CompliahCe Section




COMPLIANCE SECTION
TABLE OF CONTENTS

CONSUITANT TENTTEOMNES ...ttt et b e sn e ene e C-3
REIMDUI SEMENT RALES..........iieiiiiieeee et C-4
Reporting DateS CheCKIiSt ........ooueeiece et C-5
List of Child Nutrition and Related ACrONYMS .......ccccoveiiieiieiiese e C-6
After-School Snack Program (ASSP) ......cceceiieicie ettt C-7
Charter School Proceduresfor Child Nutrition Programs(CNP) .......cccovveveeveciececnene. C-17
(@AY o ] PSP C-19
FInancial ManagemEnt ...........ccooiieiiieeie ettt et e e bt esreenesneennean C-25
Fresh Fruit and Vegetable Program (FFVP) ...t C-59
Healthy School Environment (WellNeSSPOIICY) ....cceevueeeiiicie et C-61
Meal-Countingand Meal-Claiming ProCedures ............ccccvevveeevieeiecie e C-77
Special MilKk Program (SMP) ...ttt nne s C-105
S = LT T I =T To F= o £ OSSPSR C-107
SEUAENE ISSUBS ...ttt ettt e et b ettt nr e s e C-111
Summer Meal AVAIlabIlity .........cooueeiiiecece e e C-123
Residential Child Carelnstitutions(RCCI) Additional Requirements..........cc.cccceveeneee. C-129

ComplianCe SECLION INAEX ......ocveeiieee et ne e nre s C-141



CONSULTANT TERRITORIES

Area consultants are available to provide technical assistance to school food authorities (SFAs). Following isalist
of the area consultants, assigned counties, and telephone numbers where the consultants may be reached.

PATRICIABEUTLER
405-219-9015

Patricia.Beutler@sde.ok.gov

DARREN BLANCHARD
405-219-9637

Darren.Blanchard@sde.ok.gov

JERI BUCHANAN
405-246-8342

Jeri.Buchanan@sde.ok.gov

ALBERTA BURGESS
405-213-8327

Alberta.Burgess@sde.ok.gov

TAMMY FLUTE
405-249-0964

Tammy.Fute@sde.ok.gov
SHELLY FOX
405-246-5985
Shelly.Fox@sde.ok.gov

PAT GOWER
405-246-5648

Pat.Gower@sde.ok.gov

KARENJOHN
405-301-7689

Karen.John@sde.ok.gov

JILLLOWE
405-239-0598

Jill.Lowe@sde.ok.gov

Blaine
Kingfisher
Logan
Oklahoma(1/4)

Creek
Tulsa(1/2)

Beckham
Comanche (1/2)
Cotton
Greer
Harmon
Jackson
Jefferson
Kiowa
Roger Mills
Tillman
Washita

Crag
Delaware
Mayes
Ottawa
Rogers
Wagoner

Adair
Haskell
Latimer
Pittsburg

Sequoyah

Cleveland
Oklahoma(1/4)

Cherokee

Mclntosh
Muskogee
Okmulgee

Bryan
Carter
Johnston
Love
Marshall
Stephens

Atoka
Choctaw
LeFlore
McCurtain
Pushmataha

NANCY McCULLOUGH
405-248-7840

Nancy.M cCullough@sde.ok.gov

RACHEL MCDANIEL
405-248-8365

Rachel.McDaniel @sde.ok.gov

KENDRAMERVELDT
405-249-7918

Kendra.Merveldt@sde.ok.gov

KRISTENMILLER
405-249-0274

Kristen.Miller@sde.ok.gov

JENNIFERWEBER
405-301-7838

Jennifer.Weber@sde.ok.gov

FONDI WESEVICH
405-306-0736

Fondi.Wesevich@sde.ok.gov

DENISEWIELAND
405-301-5786

Denise Widand@sde.ok.gov

Caddo
Comanche (1/2)
Grady
McClain

Coal
Garvin
Hughes
Murray
Okfuskee
Pontotoc
Seminole

Oklahoma(1/4)
Pottawatomie

Kay
Lincoln
Noble
Osge
Pawnee
Payne

Canadian
Oklahoma(1/4)

Nowata
Tulsa (1/2)
Washington

Alfafa
Beaver
Cimarron
Custer
Dewey
Ellis
Garfied
Grant
Harper
Major
Texas
Woods
Woodward

State Agency Telephone Number: (405) 521-3327
State Agency Fax Number: (405) 521-2239
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REIMBURSEMENT RATES
SCHOOL BREAKFAST PROGRAM (SBP),
NATIONAL SCHOOL LUNCH PROGRAM (NSLP),
SPECIAL MILK PROGRAM (SMP), AND
AFTER-SCHOOL SNACK PROGRAM (ASSP)

The United States Department of Agriculture (USDA) has announced the Child Nutrition Programs (CNP) reimbursement
rates. Reimbursement rates are revised annually to account for changes in the Consumer Price Index (CPI). The
following rates are effective July 1, 2013.

