaners or receptacies covered, adequate number. - B}
sect/rocent proof, frequency, clean h
14 Qutside storage area anciosures properly corsiructad clean,
controded incineration
PERSONNEL
INSECT, RODENT, ANIMAL CONTROL
P11 Persoanal witk niscnions restnicted S
|- 2| Hanas washeo ang tlean. good hygienic oracuces 5 ‘45 Presence of nsects rodents, outer openings crotected, no
| 13] Clman clothes. nar restraints 1 | birds. turties, otrer animais
FLOORS, WALLS & CEILINGS .
FOOD EQUIPMENT & UTENS[LS 2g Floors: constructed, draineg, clean, gooc repair covenng n. [
. S —— stallaton dustiess cleaning methocs
™ . .
14 | OO0 UCAr comact surfaces. desmigned, constructed, main. 2 37 Walls, ceiling, atrached rquiomens; CONErUSIed 00T Tenay 2
|1a:nag metatied located clean, surfaces, da..sugss gisaning methogds !
Ve INom frog canrazr surfaces, designed, conStruCTAg. Man. 1
Cltained instaileg incated L LIGHTING
16 Dishwashing laciities gesigned, constructed, muntained, 2
nstalled. located, soerated f 38| Lighung provideg ag required fixtyres shieldeg [ ‘
R Accurate thermometers. chemical test X3 proviged. geuge s
eock v PG vaive) )
(! 8 i Pre-fiushed sc-aped soaked 1 VENTILATION
'S IWasn nnse water clesn aroper lemo. 2 o -
20 Samitizatinn rnge clean, tamo , ConceRtralion, exposuTe 4 ﬁsrﬂccr‘ns & equip, vented a5 required !
L me. equipment yters)i sanitized
| 21 1Wiung cloths clean, use restrcted ! —
3 ! Fomd contact surtaces of equipment and utensils clean, ftas 2 DRESS|NG ROOMS
" {of abrasives, detergent ’ T ) -
ng { Non-tood contact surfaces of equipment/utansiis clean ! L_"‘ﬂ Rooms 4rea, lockars orovided, jocated, used I
L 24| Sterage, manding of clesn squipment/utensils t
! ! T — —
Loe L h3tnozzt, Ts srusles, sterage, dispensing ‘ 1 o
{ 26 No re-use of simgie service aruclas 2 - Eﬂ?ﬁiquaAﬂONs
*41| Toxic 1tams croparly stoded, labeled, used £
Pramises mantamed ree of itter, uNNecesiary arucies,
421 claamng mantsnance sguip. propatly stared, Authonzed per
WATER sonnel.
43| Complets steparation from hving:sieenins guarters Laungr
27) Water source. safe hot & colc water under pressure ID 17 | A4]Clean scied linen oroperly 3tored :
*CRITICAL {TEMS REQUIRING IMMEDIATE ATTENTION
- Page .
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PUBLIC NOTIFICATION

It is the School Food Authority's responsibility to frain and monitor their schools in regard
to Civil Rights Compliance.

Sponsors must ensure that all forms of communication and printed program infermation
that are disseminated, especially the free and reduced price notification fetters, application
forms and public releases, include the following elements:

e The statement that program benefits and services are available to all children
without regard io race, color, gender, disability, age or national crigin; and

e The procedure for filing a complaint. Participants who feel they have been
discriminated against shouid write to the Administrator, Foed and Nutrition Service,
USDA, Park Office Center, Alexandria, Virginia 22302.

Parents or guardians of students in schools participating in the school nutrition programs,
as well as local minority and grassroots organizations shouid be informed of the availability
of program benefits and services, the non discrimination pelicy and all significant changes
in existing requirements that pertain to program eligibility and benefits.

A non discrimination poster must be displayed in the food service/dining area. [l - 30.1]
Posters are available at the West Virginia Department of Education.

The sponsor should make available to the public and to participants and potential
participants upor request, information about program requirements and the procedures for
filing a complaint in English and/or in the appropriate translation to non-English speaking
persons.

Gr421dPOOMICC; —_ ] . 1




DATA COLLECTION

United States Department of Agriculture (USDA) requires each school to keep on file the
number of enrolled students by race, the number approved for free and reduced pricad
meals, and the number denied.

This informaticn sheuld be collected and or file in the school office by October 31 of each
year. [l -30.2] ‘

The racial/ethnic categories for which this information must be collected are:

American Indian or Alaskan native;
Asian or Pacific Islander;

Black (not of Hispanic origin);
Hispanic,; and/cr

White.

In the event that a household deoes not compiete the voluntary self-determination on the
free and reduced price meal application form, this information must be cbtained by cther
methods. Other metheds may include determination of the information by a school official
through cbservation or personal knowledge. This infermation must be;

e Maintained on file for three years; and
o Procedures should be established to ensure that the information is made avallable

cnly to authorized state and federal personnel during reviews or as part of Office of
Management.and Budget approved surveys.

01a42taePOOM(CO) - ' ) I = 2




REVIEW OF SCHOOLS

When a review of a school is performed, the following informaticn should be reviewed:

e Approved and denied free and reduced price applications are maintained on file.

e ‘Whether denied free and reduced price applicaticns are dispropertionally compesed
of minority applications.

e \NVhether there is a need for bilingual material or staff and how, if it exists, it can be
addressed.

e Procedures that are used to determine and process civil rights complaints.

e Whether admissicn procedures used restrict enrollment by minority persons.

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

e Free and reduced price applicaticns and letters provided to parents or guardians of
participafits and potential participants contain the non discriminaticn statement.

0142tdPOOMIICO) = " I-3




PROCEDURE FOR FILING COMPLAINTS

Right to File a Complaint - Any perscn alleging discrimination based on race, color,
national origin, gender, age or disability has a right o file a complaint within 180 days of
the alleged discriminatory action. Under special circumstances this time limit may be
extended by office of Mincrity Affairs.

Acceptance - All complaints, writien or verbal, shall be accepted by the designated persen
at the schoo! and the School Foed Authority and then forwarded to the Department of
Education. Itis necessary that the information be sufficient to determine the identity of the
agency or individual toward which the complaint is directed, and to indicate the possibility
of a violaticn. Anonymous complzainis shall be handiad as any other complaint.

Verbal Complainis - In the event that a complainant makes the allegaticn verbally or
through a telephone conversation and refuses cr is not inclined to place such allegations
in writing, the person tc whom the allegations are made shall write up the elements of the
complaint for the complainant. Every effort should be made tc have the compiainant

provide the following infermation:

e Name, address and telephone number or cther means of centacting the

complainant.
¢ The specific location and name of the entity delivering the program service or

benefit,
e The nature of the incident(s) or action(s) that ied the ccmplainant o feel

discrimination was a factor.

e The basis on which the complainant feel discrimination exists (race, cclor, naticnal
origin, gender, age or disability).

e The names, titles and addresses of persons who may have kncwledge of the
discriminatory action(s).

e The date(s) during which the alleged discriminatery action occurrad, or if continuing,
the duration of such actions.

D1 4teBCOMTICO)




DEFINITIONS

Grassroots Organization - Any organization at the local level which interacts with potential
participants, such as a community program, civic organization, migrant group, church,
neighborhood council, local chapter of the Naticnal Association for the Advancement of
Colored People or cther similar groups.

Minority - A person or group of persons belonging to the pretected classes covered by
Titie VI of the Civil Rights Act of 1964, as amended, and later specified by the Office of
Management and Budget (OMB) as:

e American Indian or Alaskan Native
¢ Asian or Pacific Islander

Black (not of Hispanic Origin)

e Hispanic

Racial/Ethnic Categories - The designation of participanis/potential participants by race,
color or national origin from the ccliection and reporting of racial/ethnic data as follows:

e American Indian or Alaskan Native - A person having origins in the criginal pecples
of Nerth America, and who maintains cultural identification through tribal affiliation
or community recognition.

® Asian or Pacific Islander - A person having origins in any of the criginal peoples of
the Far East, Southeasi Asia, the Indian Subconiinent, or the Pacific Islands. This
area includes, for example, China, India, Japan, Korea, the Philippine Islands and
Samoa. :

e Black (not of Hispanic Origin) - A person having origins in any cf the black racial
groups of Africa.

e Hispanic - A person of Mexican, Pureto Rican, Cuban, Central or South American
or cther Spanish culiure or origins, regardless of race.

Complaint - A verbal or written allegation of discrimination which indicates that any National
Schocl Lunch Program, School Breakfast Program or Special Milk Program is administered
or operated in such a manner that it results in disparity of ireatment, benefits or services
being provided to a child or group of children because of their race, ccler, national origin,
gender, age or disability.

142 OOM1(CO) '_ | - 5




This facility is operated in accordance
with U.S. Department of Agriculiure
policy, which prohibits discrimination
on the basis of race, color, sex, age,
handicap, religicn, or naticnal origin.

Any persen who beiieves he or she
has been discriminated against in any
USDA-related activity shouid write to:

Co s& nay duge diBu khifn theo chanh sich
cia Bé Canh-Néng Hoa-K¥, cEZm khéng ai
dirge Ly thi vE ndi gibng, mauda, nam nif, tudi
tdc, tat nguven, tén gide hay xi & gle gic,
Bit cif Agtrdi nao cho 1a minh 4% bi k¥ thj yi
trong mot hoat d4ng néo litn hé dén B Canh
Nong Hoa-K¥ thi cii vide the bao ¢ho:

Adminusirator

*
Las operaciones de estas instala-
clones estan en conformidad con la
politica del Departamento de Agricul-
tura de los Estados Unidos que pro-
hibe la discriminacién en base de
raza, color, sexe, edad, impedimento
fisico, religién u origen nacional.

Toda personz gue piensa ha sufride
discriminacicn en cualquier actividad
relacicnada con el Departamento de

Agricultura debe escribir a:

A A%

£ 8 A 4 3ok ¥

FR o E 453 & s &
MR R R OB 15 = ez

L8 B 2 B E K & o

AR TR IRUIR- ST S R PR

Food and Nutruon Service -
2101 Park Center Drive R
Alexandua, VA 22302 PR

Pursuarit to Civil Righis Laws and Regulations Applicable to Fecerally Assisted Programs R S

W
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CIVIL RIGHTS INFORMATION

DATABY RACE = AMERICAN ASIAN OR BLACK HISPANIC WHITE TOTAL
INDIAN OR PACIFIC (NOT (NOT
ALASKAN ISLANDER HISPANIC) HISPANIC)
ENROLLED"

APPLICATIONS
APPROVED FREE

APPLICATIONS
APPROVED REDUCED

APFLICATIONS DENIED

Please complete as of October 31 of each year and keep on file for review by a West

Virginia Department of Education Representative during visits to the school.

*QOptional

D38 1td/POOMEX
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SECTION J

FOOD SERVICE POLICIES

Meal Service . .............. U J-1
Meal Serviceto Adults .. .. .. .. . . J-2
Meal Service fer Children with a Disability and Students with

Special Digtary Neeads .. ... ... . . J-3
Disciplinary Practices And Meal Service .. ....... .. ... .. .. ........ J-4
Meal Service fof Senior Citizens . . .. ... ... . J-5
Emergency Feeding . ... J-6
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Use of Foads, Suppliesand Equipment . ............. ... . ... ... .... J-9
Safety and Sanitation . . ... ... J-10
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Definitions ... .=..... ... ... ...... e J-13
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MEAL SERVICE

Not less than three hours nor more than four and one-half hours should elapse between
the service of the school breakfast and the schoo! iunch. A minimum of ten minutes of
eating time (after going through the serving line) is to be provided for the school breakfast
and a minimum of twenty minutes eating time (after going through the serving line) fer the
school lunch.