Reimbursable Lunches Served to Students SFAs that served 60 percent or more of their
lunches free or at a reduced price in second
preceding school year (2011-2012)

Reduced-Price Breakfasts
Full-Price Breakfasts

posted to eClaims

C d ch

Sev eed Breakfasts! School sites within a district that served 40 percent or
more of their lunches free or at a reduced price in the
r ond preceding year (2011-2012)
R -erce f#s

Full-Price Breakfasts

Specia Milk Program?

Nonpricing Program $ . per half-pint served

Option 1 Pricing Program per full-price half-pint served and average
cost of free half-pint served

Option 2 Pricing Program . per half-pint served

After-School Snack Program

Free Snack $
Reduced-Price Snack
Full-Price Not Eligible Snack
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REPORTING DATES CHECKLIST

Thefollowing reports areto be submitted el ectronically to the State Department of Education, hereinafter referred to as
the Sate Agency, on or before the denoted date of each year.

Date Due

After August 2

Prior to Submitting First
Claimfor Year

Due With Renewal
Twice Per Year

Tenth of Each Month
Fifteenth of Each Month
August 1 Each Year (If
Applicable)

Before September Claim
May Be Submitted

October 1

After October Claim Has
Been Processed, No Later
Than November 19

November 15

Before January Claim
May Be Submitted

March

BeforeMarch Claim May
Be Submitted

April 15
April 15

May 15

Report

Direct Certification Is Accessible Online at <https://
thewave.sde.ok.gov> SFAsmust do direct certification at least 3
times annually

Renewal Application, Agreement, Policy Statement, and Changes
to the Permanent Policy Statement—eClaims

Student Paid Lunch Prices
With On-Site Reviews of ASSP Sites
Monthly Claim for Reimbursement—eClaims

Monthly Claim for Reimbursement—Fresh Fruit and Vegetable
Program

Provision 1, 2, or 3 Application (Only for sites participating)
(Call 405-521-3327 for a copy of the application)

Food Safety Inspection Report—eClaims

Verification Processto Begin

Low-Income Student Count Report (Must be completed prior to
submission of November claim)—eClaims

Verification Process to Be Completed

Verification Report—eClaims

Registration for Summer Food Service Program Training

Paid Lunch Equity Tool

Application for Fresh Fruit and Vegetable Program—eClaims
Application for Summer Food Service Program

Seamless Summer Option Application Due

Date Submitted

October 31

Twice Annually

February 1 of Each Year

The following reports must be completed and maintained in SFA files.

Civil Rights Compliance Checklist: page C-21
On-Site Review (Only for sites with more
than one eating site; a review must be
completed for each site): page C-97

On-Site Review for After-School Snacks

(Only for sites participating): page C-16
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LISTOFCHILDNUTRITIONAND RELATEDACRONYMS

ADA Average Daily Attendance NFSMI National Food Service Management Institute

ADM Average Daily Membership NSLA National School LunchAct

AF Attendance Factor NSLP National School Lunch Program

ANSMP  Assisted Nutrient Standard Menu Planning NSMP Nutrient Standard Menu Planning

ASSP After-School Snack Program OCAS Oklahoma Cost Accounting System

CACFP  Childand Adult Care Food Program OMB Office of Management and Budget

CFDA Catalog of Federal Domestic Assistance PLE Paid Lunch Equity

CN Child Nutrition RCCI Residential Child Care Institution

CNA Child Nutrition Act RDA Recommended Dietary Allowance

CNP Child Nutrition Programs RFP Request for Proposal

CPI Consumer Pricelndex SA State Agency (also known as the State

CRE Coordinated Review Effort Department of Education)

DHS Department of Human Services SBP School Breakfast Program

DoD Department of Defense SDE State Department of Education (also known as

EC Early Childhood the Sate Agency)

EPA Environmental Protection Agency SFA School Food Authority

FDA Food and Drug Administration SFSA School Food Service Account

FDPIR Food Distribution Program on Indian Reservations SFSP Summer Food Service Program for Children

FFVP Fresh Fruit and VVegetable Program SMI School Meals|nitiative

FMNV Foods of Minimal Nutritional Value SMP Specia Milk Program

FNS Food and Nutrition Service (USDA) SNAP Supplemental Nutrition Assistance Program

FSIS Food Safety and Inspection Service (USDA) (formerly Food Stamp)

FSMC Food Service Management Company INB Severe Need Breakfast

FY Fiscal Year B _ P Standard Operating Procedures

HACCP Hazarq Analysis of Critical Control Points (USDA) TANF Temporary Assistance to Needy Families

HUSSC HealthierUS School Challenge . .

IEG Income-Elidibility Guidelines USDA United States Department of Agriculture
gioiity : .

IEP Individual Educational Plan WIC Special Supplemental Nutrlt_l on Program

ITB Invitation to Bid for Women, Infants, and Children

LEA Local Education Agency

NCLB No Child Left Behind

NET Nutrition Education and Training
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AFTER-SCHOOL SNACK PROGRAM (ASSP)

Sections 107 and 108 of Public Law 105-336 (the Child Nutrition Reauthorization Act of 1998) authorizes rel mbursement
for snacks served to children through the age of 18 (and to individuals, regardless of age, who are determined by the
State Department of Education [the State Agency] to be mentally or physically disabled) who participate in programs
organized to provide after-school care. The intent is to assist sites in operating organized programs of care which
include education or enrichment activities known to help reduce or prevent children’sinvolvement in juvenile crime or
other high-risk behavior. (Reference 2000-CN-04)

A. EligiblePrograms

To be eligible to qualify for reimbursement under the National School Lunch Program (NSLP), after-school care
programs must meet thefollowing criteria:

1

2

They must be run by asitethat is participating in the NSLP.

The purpose of these programs must be to provide care in after-school settings. This does not mean that the
programs must offer formal child care asrecognized by alicensing authority. Thereisno federal requirement for
after-school care sites operating under thisprovision to have either federal, state, or local licensing or approval
as acondition of eligibility. However, to qualify under this provision, these programs must be organized to
provide children with regularly scheduled activitiesin a setting that is structured and supervised. By regularly
scheduled, it isnot meant that the program must occur daily. Moreover, whilee€ligible programswould not need
to establish formal enrollment procedures, they must have ameans of determining that children are present on
agiven day, such as aroster or sign-in sheet.

Eligible programs must include education or enrichment activities in organized, structured, and supervised
environments. It must be stressed that any extracurricular activities such as the school choir, debate team, or
drama society CAN qualify to participate under this provision only if their basic purposeis to provide after-
school care as defined above.

It must be emphasi zed that under no circumstances can organized athl etic programs engaged ininterscholastic
sports be approved as after-school care programs under this provision. In the Conference Report that
accompanied Public Law 105-336, the Conference Committee declared itsintent that support under thisprovision
would not be provided to membersof athletic teams. However, whileathletic teams participating in interscholastic
sports programs may not be approved, programswhich include supervised athletic activity along with education
or enrichment activities may participate. The key would be that they are open to all and do not limit
membership for reasons other than space or security considerations or, where applicable, licensing
requirements.

B. Oversite

Any sitethat isoperating the NSL P may be reimbursed for snacks served to eligible childrenin eligible after-school
care programs. While the ASSP must be sponsored or operated by a school food authority (SFA), this does not
mean that the SFA must carry out the day-to-day management of the program. For example, the Parent-Teacher
Association (PTA) or Young Men Christian’sAssociation (Y MCA) could operate the program under an arrangement
with the site. However, the SFA must retain final administrative and management responsibility for the snack
service. Furthermore, the SFA for the school must bethe party that entersinto the agreement with the State Agency
and must assumefull responsibility for meeting al program requirements.
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Reimbursement

Under this provision, sites may claim reimbursement for one snack, per child, per day. Children are eligible to
participatethrough the age of 18, and if astudent’s nineteenth birthday occurs during the school year, reimbursement
may be claimed for snacks served to that student during the remainder of the school year. Reimbursement may also
be claimed for individuals, regardless of age, who are determined by the State Agency to be mentally or physically
disabled.