All foods available at the meal period should be a part of the menu and be included in the
regular meal price. If food is available, second servings may be offered at no charge after
the studenti has eaten the major portion of the meal. Adults shall not remove food from
studenis trays for the consumption of any other person.

If "super meals" or choice of milk (i.e. milk shakes) are ofiered, the student who is eligible
for free meals must be offered the same service as the paying student at no cost and the
student eligible for reduced price meals must be cffered the same service at no additional
cost. -

Second meals consumed by siudents shali be reported as non-reimbursable and recerded
in column 11 on form WVDE 43-10-3C8. [G - 30-.1]

0142td:/POOM(CO)
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MEAL SERVICE TO ADULTS

Adults shall be served the same menu servad o students in periions not to exceed that
of secondary students. No special foods shall be prepared for adults. Sale of a la carte
items to adults is not permitted, except those items available for students for brezskfast 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 School Food Autherity (SFA), be
furnished at no charge. These meals should be shown as program adult meals (Column
g or 12 on form 43-10-30S). School emplcyees who supervise during the lunch or
breakfast periods, sell tickets or perfarm other duties directly related to the food program
should do so on a contract basis as described in State Code 18a-4-14 and 18a-4-186.

Meals served to adults not direcily involved in the child nutrition program such as
administrators, teachers, aides, student teachers and other persons working or visiting in
the school may not be served free of charge unless the cest of the meal is covered from
another source. This meal should be reported as non-program adult meals (Column 5 or
11 on form 43-10-308).

01431c1/POSMT(CC} o J - 2




MEAL SERVICE FOR CHILDREN WITH A DISABILITY

AND STUDENTS WITH SPECIAL DIETARY NEEDS

Schools shall make substitutions in foods for students with a disability under 7 CFR
Part 15k and whose disabiiity restricts their diet. Schools may make substitutions in foods
for nondisabled students who are unable to consume the regular lunch because of medical
or other special dietary needs.

These meals/substitutions must be provided af no additional charge cr free or reduced to
those with free and/or approved reduced price applications on file. Special equipment for
preparaiion and utensils for eating are allowable costs.

Scheols shall require parents/guardians of children with or without a disability who have
need of special meals to provide medical certification that 1) verifies special meals are
needed because cf the child's disakility or medical condition and 2) prescribes the alternate
foods and forms of focds needed 1o meet the child's special dietary neads. Substituiions
shall be made on a case-by-case basis. Such statement shall, in the case of a student
with a disability, be signed by a physician cr, in the case of a student without a disability,
by a recognized medical authority. The statement must be updated each school year.
Exhibit J - 30.2 and J - 30.3 are protctype letters that may be used by the School Food

Authority (SFA).

The Standards for School Nutrition, Policy 4321.1, requires additiona! focds be provided
for pregnant and iactating students as specified in Section 4.1 Lurch Implementation
Option A. This shall be implemented with TIER 1l during the 1984 scheol year. When
breakfast and lunch are considered together or in combination with a snack, the scheol
shall provide: :

1) atotal of 5 oz. cf protein foods, 1 oz. of which shall be 1 oz. cheese, 1 cup yogurt
cr 8 oz, fluid milk;

2) 3 servings from the grain greup, preferably from whole grains;
3) 1 - 1/4 cups from the fruit and vegetable group; and
4) 16 oz. from the milk group.
In these additiofal foods the following option shall be allowed:
e 1 cup of fruit in place of one serving of the grain group once a week.

Exhibits J - 30.1, The Standards for Schoo! Nutrition, Policy 4321.1, which contains
Secticns 4.1, 4.2 and 4.3 provide a more detailed description of component requirements.

G142 2P OOMUCO) == : J-3




DISCIPLINARY PRACTICES AND MEAL SERVICE

In no case shall a student be denied a meal or part of a meal or served a different type of
meal as a means of discipline or as a result of discipline for viclation of school policies.

In schools where offer versus serve is practiced or where choices of menus or menu items

are offered, the student being disciplined and/or the student in detention hall must have the
identical type meal service available to other students.

C143tdPOOMI (CO} = J-4




MEAL SERVICE FOR SENIOR CITIZENS

Schools are encouraged to initiate programs to provide meals for senior citizens, Payment
of the adult meal rate must be made either by the individual receiving the meal or by partial
or no payment by the recipient with the remainder paid by another agency.

C143:2rPOOINICO) a - ‘-] - 5




EMERGENCY FEEDING

If school 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 records must be maintained and replacement or repayment must te requested
from the appropriate disaster relief agency.

C143tdr/POOMI(CO) _ - 1.] - 6




CHARGING MEALS

in most situations, particularly in the case of elementary and middle schools, there should
be some provision for charging meals and/or milk on an emergency short-term basis. The
practice of charging meals cver long periods of time in lieu of making application for free
or reduced price meal service should be avoided. Schools may develop systems for billing
families on a regular basis. However, schools are not required to provide meals or milk
indefinitely when payment has not been made in the time determined to be reasonable by
the local school officials. Schools are encouraged to obtain completed free and/or reduced
price meal applications when financial need is obvious.

J-7
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LOST, STOLEN AND MISUSED TICKETS

Local school officials should develop procedures o handle the problem of lost, stolen
and/or misused tickets and should initiate appropriate corrective measures. These officials
shouid 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 wouid be used in resolvmg any other
infraction of school standards and rules of conduct.

The decision to Teplace a ticket belongs tc the school regardiess cf the circumstances.
The "lost" or "stolen” ticket may be repiaced or the school may choose one of several
opticns. The options may include accompanying or monitoring all students who report lost
or stolen tickets - needy and non-needy - through the food service line; providing a fist of
those students' names to the cashier; or any locaily developed measure that complies with
the legislated boundaries. Regardless of which option is chosen, the gligible needy
student must be provided with the free or reduced price meal.

Scheols may also initiate a procedure which would sanction an ineligible student for
attempting to usg a ticket to obtain a meal when that ticket was lost, stolen cr when it was
detarmined that the ticket was otherwise obtained by fraud. In developing corrective
measures, schools need only ensure that free and reduced price recipients not be overily
identified and that they not be charged for any replacement ticket.

0143t POOMY ICOT - . ’ J-8




USE OF FOODS, SUPPLIES AND EQUIPMENT

Left-over foods, United States Department of Agriculture (USDA) donated foods or
purchased foods shall not be sold, iraded or given away, except as used in child nutrition
programs. No foods, inciuding left-overs, shall be removad from the school food service .
area by food service personnel either for their cwn use or for the use of others, except for
school sponscred activities.

All equipment and supplies shall be properly inventeried and shall not be removed from the
school food service area without appropriate authorization. Records must be maintained
verifying the date a piece of equipment was loaned from the food service department, the
date returned, the principal's signature and the name of the borrower.

It is recommended that individuals not make purchases from vendors in the scheols. If
such purchases are made, ftems delivered may not be stored in the food service
equipment. It is alsc recommended that no personal items be stored in food service

equipment or siorage areas.

Food for outside functicns (not schoo! sponsored) shall not be prepared in the kitchen
during the regular work day. Schocl foed service facilities may be used by school or
community groups for food service when authorized by the schocl administrator.
Entrepreneurs or school personnel may not use food service facilities for individual benefit.
At east cne school food service employee shall be in charge to ensure conirol over the
child nutrition program foods and for proper use and care of equipment and facilities.
Wages for the schocl food service perscnnel shall be paid by the crganization using the
facilities in accordance with current wage and hour regulations and School Food Authority

(SFA) policy.

0443t2/PCOM1(CO) -




SAFETY AND SANITATION

To avoid health and safety hazards, only autherized scheol foed service personnel shall
be allowad in the food preparation and serving areas. Use of tobacco shall not be

permitted in the school building or property.

It is recommended that foed service personnel wear clean uniforms. Appreoved 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 line. in schools, family style is not permitted for
students and/or adults, except for Head Start and preschool child care programs.

Extreme care Should be taken during preparation and serving of food tc avoid
contamination cf spread of communicable diseases.
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SALE OF NUTRITIOUS FOODS

When schools 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
or milkshakes shall be sold or served in the lunchroom during the meal period.

Milk may be sold to a student at any time during the meal period. Proceeds from milk or
milkshakes sold in the lunchroom at the time of meal service must be deposited {o the child

nutrition account.
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REQUIREMENTS AND ACCOUNTABILITY FOR
FOODS AND BEVERAGES SOLD/SERVED

The West Virginia Board of Education has adopted the Standards for School Nutrition,
Pclicy 4321.1, which sets requirements for ali foods and beverages made available on
school premises during the school day. The school day is defined as the fime between the
arrival of the first child at school and the end of the last scheduled instructionai period.

Vended food items may be sold if certification is on file at the school. Certification may be
in the form of a laboratory analysis of a specific item and shall be written on
vendor/company letterhead and signed by an authorized company official, If nutrition
labels are used as documentation, the School Foed Authority (SFA) must provide access
to that information at the time of review. Refer to guidelines for product selection.

The state board regulation must not be confused with a mere recent one passed by United
States Department of Agriculture {(USDA). The guidelines adopted by West Virginia
Department of Education (WVDE) are more restrictive and supersede those of USDA.
Schocls shall be guided by definitions contained herein rather than information furnished
by sales representatives.

No candy, soft drinks, chewing gum cr flavered ice bars will be sold or served. No foods
and beverages containing 40% or more sugar by weight cr juice products containing less
than 20% real juice will be sold or served.

All "other foods" available during the instructional day shall reflect the Dietary Guidelines
for fat by limitingthe number of fat grams tc not more than 8§ per one ounce serving, or
meet the USDA standard for a meal component. Other foods are defined as any foed or
beverage, other than those served as part of the scheol meal, including snacks from
vending machines, and foods sold during school heurs for fund-raising purposes and fceds
for parties. Other focds do not include those brought to scheol by individual students for
their own consumption. )

After-schcol programs which provide supplemental meals to children shall comply with
standards cf the policy.

County boards of edugaticn and local school administrators shall previde a nutritionally
healthful schoo! environment for students and acccuntability for all funds frem focd and
beverage sales._Enforcement systems shall include, but are not limited to:

The Performancé Based Accreditation System that includes (a) specified compliance
standard(s) and verification procedures.

Monitoring sales and service of "cther foods". Sancticns for non-compliance shall include
transfer of purchasing authority for feed and beverage items from the scheol to the county
level. -
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DEFINITIONS

The Standards for School Nutrition, Policy 4321.1, adopted by the State Board of
Education defined the following foods and beverages.

1.

Candy is defined as any food ihat, as served in its finished form, contains, by
weight, 40 percent or more sugar (in crystalline form or in solution as syrup, beth
monosaccharides and disaccharides) and/cr cther sweetening agents, or any food
product commonly referred to as "candy".

Soft drinks as defined in Section 1, Article 19, Chapter 11 of the Code of West
Virginia: (@) "Bottled Soft Drinks" which are all beverages, whether carbonated or
not, or any preparations commeonly referred to as "soft drinks” of whatever kind,
which are closed and sealed in glass, paper or any other type of container,
envelope, package or bottle, whether manufactured with or without the use of any
syrup, and (b} any beverages, whether bettled or nct, which are prepared from soft
drink syrups and powders by the mixing thereof with carbonated or plain water, ice,
fruit, milk or any other product suitable to make a soft drink. Except that flavored,
fluid milk, as defined in regulations promulgated by United States Department of
Agriculture (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 soid.

Chewing gum is defined as a preparation of chicle or other plastic substance
sweetened and/or flavored for chewing.