After-school programs operated by a school at asitein which at least 50 percent of the enrolled children (based
on the previous October site data) are certified eligible for free or reduced-price meals. The school then receives
reimbursement at the free rate. Sites which are not in areas served by a site in which at least 50 percent of the
enrolled children are certified eligiblefor free or reduced-price mealsmust count mealsand claim reimbursement by
type (free, reduced-price, and full-price) and must have documentation of eligibility for all mealsserved freeor at a
reduced price. Under no circumstances may asite charge children for snacks claimed at the free reimbursement rate.
Chargesfor reduced-price snacks may not exceed 15 cents, asstipulated in 7 CFR §210.9(c)(4). TheeClaimssystem
will automatically display the ASSP claim for reimbursement for any SFA approved.

Timesof Operation

1 Thischangein the law applies ONLY to programs that provide care for children after their school day has
ended. Under no circumstances may snacks be reimbursed in programs operated before or during the child’'s
school day except when aschool siteisimplementing an expanded learning time program.* (Reference USDA
Policy Memo SP-04-2011) SitesMUST bein session during the day for an after-school snack to be served. If
aschool participatesin the NSLP during the school year, the site does not necessarily need to be participating
inthe NSL Pduring summer school to beableto claim snacksservedinan ASSP. Sitesarenot eligibleto receive
reimbursement under this provision for snacks on weekends or holidays, including vacation periods, with one
exception: if school, whichisanintegral part of the curriculum or an extension of thelocal educational program,
isin session, snacks may be served at the end of the school day; i.e., Saturday school isin session to make up
for days missed because of inclement weather.  Thismeans snacks can be claimed only if served on educational
days (after the school day has ended) that are counted as part of the accreditation requirement, whether or not
the breakfast and/or lunch mealsare served. Refer to USDA Policy Memo 2000-CN-04.

2 However, achild’'seligibility isbased on when hisor her scheduled school day endsand not on whether or not
the site continuesin session. For example, if akindergarten program ends at noon but the children remainin
school under a care program, snacks served to these children may be reimbursed under this provision. The
samewould betruefor older children enrolled in sitesthat have split sessions. If children enrolledin the early
session remain on campusto participatein an approved after-school care program, they may receivereimbursable
snacks even though the site continues to operate a later academic session.

*  The ASSP was established to support afternoon programs with educational and enrichment activitiesfor
children in the late afternoon or evening when they might otherwise be unsupervised and engage in risky
behaviors. USDA regulations define after-school care programs as those providing organized care to
enrolled school-age children after school hours for the purpose of care and supervision of children (7
CFR 210.2and 226.17A[b]). Recently, educational programsaimed at serving at-risk children have evolved
to include schools operating expanded learning times longer than the traditional school day. Expanded
learning time is a common term used in the educational areato describe schools or school districts that
add significantly more school time for academic and enrichment opportunities to improve student
achievement.
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Therefore, a school operating longer than the traditional school day may be €eligible for after-school snack
reimbursement through NSLP, provided that it operates a school day that is at least one hour longer than the
minimum number of school day hoursrequired for the comparable grade levelsby thelocal educational agency
in which the school islocated.

An RCCI may participate in the After-School Snack Program (ASSP) in the same manner as aregular school
district. Thesnack servicewould not bein place of the evening meal, but in addition to the eveningmeal. The
snack can be served either before or after the supper meal. (Reference USDA Policy Memo 2000-CN-04)

E Content of Snacks

Snacks served under this provision must meet the meal pattern for snacks set forth in 7 CFR §210.10(g)(ii) and
§210.10(n). Both snack componentsin the quantities required must be served to each student. Snacks cannot be
taken off-sitefor consumption. (Reference7 CFR §210.7[d]) Portionsfor children aged 13 through 18 shall be not
less than the portions stipulated for children aged 6 through 12. In fact, it is recommended that sites offer larger
portionsfor older children (aged 13 through 18), based on their greater food energy requirements. Thismeansthat
Offer versus Serveisnot an allowable option.

F Record Keeping

It isthe intention of the law to keep any record-keeping burden to the minimum necessary to ensure that federal
reimbursement is properly paid. At aminimum, SFAs participating under thisprovision must maintain thefollowing
recordsfor thetime periodsrequiredin 7 CFR §210.23(c):

1

Documentation that the siteislocated in an area served by asitein which at least 50 percent of the enrolled
studentsare certified eligiblefor free or reduced-price meals (if all snacksare claimed free).