Flavored ice bar is defined as a frozen confection consisting of water mixed with
flavored syrups and/or powders, sugars and/or other sweetening agents, binders,
stabilizers and/or emulsifiers.

Other foods are defined as any food or beverage, other than those served as part
of the school meal, including snacks from vending machines, and foods sold during
schoo! hours for fund-raising purposes and foods for parties, Other foods do not
include those brought to school by individual students for their own consumption.

C143ld/POOMIU(CO) — J - 13




GUIDELINES FOR SELECTION OF SNACK ITEMS

1. The West Virginia Board of Education mandate [J - 30.1] on the sales of foods in
schools supersedes any United States Department of Agriculture (USDA) regulation.
School personnel should always verify information furnished by salespersons.

2. It is the responsibility of schoo! personnel to contrel what preducts are placed in
vending machines, school stores and/or snack bars. School personnal should obtain
product analysis information from vendors upen which the decisions are made. These
analysis should be written on vendor/company letterhead and signed by an authorized
company official. The criteria for "other” foods that are sold or served during the school

day include: -

have 8 grams or less of fat per one ounce serving,
OR

meet the USDA standard for a meal pattern requirement,
AND

contain less than 40% sugar by weight.

3. Learn to read labels. Standards require that labels on packaged food identify the
contents of the product. Called "Nuirition Facts”, the label lists the nutrients by gram
weight, as well as other pertinent information.

The total grams of fat per serving are given and can be useful to determine if a food may
be served. _

Sugars are listed as part of the total carbohydrates in the food. By comparing the grams
of sugars to be fotal weight of the serving, it may be possible to determine the percent of
sugars in a product. .
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GUIDELINES FOR SELECTION OF JUICE OR JUICE PRODUCTS

The West Virginia Board of Education Policy 4321.1 supersedes any United States
Depariment of Agriculture (USDA) regulations. Any juice or juice product sold in the school
must contain a minimum of 20% real juice. The product must be labeled cr the principal
must have proof of the percent of juice content in each product sold. The proof must be
written on company/vendor letternead and signed by an autherized company official.

The sale or serving of foods or beverages containing 40% or more added sugar by weight
is prohibited. _. :
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MEALS FOR SECONDARY STUDENTS ATTENDING COLLEGES

In some cases high schocl 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, would be at the option of the
Schoo! Feood Authoerities (SFAs) since they are only required 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 National Schoo!l Lunch Program (NSLP) since they do not meet the
definition of "schoo!” under program reguiations. Therefore, any meals provided to the high
school students by the colleges would not be eligible for NSLP reimbursement, even if {he
high schoo! compensated the college for the cost of the meal.

J-16
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MEALS FOR FIEL.D TRIPS

Breakfast and/or lunch meals may be provided and claimed at the eligible rates of
reimbursement for students pariicipating in field trips and other off-site functions. The

following conditions must be mst:
1) The off-site function is an official schoocl-spensored one;
2) Proper mgasures are taken to avoid food contamination and spoilage;

3) The meals served meet United States Department of Agriculture (USDA) meal
pattern requirements; and

4) Accurate records by category and count are maintained.

01431d-/PQOMI(CO} —




TITLE:

TITLE 126
LEGISLATIVE RULE
WEST VIRGINIA BOARD OF EDUCATION
CHAPTER 18-2
SERIES 86
POLICY 4321.1

Standards for School Nutrition
SECTION 1. GENERAL N
1.1 Scope - This legislative rule establishes nutrition standards for foods served
and/or sold to students in schools during the school day. The procedures relate
both to nutritional standards of school meals and additional snacks, including
foods and beverages sold or served to students.
1.2 Autherity and Related Code Citation(s) - WV Cede §18-2-3 Constitution Article
XII, §2..

1.3 Filing Date - September 28, 1954

1.4 Effect_ive‘_?_Date - October 2§, 1694

1.5 Repeal of Former Rules - None - This is a revision of former rules filed in 1982.

SECTION 2. PURPOQSE S ' S -

2.1 Good nutrition enhances learning and the quality of life. This plan reflects an
integrated approach to ensuring a school environment that promotes optimal
nutrition for students. Successful dietary changes must occur gradually. The intent
of the policy is to enable schools to continue to provide students with choices while
implementing changes progressively. For this reason, the policy implementation
follows a tiered approach with target dates specified for each tier.

SECTION 3. OPERATIONAL DEFINITIONS, FOOD SALES AND SERVICE

3.1 School day is defined as the time between the arrival of the first child at school and
the end of the last scheduled instructional period.

3.2 Candy is defined as any food that, as served in its finished form. contains. by
weight, 40 percent or more sugar (in crystalline form or in solution as syrup, both
monosaccharides and disaccharides) and/or other sweetening agents, or any food
product commonly referred to as "candy”.

Revised September 1994 1
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West Virginia Department of Education
Nutrition Standards for School Nutrition

3.3 Soft drinks as defined in Section 1, Article 19, Chapter 11 of the code of West Virginia: (a)
"Bottled Soft Drinks” that are all beverages, whether carbonated or not, or any preparations
commonly referred to as "soft drinks” of whatever kind, that are closed and sealed in glass, paper
or any other type of container, envelope, package or bottle, whether manufactured with or without
the use of any syrup, and (b) any beverages, whether bottled or not, that are prepared from seft
drink syrups and powders by the mixing thereof with carbonated or plain water, ice, fruit, milk or
anv other product suitable to make a soft drink. Except that flavored, fluid milk, as defined in
regulations premulgated by USDA governing Child Nutriticn Programs, and beverage mixtures
that, in the finished product, contain at least 20 percent natural fruit or vegetable juices are not

considered soft drinks.

3.4 Chewing gum is defined as a preparation of chicle or other plastic substance sweetened and/or
flavored for chewing.

3.5 Flavored ice bar is defined as a frozen confection consisting of water mixed with flavored syrups
and/or powders, sugars and/or other sweetening agents, binders, stabilizers and/or emulsifiers.

3.6 Other foods are defined as any food er beverage, other than those served as part of the schoel meal,
including snacks from vending machines, and foods sold during school hours for fund-raising
purposes and foads for parties. Other foeds do not include those brought to school by individual

students for their own consumption.

3,7 Enrollment is defined as "head count".

3.8 Bottled water is defined as "water, bottled drinking water 100% pure natural spring water
containing no additives.”

SECTION 4. NUTRITION STANDARDS FOR SCHOOL NUTRITION PROGRAMS

All foods or beverages made available on school premises during the school day must meet the
requirements of this policy.

County Boards of Education shall select for each school one of two implementation options for lunch:
Option A {4.1), based on existing USDA meal patterns plus nutrient analysis standards: or Option B (4.2). ona
WVDE Lunch Meal Pattern standard, following a phase-in approach identified as Tier [, Tier II and Tier IIL.
The Brezkfast Meal Pattern proposes a single implementation option (4.3). After-school programs which
provide supplemental meals to.children shall comply with standards of the policy. The sale or service of foods

-

containing 40% or more added sugar by weight is prohibited (3.2).

No candv, soft drinks. chewing gum or flavored ice bars will be sold or served. No foods or beverages
containing 40% or more sugar by weight will be sold or served. Any juice or juice product sold or served must

contain a minimum of 20% red] juice.

By 1994, all "other foods" available during the instructional day shall retlect the Dietary Guidelines for
fat by limiting the number of far grams to not more than 3 per one ounce serving, or meet the USDA standard

for a lunch component.

i
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West Virginia Department of Education
Nutrition Standards for Schoel Nutrition

SECTION 4.1

LUNCH IMPLEMENTATION OPTION A

TIERIBY 1993

TIERII BY 1994

TIERIII BY 1995

Recommend that schoo! lunches
meet existing USDA meal pattern
requirements and averaged over a
period of one month, provide:

« at least one-third of students’
RDAs for calories, protein,
caleium, iron, thiamine, —
vitamins A and C ~

and

+ limited calories from fat (range
of 30 to 335 percent) -

and -

s limited sodium '
(1100 mgs maximum)

and _

* at least 6g of naturally occurring
dietary fiber -

and

» offer water

Require that school lunches meet
Tier I recommendations.

Require additional foods be
provided to pregnant or lactating
students so that breakfast and
lunch together, or in combination
with a snack, provide:

« atotal of 5 oz. of protein foods,
1 oz. of which shall be 1 oz.
cheese, 1 cup vogurt or § oz.
fluid milk;

» 3 servings from the grain group,
preferably from whole grains;

o 1-1/4 cups from the fruit and
vegetable group; and

e 16 oz. from milk group.

In these additional foods, the
following option shall be allowed:

| 1) 1 cupof fruit in place of one

serving of the grain group
once a week.

Same as Tier II, except limit
calories from fat to no more than
30%.

Ll
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SECTION 5. A LA CARTESALES

Only meal components may be sold as a la carte items for breakfast, and only fluid milk, milkshakes and
bottled water may be sold as a [a carte items for lunch.

SECTION 6.  AVAILABILITY OF DRINKING WATER

All Student dining facilities shall contain a drinking water receptacle, or water shall be offered with meals
for student consumption. '

SECTION 7. ADEQUATETIME FOR MEAL CONSUMPTION

Adequate time shall be allowed for student meal consumption. Minimum iime allowance (eating time for
each student after being served the meal) for student consumption of meals shall be ten minutes for breakfast

and twenty minutes for lunch,

7.1 Snack Options For Meals

Schools may choose to allow adeguate time for consumpuon of increased volume of food by
extending the mea! period or by providing a snack under the following stipulations:*

7.1.1 The snack is offered as a separate itemn at breakfast or lunch for consumption later.
7.1.2 The snack item may be a single serving of bread/bread alternate, fruit or vegetable.

7.1.3 If the snack option is chosen, school administrators and teachers should support this effort
by providing students with the time and cpportunity to eat these snacks during the day.

7.1.4 Timing of the snack should be determined by individual school choosing this option.

7.1.5 The pricsof the meals may not be increased solely as a result of choosing this option.
(Note: No federal reimbursements exist for snacks outside the lunch or breakfast meals).

7.1.6 Schools choosing this snack option may elect 1o sell the same snack foods to students who
do not purchase a school meal.

*Prior USDA approval is required to provide the fruit'vegetable snack option for lunch in Tiers IT and IIL.

SECTION 8. COMPLIANCE/ACCOUNTABILITY

Countyv boards_of education and local school administrators shall provide a nutritionally
school environment for students and accountability for all funds from food and beverage

Compliance svzluation shall include, but is not limited te:

healthful
sales

8.1 The Parformance Based Accreditation System that includes (a) spacified compliance
standard(s) and verification procedures. .
4
J - 30.1c




.V uond(y voneyuawadur) youm, w paipoads se siuapms dutieoy pue weudaid 1oy spooy {ruoppe annbmyj

_ Miges
LER ]

{172 995) wds02 aq L uondgy yarug .
V(51 woy praoaddy aond sonnbay s

191BM T3]0

Iem g0

Iapem 1ag10

1ol J19p10

12)um 1a1j0

Iem 1940

uondwnsuen
1o oenbape a8minoouy) .

LV A

WpIonng
$59] 10 957 M
e Afuo 1ayjo

wang
$89) 10 047 )M
i Ajuo 1250,

1BL1ng
S53] .10 %7 qIA
R £Jue g0,

eRINg
S83] 40 247 HM
yio Ajuo sagpo

SAON0ID IR] 13m0 120 .

708 O 2oy ey RAIA IR oy RRTINY
(uread (13 (uead (wead (urerd ojoym (unerd ojoym
210UM o4 CE 158D AOYAL B0 E IS IOUM 4L 158D IOUM YL £ ISEI[ | %407 ISEA 12 MILIN0D | 9467 150a] e Weiiod
12 UIRJNI0D Yaom 12 DIR)UIoD Hoam 12 U0 }29m 12 UIRUeD aam SYE/0 11e 1o wead syeyd e o mng
/SBUIAIS ¢ 1582 18) | sTuiAes ¢ Jseo) 1) /5mAIS ¢ asea o) | sTuintes ¢ 15L3] 1g) 0T 2IE IIM QOUA 2 NIM stanpoad

Yrmfg]
pue Avpgty

Framsg |
PrE Aepise|

HII/
pue Kep/s|

Ha2am/01
pue Aep/g'|

/STUIALIE € 1580 12)

yoam/01 10 Kepyg

fSTMAILIS ¢ 1509] 18)

Naamy| 1o Avpsg

wiead afogm oziseydws

++ALVNAGLL TV avaniaavang

(ram/smua)

Jo sead

PP ‘supaq papp
dno g4y 1583 1)

0 g

(3joamysua)

Jo seod

PRUIP "sueaq polp
dno 7y 1seap )

RN/

(joam/spij

10 sead

PaLIp ‘suaq paup
o 71 1seap 1)

0y

(laamyspua

10 sead

patp ‘suvaq parp
dita gy 1seaj iv)

7O

(VIAIN 20 T/ =
Yoams|nual Jo sead
PaLIp ‘SuRae paup
dna ¢/1 15e9] 1)

707

(VW 720 /) ==
H2DMS[ 1R 0 sirack
PALIp ‘suRdq pavLp
dna prj 1sea) )

20T/ 1

HA9AL/AUO 1589] 1 S{UD|
10 sead PaLIp ‘SUUIQ PaLIp A5 .
SADNN[D TURIPOS
Jamo] pue uea| aziseidiva .

HALVNYALTY LVIIAZLVITIN

, Qu?..ﬁoz_,_u

111 g ysaxy
dno py1 150 18)

daa pry g

(yoomsotunle ysoa
dno gy 1seay w)

dna |

{fpanysaum
e : I k,,w. _.va._'w
dud /1 15891 1)

dud ¢

(panysaw
v _m g__mm.@
duo 71 1se0118)

dno prg

(Yoamjsatini'c ___W_S._
dno /7 15093] 18)

"
]

dno prc

luo_._.&mu%: ¢ gwu...__
dud 1 15§ 18)

dno g/

gy sdodl 1

Ioaauaym 2anpord ysazp aagjo .

A TAVLHOYA YO LN

U-F sapeln

Y sapean)

T3-F sopean

£-3) Sapean)

TI-F sapran

g3 sapear)

LNANOJNO)D

30.1¢

J -

£661 AS IR WALL wxeb661 A4 1L AALL £661 AQ 1 AALL

—

4 NOLLJO NOLLY INHINA TdWT HON'T TF NOLLDIS

SWRIZ0.LJ NONLONN [9012S 10] SPILPUR)S LIETTRHN,
nonuMpy Jo yamredag rimBnA 150



WV uondo uoneuawoyduy goun-y, ut poryivads se sjuopnys duneyoe] pue jurudaid 1o spooy [uonippe aunhoy

(1°L 208} uasotpd aq Lutw uond) Joeug
VSN wio) jeaosdde joud sannhoy

Nt

s

* %

POPUIUILLOIAN BUIALDS |

POpUAINIODal Furatas |

POPUDUILINDA1 FUIAIDS |

5001019
JES-M0] PUB JRJ-MO[ oHRINOOUD .

LLVNALLTY LVAIN/LVIEA

STuialas 7 10

SAUIAIS 7 3o |

SuIAIas 7 a0 |

UD1JO SHJIIBA UIRIT DJOUM 12)JO

++ L LVNALLTY Qviniyavinid

UNO WOUA SONIAIAS OM.L HO SININOJNOD ONIMO FIOA AILL 40 HOVH INOWA INTAUAS INO SOOI AVIN

D whweia jo
201n08 pood v s ey} ajqwadoa
10 somf ‘pniy e Kpep oo .

dno g/ dno g/ duo 771 wHTHV LHDAA/LINA
TRjI0NNg 1ejIayng .
§59] 10 9,7 M H[UU AJUO I9]JO o SSO] 10 947 M qJTW AJUO 12]JO o SRR IE] JaMo) 1))«
. , , .
20§ Z0 )] § 70§ AN

{173 sapeay)

[4%; RMUEH

I~ sapear)

S66T Aq IIT MIILL

»xxP661 AY 1§ YALL

£661 AG 1 UALL

LNANOJINO)D

NOLLJO NOLLY INTAT 1AL LSVANVIUA £+ NOLLDAS

SWEL01,] WO [00YdS 10 SPIRPUE)S UGN
uoneanpr jo pownaedag vrnda g psapn

—

[an




LALFALE)

PaNUIIOD SPIEpueIg || o1,

“aucdio)

Joun| e 10§ prepuels y(Sf) Sy} 19914 1o
“BuIALDS 90uno 2ue 10d § ULy o10W JOU 0} SULIT

18] JO Jaquunu ayy Junuuij £q Jej 10J saulapingn
Am)21(] 91 1901501 Aep [euoTIONSUT S
SULINP Yqu[ILAR SPOOJ OO, [[& Jei) a1nbay]

"SJUOPNS [ 0] STRAWL fOOYOS JO AI[1qIssanoe
2inst2 0y suondo 31AISS JEaUT dRUNIO)

spaepurlg | 101],

sl [ear o407 0 wnununy

B UIRINOD 180U PasIds 10 Plos jonpoad aom(

16 20mf Kuy *paatas 10 pjos aq [pa o

Aq 1edus droul 10 9404 Jurieiuos safiviaaaq

10 SPOOJ ON "PAAIIS 10 PIOS 2q [JIM S1eq 201
Pal0Ae}) 10 Wi Furmono ‘syunp jjos ‘Kpued oN

quanodiiod

Udun| e 10§ ppuEls g ) a4) 1ot

10 “Buiatds aouno 1axd g uet sow jou o) stupsd
18] JO Joquunt o1f) Juniun| Aq 1w 1oj SoUNopIng)
ATe101(] 91 1091721 Aep [ootjos oy} Furnp
Oqe[IEAR | SPOOJ K10, {IE 1B} PURUW0DDY]

“Spuapnis v 10§ sjEaut jooyas jo L1pqeidsson
pue sjeaut joolfss Jo ANqqissaaoe saordun
01 suondo adtaIos [row puedxa 10 dojaaag]

1) sapeas)

SO6T AQ 111 WAL

TE-3] $apear)

Z1-) soprag

F661 Aq I ALY

£661 A4 T HIALL

TOOHDS LV JANSNOD SU0OO0A HALLO AOA SAGAUVANVY.ILS NOLLIYLON '+ NOLLDWS

SWERIZ0.L] HOHLNN] [00IS JOJ SPABPULIS UOTILINN

uoneInpy Jo yuounreda(q vrursarA 3o

J =~ 30.1f




West Virginia Department of Education
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8.2 Monitoring sales and service of "other focds”. Sanctions for non-compliance shall include
transfer of purchasing autherity for food and beverage items from the school to the county

level.

SECTION 9. STAFFING _ R

Since the availability of z full-time nutrition director at the county level is desirable for centralizing
operations, developing and monitoring compliance with specification for foods, especially entrees,
implementing the Dietary Gumelmes local district accountability, and for nutrition education and training, it is
recommended that each county assign a qualified full-time nutrition director by 1693-94.

Suggested staffing shall be determined by tier Jevel in unplementanon of Dietary Guidelines, i.e., Tier I,
Tier IT or Tier IIL.

8.1 Tier I suggested staffing:
8.1.1 _One full-time qualified county director of nutrition services,

and
6.1.2  _one secretary for food services at county level with a minimum of 220 days

employment.

9.2 Tiers Il and III suggested staffing:
9.2.1 One fuil-time qualified county director of numition;

.22 One assistant nutrition services director for each county where enroliment exceeds
10,000 students; and
§2.3 two secretaries or one secretary and one clerk for food service operations at the

county level where enrollment exceeds 10,000 students.

9.3 Operaticrial Definitions Relative To Staffing
93.1  full-time is defined to mean a minimum of 220 days employment with exclusive

nutrition program responsibilities.

9.3.2 A qualified county director of nutrition shall have a minimum of a baccalaureate
degree in professional education or in home economics. nutriticn. dietetics, or
equivalent experience, and shall have experience in foed service management,
business management, classroom teaching in nutrition, or experience as a member
of the NET cadre. In counties where a fuli-time food service supervisor,
coordinator of director has been emploved before July, 1992, and whose job
responsibilities have been as listed above, that person remains in the present

position.
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SECTION 10. COMPREHENSIVE COUNTY PLAN TO ADDRESS HEALTH AND NUTRITION RE-
EDUCATION '

A comprehensive county plan shall be developed with the purpose of linking nutrition service and
curriculum by establishing a wellness enviromment in schools, providing professional development and

establishing an on-going evaluation process.

Development of the plan shall involve a bread spectrum of the school and community including health care
providers, food service persofimel, teachers, students and educational administrators.

SECTION 11. NUTRITION ADVISORY COUNCIL .

A broad-based Nutrition Advisory Council shall be established by the West Virginia Department of
Education for the purposes of keeping the West Virginia Board of Education apprised of current research
findings in nutrition and assessing potential implications of findings for program development and
implementation. ' ' ' ' :

SECTION 12. EVALUATION COMPONENT

An evaluation/assessment component shall be established by the West Virginia Department of Education
for the purpose of determining the effectiveness of this policy.

9992henE
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PROTOTYPE LETTER - School Letterhead
CHILDREN WITH A DISABILITY

Physician's Medical Statement
Section 504 of the Rehabilitation Act of 1873 assures disabled students access to school
meals. If a student has a disabling condition that limits one or more major life activity and
requires a special diet, a physician's statement is required.
Such statements shall include:
1) Verification of a Disabiing Condition that requires a special diet,

2) Foods the child can not have and must be substituted, and

3) Foods substitution.

Child's Name :
Focd Child Substitution Texture (e.g. fresh
Can't Have - Prescribed ground, blended)

Other Dietary Information and Directions

| certify that the above named child is in need of
special school meals because of her/his disabling condition which substantially limits one
or more major life activity. )

Physician's Signature Date

Q223tdPOOMEX —




PROTOTYPE LETTER - School Letterhead
CHILDREN WITH SPECIAL DIETARY NEEDS

Recognized Medical Authority
Schools may make substitutions for nondisabled students who are unable to consume the
regular meal because of medical or other special dietary needs with a recognized medical
authority's statement.

Such statements shall include:

1) Verification of the medical condition or special dietary need that requires a special
diet,

2) Foods the child can not have and must be substituted, and

3) Foods substitution.

Chiid's Name
Focd Child Substitution Texture (e.g. fresh
Can't Have Prescribed ground, blended)

Other Dietary Information and Directions

| ceriify that the above named child is in need of
spacial school meals because of the following medical condition or special distary need.

Signature o:_f:Recognized Medical Autherity Date

Title

T20HAHPOOMEX -
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SECTION K

PERSONNEL AND TRAINING

Program Management .. .......... e e e e e K-1
Classification of Cooks . . ... . i K-3
Nutrition Education and Training (NET) .. ... ... ... . . ... ... .. ..., K-4
Training Programs for Food Service Personnel . ..................... K-5
Competency Testing for Food Service Personnel ....... ... ... ... ... K-6
Exhibits

State Board Policy 255018 . . . e K-30.1

Children and NUtrition . .. .. .. e K-30.2




PROGRAM MANAGEMENT

The success of any child nutrition program depends largely on its personnel. Every
empioyee must be carefully selected for each position. It is advisable to employ trained
personnel at both the school and School Food Authority levels.