Documentation of free and reduced-pricedligibility for al children for whom free and reduced-price snacksare
claimed (for all other sites).

Documentation of an individual child’s attendance/participation on adaily basis.

a For school sites that must claim categorical counts (sites that are less than 50 percent free and reduced-
price):

(D Thesnack attendance/meal count record must show each child in attendance and whether amesal was
served.

(2 Each child in attendance that was served a meal must then be placed in the proper category.

b.  For school sitesthat are not required to claim categorical counts (sites that are more than 50 percent free

and reduced-price): The record must indicate when achild in attendance received ameal.
Food production records indicating components and quantities of food prepared.

On-SiteReviews. Each after-school sitemust bereviewed for compliancewith counting and claiming procedures
and the snack meal pattern by the SFA. The SFA must review each NEW site two times per year, with thefirst
review conducted during the first four weeks of snack service. After thefirst year of operation, the SFA must
review each sitetwiceannually. (Reference7 CFR §210.9[c][7])
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MINIMUM MEAL REQUIREMENTS FOR SNACKS
UNDER THE NATIONAL SCHOOL LUNCH PROGRAM (NSLP)

When the meal pattern is properly used, the meals will include foods which supply needed nutrients and energy. The
nutritional goal for meals and snacks is to furnish high-quality meals to al students in accordance with the
Recommended Daily Dietary Allowance of the National Research Council/National Academy of Sciences.

X Children Children Children
SNACK (Choose two of the following components) Ages 1 Through 2 Ages 3 Through 5 Ages 6 Through
Years Years 18 Years

Milk?

Milk, fluid 1/2 cup 1/2 cup lcup
Vegetablesand Fruits’

Vegetable(s), fruit(s), full-strength juice® 1/2 cup 12 cup 3/4 cup
Bread and Bread Alter nates®

Enriched or whole-grain bread 1/2 serving 1/2 serving 1 serving

Ceredl (cold, dry) V4 cupor1/30z* 1/3cuporl/20z* 3/4cuporloz

Cooked pasta or noodle products 14 cup 14 cup 1/2 cup

Cooked cereal or cereal grains 14 cup 1/4cup 12 cup

Nonsweet snack products® 1/2 serving 1/2 serving 1 serving
Meat and M eat Alter nates®

L ean meat, poultry, or fish® 120z 120z loz

Cheese 120z 120z loz

Eggs 1/2egg 1/2egg 1/2egg

Cooked dry beans or peas’ 1/8 cup 1/8 cup 14 cup

Peanut butter, soynut butter, or other nut or seed butters 1 Thsp 1 Thsp 2 Thsp

Peanuts, soynuts, or tree nuts or seeds? 120z 120z loz

Yogurt, plain or flavored, unsweetened or sweetened® 2oz or 1/4 cup 2o0zorl4cup  4ozorl/2cup

1 Must offer pasteurized milk in at least two choicesfrom thefollowing: fat-free milk, unflavored or flavored; lowfat
(1%) milk, unflavored; fat-free or lowfat lactose-reduced milk; fat-free or lowfat lactose-free milk; fat-free or lowfat
buttermilk; and fat-free or lowfat acidified milk. Such products must be pasteurized fluid milk that meets state and
local standards.

Or an equivaent quantity of any combination of vegetable(s), fruit(s), and juice.

Or an equivalent quantity of any combination of bread/bread alternate.

Either volume (cup) or weight (ounce), whichever isless.

Or an equivalent quantity of any combination of meat/meat alternate.

Cooked lean meat without bone.

May be used as the meat alternate or as part of the vegetable/fruit component, but not as both componentsin the

samemedl.

8 Tree nuts and seeds that may be used as meat alternates are listed in program guidance.
®  Juice may not be served when milk is served as the only other component.

1 Appliesto commercially prepared yogurt, lowfat yogurt, and nonfat yogurt. It does not apply to nonstandardized
yogurt products such as frozen yogurt, yogurt-flavored products, yogurt bars, or yogurt-covered fruit or nuts.
Commercial flavorings may be added, such asfruit, fruit juice, nuts, seeds, or granola, but they shall not be credited
toward meeting the second food component requirement in the supplement.