Responsibilities and duties of all persennel shall be established by the SFA. Employees
develop an understanding of their responsibilities through training and detailed
instructions. Motivation wil! be increased if the employees understand the purposes of the
programs and the tasks necessary to achieve those purposes. Duties, salary schedules,
sick feave, 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 should be
available to employees.

Employment policies are governad 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 emplcyees. 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 precedures are baing followed.

[n order to maintain a high degree of productivity and performance, school food service
personnel must be evaluated periodically. Evaluation policy is determined by the SFA and
should be applicable to tenured and non-tenured personnel. Evaluation criteria and
instruments shall be developed by the SFA and made available to employees and school
principals. _ ‘

Each SFA shall maintain a code or standard of conduct which governs the perfermance
of its employees. United States Depariment of Agriculture regulations state that school,
county, state and federal food service employees shall neither solicit nor accept gratuities,
favors or anything of material monetary vaiue from confractors, vendors or potential
contractors,

There are two sections of state law that refer to exira duty assignments. Those cceurring
on a regularly scheduied basis, as defined in 18A-<4-16, must be covered by a written
document. Those defined in 18A-4-8b not occurring on a regular basis need not be
covered by a written document.
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School Food Authorities (SFAS) are required to post and date notices of all job vacancies
in a conspicucusworking place for a minimum of five days. No vacancy can be filled until
after the five days, but such vacancy must be filled within twenty working days from the

posting date. -

A vacated position 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 filling 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
category (Cook |, Cook I, Cook lll, Cafeteria Manager) and the greatest senjority.
Such regular employees shall be assigned on a rotating and seniority basis. The
person filling an absentee position may be given the opportunity to stay in that
position through the absence.

2. with a substitute with the greatest length of service time. Substitutes shall be
employed on a rotating basis, accerding 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 classification category (i.e. Cook |, Cook Il, Cook Ill, Cafeteria
Manager) having the greatest seniority and strongest evaluation. If no one classified as
a cook is interested in the position, it may be offered {0 cther service employees based on
seniority and contingent upon their passing the competency test for cooks.

It is recommended that child nutrition program participation data be used to develeop a
consistent standard for determining the number of employees needed for efficient program
operations. Suggested staffing ratios may be found in State Board Policy 2550.19.
[K-30.1] These ratios are generally based on "lunch equivalents" in which one [unch or
two breakfasts count as one equivalent.
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CLASSIFICATION OF COOKS

Classification of cooks, as stated in 18A-4-8, include:

Coock |

Cook Il

Cook Il

Cafeteria Manager

0144:d:/PODM (CC)

personnel employed as ceok's helper

_personnel employed to interpret menus, to prepare and

serve meals; and personnel who have been employed as
"Ceook |" for a period of four years, if such personnel have
not been elevated to this classification within that period of
time

personnel employed to prepare and serve meals, make
reports, prepare requisitions for supplies, order equipment
and requesi repairs

personnel emplcyed to direct the operation of a food
service pregram in a scheol, including assigning duties to
employees, approving requisitions for supplies, repairs,
keeping inveniories, inspacting areas to maintain high
standards of sanitation, preparing financial reports and
keeping records pertinent to food services of a schoeol




NUTRITION EDUCATION AND TRAINING (NET) PROGRAM

For years child nutrition directors advecated a nutrition education pregram that would be
cecordinated with the school feeding program. [K - 3C.2] [n 1977, the United States
Congress amended the Child Nutrition Act to provide funds for the Nutrition Education and
Training (NET)_Program. Such funds are made available thrcugh a United States
Department of Agriculiure (USDA) grant award to the West Virginia Depariment of
Education (WVDE) based on an approved plan. Program funds may be used to provide:

nutrition education for children;

trainirig programs for teachers;

training programs for school food service personnel;
nutrition education for parents; and

nutrition Materials.

b wh =

West Virginia's NET plan provides for a specially trained cadre of educators who conduct
professicnal development and inservice werkshops in nutrition education and food service
management for teachers, administrators, parents and fcod service personnel. Persens
interasted in these services may contact the WVDE, Office of Child Nutrition.

The NET Program alsc maintains a lending library of current nutrition and food service
educational materials, including books, video tapes and multimedia kits. An annotated
bibliography with annual supplements are provided to schools and School Focd
Authorities. Educators may request these resources by calling the Office cf Child
Nutrition. o
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TRAINING PROGRAMS FOR FOOD SERVICE PERSONNEL

Enhancing student hsalth and learning through nutrition services reqguires training in many
areas of nutrition, food service and program management. These include;

e knowledge of current nutrition recommendations;

e knowledge of United States Department of Agriculture (USDA) regulaticns and
West Virginia Department of Education (WVDE) policies, including required meal
patterns;

use of standardized recipes;

procurement procedures;

operaticn of institutional food service equipment;

use of USDA publications, such as The Buying Guide for Quantity Foods;
financial managament; and

food sanitation and safety.

Policy 5500.C2, County Service Personne! Staff Development, requires at ieast 18 hours
of job-related staff development for service personnel each year. The County Service
Personnel Staff Development Council has final authority to prepose and evafuate staff
developmeant programs accordlng to the rules of the policy.

The Nutrition Education and Training (NET) program provides training programs at the
SFA level for food service personnel through a cadre of trained educators. SFAs may
contact the Office of Child Nutrition staff to schedule training through the NET program.

In addition to workshops on various nutrition and food service management topics WVDE,
through the NET program, makes preservice training available for newly empioyed cocks
and substitutes on a regional basis. However, 8FAs may conduct their own fifteen-hour
preservice fraining. It is recommended that preservice training minimally inciude: use of
standardized recipes; USDA meal patterns; use of quantity equipment; food preparation
skills; safety; and sanitation.
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COMPETENCY TESTING FOR FOOD SERVICE PERSONNEL

Effective July 1, 1991, county boards of education shall provide competency tests for ali
new service personnel applicants in each specific classification title. This applies to
applicants for either regular or substitute positions.

As specified in State Code 18A-4-8e, these competency tests are intended to determine
whether applicants are qualified for a specific classification title. They are not to be used
to evaluate employees' skills or performance in their currently held categories.

For testing purposes, Cooks |, I, lll and Cafeteria Manager are included in the same
classification category, and applicants for these positions are administered the same test.
County food service supervisor applicants are administered a different test.

All competency tests are developed by the Bureau of Vocational, Technical and Adult
Education of the West Virginia Department of Education. Vocational schools serving the
[ocal county boards of education administer them.

After July 1, 1981, only these approved competency tests may be administered by boards
of education. Locally developed tests are prohibited under this section of the state code.
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A MASTER PLAN
FOR A
THOROUGH AND EFFICIENT SYSTEM OF
PUEBLIC EDUCATION IN WEST VIRGINIA

State Board Policy
2550.19

"Criteria Of Excellence In Nutrition Services"
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SCEOOL FOOD SERVICES

INTRODUCTION

The school food service provides the means with which to meet the
nutritional needs of the students throughout the school day. For this
purpose, ‘the natiocnal school luach and school breskfast programs are
designed not only to provide nutritionally balanced meals for all students
but also -to help students develop sound nutritional hzbits. In West
Virginia, school focd service is zavailable in every public scheool, and
every county board of education annually enters into an agreement with the
department of education to participate in the child nutrition programs
which are “funded in part by the United States Department of Agriculture.
As schools consolidate and become more comprehensive, the role of school
food servitCes expands accordingly.

The stazndards set forth below are analogous to: (1) %?g)provisions
includec In the State Plan for Child Nutrition Programs which is
executed by the West Virginiaz Board of Fducation with the United States
Department  of Agricultu%%Jand {2) the Policy of Operation Handbook for
Child Nutrition Programs which sets forth the operational policies and

-procedures __governing the schocl feeding programs sauthorized under the

Natio?§3(2§ihool Lunch Act of 1946 and the Child Nutrition Act of

1966. ~ When fully implemented in everyv school, the standards are .

designed to:

1. provide the nutritional services needed to all students in the
public schools;

2. follow the dietary guidelines prescribed by the United States
- Department of Agriculture and the West Virginia Board of Educa-
tion in order to help students develop sound food habits;

3. meet federal and state requirements for accountability, safety
and sanitation;

4. establish appropriate staffing ratios for administrative, super-
visory and production personnel;

3. op-grade the established trzining programs currently prescribed
for school food service personnel; and

6. .establish annual evaluation procedures to identify the skills and
trazining needed by school food service personnel.

The plan set forth below follows current policies and procedures
already in_place with the exception of the staffing ratios and traln@ng
requirements prescribed for administrative, superviscry and production

personnel. _

i
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PROGRAM DEFINITION

—The "school fcod service program' means "food service operations
conducted by the county board of education during the normal school
day principally for the benefit of school children, all of the revepue
from which is u%ﬁ%{i?161y for the operation or improvement of such
food “service." Under jurisdiction of the county board of
education, all schools serve meals that are nutritionally adequate,
They alse coordinate the school’s health education activities with the
formation of good nutritional and meal time habits in the lunchroon,
to the end that participating children will gain full FPFerstanding of
the relationship between proper eating and good health,

PROGRAM DELIVERY

A schooel lunch is available to all students, and a school
breakfast is available tc all students except when a waiver ng been
granted the school by the state superintendent of schools. All
meals;afg)ffgged in accordance with applicable state and federal regu-
lations ~ and are priced in accordance with a state-approved
pricing scale. TFree and reduced price meals are available to children
from eligible familieElyEQ)are currently approved for free and reduced
price- meal benefits, and provisicn is made where necessary to
meet the Fﬁffary and equipment npeeds of the handicapped and/or health
impaired.

1. Time of Meal Service

— The school and transportation schedules provide time for
srho?i)breakfast pricr to the start of the child’s instructiomal
day. Not less than three hours nor more than four and
one-half hours elapse between the service of the scheol breakfast
and the school lunch. A minimum of ten minutes of eating time
(after going through the serving line) is provided for the school
breakfast and a minimur of twenty minutes eatin%6}ime (after
going through the serving line) for the school lunch.

2. Policies of Operation

a. Nutritiomal Standards

School food services shall meet the nutr%&%ﬁgi%éftandards
set forth in state and federal regulations. School
Junches are plann%ﬁ)to meet approximately ocne-third of a child's
daily food needs, and school breakfasts are planned to mfgs
approximately one-fourth of the <c¢hild's daily food needs.
Except for milk, no foods and beverage items are to be sold io
the dining ares (or ”commonsEq)area, where applicable) it
competition with the school meal , except during the breakfast
service wh%%j limited a la carte 1is permissible under state

guidelines.

— FYood and beverage items classified as '"candy, soft drinks,
chewing gum and flavered ice bars” are mot to be sold in any
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public school during the school day, i.e., from the arfisal of
the first student until the departure of the last bus. The
county school food service director serves on the county school
health advisory committee to coordinate establishment and
fmiplementation of local guidelines and policies concerning the
sales and/or service of nutritiomal foods and beverages on the
school campus, including recommended procedures for approval of
the nutritional content of such food/beverage items.

School meals will conform with recommended dietary
guidelines which emphasize U?g?ration in the amount of sugars,
fatr and salt in the diet. To this end, food preparation

_practices are regularly monitored by the county food service

director. The county school food service director develops
county purchasing standards and supervises purchasing practices
to assure nutritional quality and prevent development of
questicnable nutritional habits,

b.  Food Quality (Appearance/acceptability)

-— Pfeparation} service and storage of all food and
~ beverage E?gﬁ are in compliance with state and local
= guidelipes. The county director of food services
regularly monitcrs meals served in all schools in terms of
appearance, acceptability and student food preferences.

Foods are served et the recommended temperatures,
observing all applicable sanitation standards, and providing
the dinnerware, silverware and disposables which are
appropriate to the specific food delivery system.

ML

Students at the senior high level and, as designated by

. the county superinfendent, junier high, middle school and
elementary students, are afforded the current option of
selecting three or mere of the approved menu 6ffms at luach
time in lieu of the five planped menu items. The lunch
is priced as a unit with no adjustment in price for those
students who select the 'offer wversus serve' option
described above. At least at the senior high level, choices
of menu or items g?thin the meal pattern should be available

L to all students.

I

Food Delivery System(s)

i

The type of food delivery system is determined by local
school authorities, after taking into consideration:

1. the availability, size, location and condition of
kitchen/ dining areas; :

location of . the school to possible central/base
kitchens;

|
o

1
|
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3. sanitation and safety;
4. student participation;
S. equipment; and

6. menu acceptability.

Regardless of the type of delivery system, all meal service

is in compliance with standards set forth in item 2{b) above.

Suitable types of food delivery systems include:(7)

1; -o;;;itéufood pf;pération and service;

2. central kitchen serving satellite scheols; and

3. base kitchen serving cne or more satellite schools.

Coid plate lunches and/or "bag" lunches may‘be utilized
as an alternate menu selection or under emergency or

temporary conditions or during summer school programs.

The food delivery system util&gff7)complies with all
apprlicable state and local standards. :

3. PBersonnel

County School Food Service Director or Coordinator

In all counties there is a qualified directcr or
coordinator of the schoel food service program with a

~full-time directoer for 10 or more schools. Functions of the

county school food service director or coordinator include:

1. establish goals for the program to meet the needs of
all students;

2, establish standards for food preparation, service,
sanitation and safety:

3. develop procedures for efficient management, including
.centralized purchasing and datas processing systems;

4. plan, cdevelop and coordinate an on-going in-service and
pre-service program;

5. _ distribute program management and educational aids;

6. monitor and supervise program operations in the
individual schools;

7. recriit trained school foocd service personnel; and
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8. act as a liaison Dbetweepn elementary, secondary
principals; health service coordinators; and the county
“school health advisory committee to  coordinate
nutrition/health services, i.e, nutrition education
materials and activities.

Assistant School Food Service Director

"An assistant school food service director should be
provided where necessary:

1. Ten to thirty schools - one full-time school food
.service director; '

2. Thirty~one to seventy-five schools -~ one full-time
school food service director and one full-time
assistant director; and

3. Seventy-six schools and up - one full-time director and
two full-time assistant directors.

Qualifications

County school focd service directors and coordinators
and assistant dJdirectors and cocrdinators have traiping in
home econonics and nutrition and/or institutional
manageffent, and demonstrate business management skills or
equivalent training.

Codﬁt? Support Staff

Adequate secretarial and clerical assistance s
available to the school food service directer or coordi-
nater. (One full-time secretary is recommended in counties
with ten or mecre scheols.) Assistance from the county staff
is regularly scheduled as needed in the follewing areas:
fimance, purchasing, payroll, custecdizl, warehousing and
delivery. Technical assistance is available either from the
county board of education or from the state department and
the RESA office in such areas as planning and evaluation,
central purchasing, in-service training and data processing.

School Food Service Personnel

Staffing raties are determineé by the type of food
delivery svystems utilized within the county school system,
not withstanding any maximum service personnel reimbursement
from sEf}e funds., The following staffing ratics are recom-
mended {with the exceptien _of schools with student
enrollments less than one bundred and schools. serving

_ handicapped children):
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On-site Kitchens

- Elementary  Schools - QOne full-time production

worker® for each 11-1%6 lunch eguivalents®™  per pro-

duction hour ;™

Secondary  Schocls - One  full-time  production
worker® for each 10-15 lunch equivalents™ per pro-

-duction hour;***

Satellite Feeding

Base Kitchen - Central Kitchen - One full-time

production worker® for sach 14-18 lunch equivalents® =
per production hour; ¥

Satellite  School - One  part-time  productien
worker* for each 14-18 lunch egeivalents™* per produc-
tion hour;*

"Cold Pack or "Bag" Meal

Base Kitchen - One full-time production worker®
for each 10-14 1lunch equivalents®  per production

wheatenls

hour ;*%* and

* A '"production worker'" is herein defined as a
person who spends a major portion of his/her
time in activities related to meal prepara-
tion/service/ clean-up. In schools where
there is neither a cafeteria manager nor a
Yschoel food service clerk,” one of the
full-time ‘'production workers" should be
counted as having one to three and one-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
county. A '"school food service clerk” is a
person classified as a "Clerk I" or "Clerk
II" who is assigned o perform clerical
tasks, prepare reports, keep records, collect
monies and/or meal tickets, supervise
students in the lunchroom and to perform
other duties related to the scheool food

service program.
**  Twyo breakfasts equal one lunch eguivalent.

#%% . Exclusive of a duty free lunch period.
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4, "Fast Food" Service System

One full-time production worker® for each 11-16

lunch  equivalents™ per production hour;*F two

. part-time production workers- to be utilized for each

full-time production worker needed after the first two
full-time workers.

<|‘

- * 4 "preduction worker™ is herein defined as a
i person who spends a major portion of his/her
— : —time in activities related to meal prepara-
tion/ service/ clean-up. In schools where
there 1is neither a cafeteria manager nor =a
"scheol feood service clerk,” one of the
— . full-time ‘'production workers" should be
counted as having one tec three and cne-half
hours of record keeping time per day,
depending upon the size and type of school
and the purchasing system utilized by the
. county. A "school food service clerk" is a
.- - - person classified as a "Clerk I'" or "Clerk
~ II" who is' assigned to perform clerical
— tasks, prepare reports, keep records, cocllect
7 monies  and/or meal  tickets, supervise
- : — students in the Jlunchroem and to perform
other duties related to the school focd

service program.

= - - %  Two breakfasts equal one lunch eguivalent.
— . #*% Exclusive of a duty free lunch period.

— ' Two part-time workers may be substituted for one
full-time. Substitute cooks are made available as needed at
the individual kitchens. Base kitchens serving 800 or more
junch equivalents per day shall have a cafeteria manager
with skills in food and personnel management.

The staffipng formulas set forth above are reviewed at
least every two years to ensure validity. As facilities and
- equipment are up-graded and in~-service/pre-service training
programs are Iimplemented for all school food service
personnel, productivity should increase, thus impacting upon
meals per production hour.

giaffrDévelopmeg;/?rginiﬁg

a. Pre-Service Training

All new food Service personnel, including substitutes
enroll in a minimum 6f fifteen (15) hours of pre-service
training pricr te the first full year of employment. The
training program meets guidel%ﬁﬁﬂ set forth under the State
comprehensive training program and may be conducted on a
regional basis.
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7.

b. In-Service Training

= .. Each school food service worker shall participate

annually in at least fifteen (I15) hours of in-service
- training which meets the guidelines % )forth under the

state c¢omprehensive training program. Each countv's
plan for pre-service/in-service training is to be approved
annuzlly by the department prior to implementation.

Ageglonal Involvement

Counties may utilize such services as, but not limited to,
“Supervision, data-processing, central purchasing, staff
pre-service and in-service training and nutrition educaticn
—teacher-training made available on a regicnal basis. The cost,
expediency and effectiveness of such regionally-based services is
reviewed and evaluated at least every two vears.

Schocl Food Service Facilities

- A11 new school construction confeorms to the ngndards set
forth ic the Handbook on Planning School Facilities and shall

=<inclucde the following gederal areas:

_a. A kitchen at least three hundred (300) square feet in size,
but size dependent upon the number of meals served and the
type of food delivery system utilized. Walls, floor
coverings, ventilation and sewage systems meet the spe%%%l

— cations set forth in local and state sanitary/fire codes;

-b. A dining area which is separated from the food preparation
area and the "commons' study area and is adequate in size to
= seat comfortably onme-third to one-half of the student
enrollment. If the diring area is used as a multi-purpose
room, time is allowed for sanitizing prior to mesl service;

T, Storage areas for refrigerated/frozen food storage, dry food
storage and nonfood supplies with size depeadent upon total
__ number of lunches/breakfasts served daily; and

. A dishwashing area separate from preparation area with an
automatic garbage disposal and dishwasher of appropriate
size, __

County Dboards of education shall request appropriate
technical assistance from the county school food service director
and the department of education as well as prier review and
approval from the department for all schecol food service
construction and for any major remcdeling,

Scheool Food Service Equipment

. The equipment utilized in school kitchen, dining, sterage
and dishwashing areas is at a minimum:
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a. of institutional size and durability for school use;
b. safe to operate;

. in good repair;

d. properly installed and maintained;

e. appropriate for sanitization;

f. efficient in terms of energy and time/labor comservation;
and

2. appreopriate for its function and location.

All eguipment is to be selected by the county échool food

service director in accordan%%)%gsh specifications set ferth in
state and federal handbooks ‘and is to be located and
installed in accordance with applicable sanitary/fire codes.

Instructional Materials and Supplies

-=. - Copies of all department of edvcation and United GStates
Department of Agriculture school food service training guides,
program aids, policy handbooks and manvals, as well as
appropriate reference materials on nitrition and nutrition
education are available in every school,

= -Supplies needad for the food service operation are available
as needed. An  inventory of such ditems is maintained.
Appropriate office supplies are available as needed. Record
keeping systems, filing systems and equipment Inventories are
maintained on a current basis.

Funds Needed

Funding for the categories of expenses listed below 1is
budgeted as designated.

a. School TFood Service FPersomnel - For smaller county school

’ systems, county boards of educaticn might opt to fund some

of the cost of administration on a regional basis through

the appropriate RESA offices. One hundred percent funding

for all regular scheool service persennmel including the

~  county school food service director and secretary is
provided under the generel school support formula.

b. Facilities znd Equipment

1. New Construction and Up4grading - School foed service
facilities and equipment are considered aum integral

= Facilities Plan.
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2. Equipment Replacement - As part of the financial
management system approved by the United States
- - -- Department of Agriculture for the school food service
program, sponsors are encouraged to apply an annual
depreciatifgo) factor to their total equipment
inventory. -~ Appropriate assessments made to the
“school food service program will recover the original
- value of the equipment inventory. Out-moded equipment
. -~ -still in use is addressed in the County's Comprehensive
Educational Facilities Plan.

¢.  Personnel Training

County boards of education are to cover the cost of a local,
regicnal or state pre-service and in-service training
program for all food service emplovees. The annual fifteen
(13) hour program of in-service training is to be scheduled
to fall within the normal days of employment whenever
— possible, Counties are encouraged to cooperate with
o personnel in the state department and to consult with RESA
- offices in order to reduce costs of training programs.

PROGRAY EFFECTIVENESS

The effectiveness of the school food service program is monitored
by the department of education on a regular bienmnial schedule. The
evaluation tocl, Child Nutrition Pregram Management Evaluation -
Schools and Institutioms, currently in use by E?E) West Virginia
Department of Education is utilized for this purpose.
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CHILDREN AND NUTRITION

The ultimate goal of child nutrition programs is to maintain the health and well-being of
every child. The provision of nutritionally balanced meals is an obvious way to meet the
goal. However, unless children consume those meals the goal of good health cannot be
accomplished. Eating is a persona! 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 any 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 require a
nutrition education program. Preferably, nutrition education should be integrated within
the curriculum from kindergarten through twelfth grades.

If children's eating habits do not include consumption of a variety of focds, it is difficult for
them to acquire needed nutrients for optimal health. Children need to be encouraged to
try new foods so their food choices will more likely include a variety, thus a better nutrient
balance. In addition, they need o be taught how to use a daily food guide and how to
make substitutions in focod choices that provide needed nuirients. Since many adult
diseases are traced to poor eating habits during childhood, it is important to help children
identify those poor habits and correct them.

Nutrition education is preventive health care and should be taught throughout the student's
school experience. Research indicates that teens have poorer nutritional status than other
ages. Therefore, there is a need for special emphasis on nuiritional education during the
middle and adolescent years.

Children's nutritiona! status has been associated with pcor school perfermance. One of
the most common nutriticnal problems in the United States is iron deficiency anemia.
Children with anemia feel apathetic and listless, which affects their ability to concentrate
in school. Anemic children are less curious, less socially responsive and less persistent
which adversely affects their learning.

A study released by the USDA entitled The National Evaluation of School Nutrition
Programs found that children who consume school lunch have a higher intake of five
specific nutrients - protein, caicium, iron, vitamin A and vitamin C. In addition, 89 percent
of the children who eat school lunch have an overall adequate diet, while only 77 percent
who do not participate in school lunch have an adequate diet.

Recent findings also document important benefits of the School Breakfast Program,
especially for needy students, The positive effects of eating school brezakfast on students’
achievement test scores, tardiness rates and absentesism have been shown to be
statistically significant. '
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BACKGROUND

Providing a schocl environment that promotes optional growth, health and education for
all students reguires the active involvement of the total school staff, parents and community
members. Child Nutrition Program experience shows the positive effecis of a collaborative
approach to planning and delivering nutrition services and nutrition education. They
include increaséd public awareness of the value of gocd nutrition and the role of school
nutrition programs in enhancing students' health and learning; increased student
acceptance of nutritious foods and dietary changes; and increased participation in schoo!
nutrifion programs.

Both federa! regulation and State Board policy acknowledge the importance of cooperative
planning and invelvement. Each recognizes the value of local discretion in determining
specific needs and strategies related to school, home and community involvement.

National School Lunch Program regulations require Schoo! Food Authorities (SFA) to
conduct activitiés that involve students and parenis in the schecol's nutrition programs.
L - 30.1] SFAs are to maintain documentation of such activities. State Board Policy
4321.1 requires a county plan for integrating nutrition services and the curricufum.
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COMPREHENSIVE COUNTY NUTRITION PLAN

To accomplish its goals, school nutrition programs must become an integral part of the total
school curriculum. A broad spectrum cf school and community representatives need o
work collaboratively to create and strengthen the links between nutrition services and the
curriculum. Policy 4321.1, Standards for School Nutrition, requires that a comprehensive
county plan be developed o address:

e astablishing a wellness environment;
e providing professional develepment; and
e astablishing on-going evaluation.

This plan outlines the county's direction, priorities and activities related to implementing
standards set forth in the policy. At the discretion of the county, this plan may include a
statement of need; goals, strategies and resources tc address identified needs; and
evaluaticn procedures.

A broad-based committee or advisory council comprised of, but not limited to, health care
providers, food service perscnnel, teachers, students and educational administrators, is
responsible for developing the county plan. If the development of the plan can be more
effectively accomplished through other county planning activities, such as developing a
comprehensive school health program plan, a separate nutrition plan is not required.
However, the development of such a plan must include all participants specified in
Policy 4321.1.

01451 POCKTICO) — L-2




COUNTY NUTRITION ADVISORY COUNCIL

In order to strengthen schoo! child nutrition programs and to enlist the cooperation of
school faculties, students and parents, School Food Authorities (SFAs) may appoint a
County Nutrition Advisory Councll that includes representatives from the following groups:
ccunty administrators, school principals, teachers, health professionals, school food
service personnel, fay citizens and students.

Responsibilities of the County Nutrition Advisory Council may include:

facilitating linages between nutrition services and the total school environment;
recommending guidelines and policies concerning the sales and service of foods
and beverages; :

recommending precedures fcr evaluating the nutritional content of foods and
beverages sold in schools;

advising the county food service superviscr concerning the food service provided
under the National School Lunch Act and the Child Nutrition Act;

developing the County Nutrition Plan; and

identifying_resources for use in promoting and providing quality nutrition services.

G14ENPEOMISO) L-3




PLANNING PROGRAM INVOLVEMENT

The first step in planning a program of student and parent invelvement is to identify and
evaluate existing activities which promote these groups' inclusion in the child nutrition
program. =

ldentify specific aréas of concern where activities might enhance the program's benefits
to students, as well as alleviate any present problems. Next, identify activities that
promote student and parent involvement, and are not currently being conducted.

Identify existing rescurces that could be used to promote student and parent involvement.
These could range from Nutrition Education and Training (NET) program grants, business
partners, health organizations and locai news media.

Once a survey of existing activities, materials and needs has been accomplished, establish
objectives and goals for a program. The objectives and goals should clearly reflect local
needs. . _ -

Finally, devise a plan for promoting involvement of students and parents. The plan should
be designed to use existing resources and meet the established cbjectives and goals.

SUGGESTED ACTIVITIES

A variety of activities can promote student and parent invelvement in the child nutrition
program. These activities can be very simple or invelved. However, School Food
Authorities (SFA) should develop as comprehensive a plan as possible, consistent with
local needs and capakilities {o involve students and parents. Listed below are a few of the
activities that can be implemented:

e Provide students and parents with school menus. Decorate menus for posting
in the school. Publish a nutrient analysis of the menu. Use table tents with the
menu of the day. Print menus in scheol or local newspaper.

e Administer a focd preference survey to determine students’ likes and dislikes.

e (Conduct guided tours of kitchen and serving area for students and parents.

® Prepare and distribute to students and parents handbooks or bulietins that
explain the child nutriticn program, including background, requiremenis and
regulations governing the program.

e Sponsor food and nutrition fairs and exhibits with school and community health
professionals and/or teachers. Students and parents could participate and
coniribute to these projects by assisting in planning, crganizing, providing
publicity, designing or working bootns.

QZZSHdrPOOMEX
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Suggested Activities (Continued)

Establish a student focd commitiee or Nutrition Advisory Council (NAC) to help
plan activities - menus, nutrition education, cafeteria environment.

Conduct taste testing parties for new products and recipes, including those
using donated commodities. Students, parents and teachers could serve on the
taste test panel.

Provide a special team training table for athletes during football, basketball,
baseball and track seasons.

Administer a student and parent epinion poll on the child nutriticr: program.
Have students analyze the nutrient content of meals and other foods sold at
school. Publish this analysis in the schoo! paper and provide information to

parants.

For additional suggestions, contact the Nuirition Education and Training (NET) coordinator
at the West Virginia Department of Education (WVDE) Office of Child Nutrition.

CZ25tdrPOCMEX
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COMPREHENSIVE COUNTY NUTRITION PLAN
Suggested Format

WRITING A PLAN

Qutline

West Virginia Board of Education Policy 4321.1 describes the purpose of the
Comprehensive County Nutrition Plan as "linking nuirition services and the curriculum.”
The first task of the planning cemmittee is to assess and prioritize school and county
needs in relationship to this purpese. The resuliing statement of need will determine other
aspects of the plan. The following list encompasses the major parts of a plan:

1. Needs Statement
2. Goals

3. Objectives

4. Activities

¢ outline a plan of action
e assign person(s) responsible
e establish time frame

e determine assessment/outcoine method

Although this written plan may address many aspects of the total scheol curriculum, these
areas are suggested:

. @ Food Services e School Environment

e Nutrition Education s Staff Development

022EUPCOMEX = _
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SECTION M
GLOSSARY OF TERMS

ACT - the National School Lunch Act, as amended.
ADA - Average Daily Attendance.
ADC - Aid to Dependent Children.

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

ADULT BREAKFAST - a tbreakfast 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.

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 @ State where the standard of eligibility for Aid to Families with Dependent
Children (AFDC) benefits does not exceed the income eligibility guidelings for free meal
or milk benefits.

APPEAL - the right of appeal by a parent or guardian, child or schocl or county employee
to the state superintendent for an impartial 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-profit school food service or related
activities in public and private schools, colleges and universities.

ASSESSMENT PROCEDURE - procedure whereby money is reclaimed from a scheol
when a finding is made by the West Virginia Department of Education (WVDE) or
United States Department of Agricuiture (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 moisture-proof
container. The disposable eating uiensils, napkins, and siraws are generally wrapped
as a unit and inciuded in the package.

BREAKFAST -2 meal meeting the requirements set forth in federal and state regulations
and served to a child at or near the beginning of the school day. Schools may serve
breakfast for an extended period of time or at different times during the morning hours,

Q14BIAPLOMHCO; : M - 1




CACFP - Child and Adult Care Food Program.

CATEGORICAL ELIGIBILITY - A child for whom food stamps/AFDC is received is
automatically eligible for free meals when the household provides a current food stamp
or AFDC case number on the application. If application is made for another child in the
household who 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 include both the
AFDC/food stamp members and the non-AFDC/food stamp members.

CERTIFICATE OF NONCOLLUSION - A statement signed by a bidder and submitted with
her/his bid to affirm that her/his bid is made freely without consultation with any other
bidder.

CERTIFICATION - the process by which recognition is granted an individual who has met
and continues to meet certain specific standards established by the ASFSA.

CERTIFICATION REGARDING DEBARMENT, SUSPENSION, INELIGIBILITY AND
VOLUNTARY EXCLUSION - Certification by a vendor that the firm or company has not
been suspended or debarred or in any way ineligible to participate in a federal
nonprocurement program.

CHILD - a student of high school grade or under who is enrolled in an educational unit of
a school. West Virginia state law extends this age to 21 for programs for exceptional
children.

CN - Child Nutrition.

CN LABEL - A voluntary federal labeling program which states the products' contribution
to the meal pattern requirements; usually found on commercially prepared, individual
portioned food products.

COMPELLING CIRCUMSTANCES - the overwhelming pressures of essential or
environmental factors which cause a school to request the state superintendent to
consider a waiver of the requirement to operate a program.

COMPONENTS - the constituent parts of a meal. The lunch pattern requires four
components: meat or meat alternate, vegetables or fruits, bread or bread alternate and
milk. The breakfast pattern contains three or four components: fruit or vegetable,
bread or bread alternate, meat or meat alternate and milk.

COST OF MILK - the net purchase price paid by the school or child care institution to the
milk supplier for milk delivered to the school or child care institution. This does not
include the amount paid to supplier for servicing, rental of or installment purchase of
milk service equipment.
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COUNTY - the county board of education.

CRE - Coeordinated Review Effort is 2 comprehensive evaluation of all School Food
Authorities participating in the Program. The review includes critical and general areas
of review. Additionally, CRE reviews include cther areas cf Program operations
determined by the West Virginia Depariment of Education (WVDE) to be important to
Frogram perfermance. CRE sets forth a unified Federal and State monitoring system
which is expected to improve Program management through enhanced monitoring and
corrective action. CRE reviews are expecied to eliminate overlappi ng review activity
between Federal and State agencies.

CTP - Comprehensive Training Program.

CURRENT INCOME - means income received during the month prior to application for free
or reduced-price meals and multiplied by 12. If such income dees not accurately reflect
the househcld's annual income, income shall be based on the projected annual
household income. If the prior year's income provides an accurate reflection of the
househeld's current annual income, the prior year may be used as a base for the
projected annual income.

DA - (Distributing Agency) agency responsibie for donated foods - Department of Health
and Human Resources.

DEBARMENT - A shutting cut or exclusicn for cause (as a bidder from the list of qualified
bidders).

DEPARTMENT - the West Virginia Depariment of Education.

DEPRECIATION - al reasonable aliowznce for the deterioration, wear and tear and
obsoclescence of non-expendable equipment used primarily in connection with the
operation of a food service facility.

DIRECT CERTIFICATION - is a simplified method of determining secme children's eligibility
for free meais under the National Scheol Lunch Prcgram and School Breakfast
Program, or free milk under the Special Milk Program without having the family
complete a free and reduced price meal or free milk application. The Office of Child
Nutrition obtains documentation from the State Depariment of Health and Human
Resources and prepares apprepriate computer sorts that enable the School Food
Authority (SFA) to match the names of children that are members of households
currently certified to receive foocd stamps or AFDC.

DIRECT COSTS - expenses which are readily identifiable as the part of the total cost
applicable to the school food service cperation. (Examples: cost of food, cooks'

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

DONATED FOODS - agricultural commedities which United States Department of
Agriculiure (USDA) makes available to various focd program cutlets including public
and private schools and summer camps. ‘

ECONOMIC UNIT - A group of related or unrelated people whe share housing and/cr all
significant income and expenses of iis members.

EDIT CHECKS -.A system of comparisons and calculations for individua! schools and
School Food Authorities (SFAs) to facilitaie count/report accuracy and to identify
potential problems in the meal count sysiem.

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

ENRICHED - a process by which the nutrients thiamin, riboflavin, niacin and iron are
replaced in refined grains and grain products.

EQUIPMENT - articles and physical resources other than iand or buildings used for
receiving, storing, pregaring, transporting or serving food.

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

FAMILY - a group of related or non-related individuals who are not residents of an
institution or boarding house, but who are living as cne economic unit.

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

FISCAL YEAR -(State) - the period of 12 calendar menths beginning July 1 and ending
June 30 the fcllowing calendar year.

FNIC - the Food and Nutrition Information and Educational Materiais Center. The Center
houses audio-visual and printed materials related {o school feod searvice.

FNS - the Food and Nutrition Service of the United States Department of Agriculture
(USDA).

FNSRO - the Food and Nutrition Service, Regicnal Cffice. In the case of West Virginia, it
is the Mid-Atlantic Region with headquariers in Robbinsville, N.J.
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FOOD SERVICE MANAGEMENT COMPANY - means an organization cther than a public
or private nonprofit school with which an institution may contract for preparing and,
unless otherwise provided for, delivering meals, with or without milk for use in the
Program.

FOOD SERVICE PERSCNNEL - lccal schoo! food service employees classified as
Cooks [, Cooks Il, Cocks lll and local food service managers.

FOOD STAMP HOUSEHOLD - Any individua! or group of individuals which is currently
certifiad o receive benefits under the Food Stamp Program.

FORTIFIED - the addition of a nuirient to a foed product to increase that nutrient's density
over and abeove that normally found in the product. The addition of milk solids to low-fat
milk to preduce "protein fertified” milk is an example.

FOSTER CHILD - a child who is living with a family but who remains the legal responsibility
of the welfare agency. Only the income received for foster care for the child should be
censidered for eligibility purposes. [F - 30.5: - 14]

FREE LUNCH OR FREE BREAKFAST - a lunch or breakfast for which neither the child
nor any member cf the child's family pays or is required to work in the school orin the
school's lunch program. Federal reimbursement fer a free lunch or breakfast shall be
claimed only for an eligible child with an approved application for free meals.

FSEA - (FCOD SERVICE EQUIPMENT ASSISTANCE PROGRAM) - formerly "Non Food
Assistance Program" - funds made available to states tc assist them to supply schools
drawing attendance from areas in which pocr economic cecnditions exist, with
equipment other than real property for the storage, preparaticn, transportation and
serving of focd; to enable them to establish, maintain and expand the food service

programs.

HOUSEHCLD - members of a family/hcusehold who live together and share expenses; a
group of related or nonrelated 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 eligibility for free and reduced-price
meals under the National Schoo! Lunch Program and the School Breakfast Program.

INDIRECT COST RATE - (also called HEW Number of County Non-restricted Cost
Rate) - a pre-determined factor which will yield allowable indirect costs when applied
tc adjusted direct costs. This factor is assignad annually by the Bureau of Finance and
Administration of the West Virginia Depariment of Education from data furnished by the
County Departments of Education. Indirect cost rate for Private Schools and
Residential Child Care Institutions (RCCl's} is ten percent.
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INDIRECT COSTS - those costs represeniing supporting services and incidental supplies
which are furnished by general support services program of the schoc! system. These
costs, if properly documented, may be eligible cosis of the food services and when
added to direct costs, show the full cost of the food service operation.

MEDICAID - a government financed prcgram of medical aid designed for those unable to
afford regular medical services.

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

NAC - Nutrition Advisory Council.

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

NET - (Nutrition Education and Training Pregram) - [n November 1877 the Child Nutrition
Act was amended to establish a system of granis tc state educaticn agencies for the
development of comprehensive nuirition information and education programs. Such
nutrition pregrams shall freely use as a learning laboratory the school lunch and child

nutrition pregrams.

NET CASH RESOURCES - Money in the child nutrition account plus all money due the
account less the amount of unpaid kills.

NON-EXPENDABLE EQUIPMENT - tangible property having a useful life ¢f more than one
year and an acquisition cest of $500 or more per unit,

NON PRICING PROGRAM - (Special Milk) - a program in which milk is not sold to children
on a daily, weekly, menthly or annual basis. The milk is provided by funds from
institution, camp, school or in some cases by a fuition payment.

NON PROFIT PRIVATE SCHOOL - a nen-public schocl that is exempt from income tax
under the Internal Revenue Ccede.

NON-PROGRAM ADULT MEALS - Meals soid to adults not directly involved in the child
nutrition program. _

NON RESTRICTED COST RATE see INDIRECT COST RATE.
NSLA - National Schocol Lunch Act.

NSLP - Nationa! Scheol Lunch Program.
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NUTRITIONAL STANDARDS - standards for meal 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 is made available
to students. -The "Offer” vs "Serve" may be extended {o junicr high and elementary
schools at the discretion of the Iccal Schoo! Food Authority.

Ol - Office of Investigation of USDA.
OIG - Office of lrispector General of USDA.
OMB - Office of Management and Budget.

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

PERPETUAL INVENTORY - a running recerd, up tc 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 menth).

PRICING PROGRAM - (Special Milk) - a program in which milk is sold 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 cf the reimbursement.

PROCESSING CONTRACTS - An agreement by and between a processing company and
the state distributing agency or between a processing cempany and a recipient agency
whereby donated foods, made available by USDA, may be converied info end-preducts
or ccmponents used in school meals.

PRODUCT ANALYSIS SHEET - a staiement 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: “"Each 4" X 6" slice of pizza
contains the equivalent of 2 oz, of meat/meat alternate, 1/8 cup vegetable, 1 siice

enriched bread.”

PROGRAM - the school breakfast or lunch program.

PROGRAM ADULT MEALS - Mea!s served to adults who are directly involved in the
cperation and administration of the child nutrition pregram and are furnished at no

charge. o
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PUBLIC HEARING - 2 public hearing conducted by the school which is held for the parents
of the children enrolled in that schoal.

RCCI - Residential Child Care Institution - Homes for the mentally retarded, emotionally
disturbed, unmarried mothers, orphanages; temporary shelters for abused or runaway
children; and juvenile detention centers.

RECERTIFICATION - the process by which recognition is granted an individual who 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 children published by the Food and Nutrition Board,
National Academy of Sciences/National Research Council.

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

1. The price shall be less than the full price of the meal.
Curréntly in West Virginia the lunch is priced at 40 cents and the breakfast at
30 cents. ' i :

3. Neither the child nor any member of the child's family shall be required to supply
an eduivalent value in work for the school cr in the school's food service.

4, Federal reimbursement fer the school lunch or breakfast may be claimed only

for a child with an approved and valid application for a reduced price meal.

REGULATION - a statement issued by a federal agency. lf 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 Educaticn and served to eligible
children with valid applications on file.

REVENUE - the value of resources available to operate the focd service program including
cash funds (federal, state and local) and the value of goods and services contributed.

SBP - School Breakfast Program.

SCHOOL - an educational unit of high schoo! grade or under operating under public or
non-profit cwnership in a single building or complex of buildings. The term "high school
grade or under" includes classes of pre-primary grade when they are conducted in a
schoo! having classes of primary grade or higher grade or when they are recognized
as a part of the educational system in the state regardless of whether such pre-primary
grade classes are conducted in a school having classes of primary or higher grade.
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SCHQOL DAY - the time hetween the arrival of the first child at scheol and the end cf the
last scheduled instructicnal period.

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.

SDA - State Distributing Agency responsible for donated foods - West Virginia Depariment
of Health and Human Resources.

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 enrclled in a 3 year high scheol (grades 10-12)
2. any student enrolled 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 9-12

as determined by the local Schocl Food Authority.

SERVING PERIOD - the peried cf time which is normally reguired to serve a school
breakfast or junch. 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. -

SFA - (SCHOOL FOOD AUTHORITY) - the governing body which is responsible for the
administraticn of one or more scheols and which has the legal authority tc cperate a
breakfast or lunch program therein.

SMP - Special Milk Program.

SOC - State Optional Contract makes specified products available to states for distribution
{0 recipient agencies. :

SPECIAL MILK - Milk sold to children at a reduced price or given free to eligible children.
Schools participating in the federal fcod service program may not participate in the
Special Milk Program. Schools may participate in the Special Milk Pregram for
split-session kindergarten and/or other pre-primary programs in which children do not
have access to the meal service.
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SPLIT SESSION - an education program which operates for approximately one-haif of the
normal scheol 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.

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
neaded to meet the state matching requirementis set forth in the National Scheol Lunch
Act. The NSLA requires that ten percent of the three to one state matching
requirements of the federal dollars, funding Secticn 4 of the Act, must be in the form
of state appropriations to local participating scheols. These State Aid Allotments are
paid io the county school systems in guarierly installments,

STATE EDUCATIONAL AGENCY - (as determined by the State Legislature) - the
Superintendent of Schools or the State Board of Education controlling the State

Department of Education.

STRAIGHT LINE DEPRECIATION - a methed of depreciating an item of equipment
whereby an equal portion of the cost cf the item is allocated to each period of use.

SUSPENSION - immediate exclusion from transactions involving federal non-procurement
programs pending completion of legal and/or debarment proceedings.

USDA - United States Department of Agriculture
USDE - United Siates Department of Education

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

VERIFICATION - means confirmation of eligibility for free/reduced price benefits under the
Naticnal Scheol Lunch Program.

WAIVER - an individual school's request for granting of a waiver for the service of school
breakfast due to compelling circumstances.

WHOLE GRAIN - refers tc products that contain the entire grain, or all the grain that is
edible. They include the bran and germ portions which contain mest of the fiber,
vitamins and minerals, as well as the starchy endosperm. Examples of whole grains
may include whole wheat, cracked wheat, bulgur, catmeal and whole commeal.
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WV CHILD NUTRITION STATE PLAN - an annual statement of program cobjectives and
a plan to implement national policy.

VWVDE - 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.
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