1 Includes such products as hard pretzels or chips made of whole-grain or enriched meal or flour.

N o g 0~ W N
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AFTER-SCHOOL SNACK PROGRAM
MEAL COUNT WORKSHEET

Name of After-School Snack Site:

Month: Year:

DATE CATEGORICAL COUNT SITES ONLY 50%
ELIGIBLE
ITES ONL

FREE REDUCED- FULL- TOTAL
PRICE PRICE

O 00| N| O] 0| | W[ N| =

TOTALS
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MENUS AS SERVED/FOOD PRODUCTION RECORD

Snack

Menu

Qty. Served:
M eat/M eat
Alternate

Qty. Served:
Bread/Cereal

Qty. Served:
Fruit/Veg./Juice

Qty. Served:
Milk

DATE:

Total children served:______
Number of children served:
1-2:

3-5:

6-18:

Adults:

Contract:

DATE:

Total children served;
Number of children served:
1-2:

35

6-18:

Adults:

Contract:

DATE:

Total children served:
Number of children served:
1-2:

3-5:

6-18:

Adults:

Contract:

DATE:

Total children served:_____
Number of children served:
1-2:

3-5:

6-18:

Adults:

Contract:

DATE:

Total children served:
Number of children served:
1-2:

35

6-18:

Adults:

Contract:
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AFTER-SCHOOL SNACK
MENUSASSERVED/FOOD PRODUCTION RECORD

INSTRUCTIONS

1 The snack menus are recorded on the menu-planning pages under the Menu column.
2. Each meal component being credited must be recorded in the proper component box.

3 Tota quantities of food served from each meal component must be recorded. Remember to indicate package size,
poundage, ounces, fresh, frozen, etc.

4. Remember to awaysrecord thefollowing daily:

Date, including year

Total number of children served

Number of children served in each age group
Number of adults served

Number of contract snacks served

Poo T

5. The menu-planning pages must be kept on-site at all times.
6. Maintain the menu-planning pageson afiscal year basisbeginning July 1 and ending on June 30 of each fiscal year.

7. Keep the menu-planning pages on filewith all other CNPrecords at the close of thefiscal year.

Example
Snack Menu Qty. Served: Qty. Served: Qty. Served: Qty. Served:

M eat/M eat Bread/Cereal | Fruit/Veg./Juice Milk
Alternate

DATE: 2/75/73 | Fresh strawberrics 8 7/ strawberries | 39 1/2-pints of fat-

Total children servedi_%7_| & fapanas 8 7/2,4’ bananas f/‘w chocolate mith

l:;r:wber of children served: /”/% 2 7/2—/0/}{56’ ”f 7%

35 white mith

6-18: 77

Adults: 0

Contract: 0

DATE: Assorted colll cereale #4 7-0z bowes of #3 7/27”’;( t of 7%

12 7 1/2it of fat-

35 fm chocolate mith

6-18: f f
Adults: ‘2
Contract: Q0
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AFTER-SCHOOL SNACK PROGRAM (ASSP)
ON-SI TEREVIEW

STE: YES NO N/A*

A. ATTENDANCE
1 Isan attendance list used in the meal count system?
2 Isattendance list updated as needed (at least daily)?
3. Isthere an educational or enrichment component offered?

aoonO
aoonO
aooo

B. MEAL COUNT RECORDINGAND EDIT CHECKS

1 Are snacks served after the students' school day has ended? O O O

2 Areall snacks consumed in their entirety on-site? O O O

3. Does the site use proper procedures for counting and recording snacks? O O O

4. For any day during the review month, does the number of snacks claimed O O O
exceed the daily attendance?

5 Does the site have proper procedures to manage and safeguard cash O O O

(reconciliation, extraitem sales, adult meals, etc.)?

C. MINIMUM MEAL PATTERN REQUIREMENTS
1 Do all snacks served include the required components (two of the four)?
2. Doall snacksserved meet the quantity requirementsfor the age groups served?
3. Doall studentsreceive both the required componentsin the correct quantities
before the snacks are claimed?
4. Are adequate food production records being maintained?
5. Areat least two choicesof milk offered from thefollowing?

o0 Ooad
o0 Ooad
o0 Ooood

* Unflavored or flavored fat-free e Cultured buttermilk lowfat (1%) or fat-free
¢ Unflavored lowfat (1%) ¢ Acidified milk lowfat (1%) or fat-free
¢ Lactose-reduced lowfat (1%) or « Lactose-free lowfat (1%) or fat-free
fat-free
FORSTESNOT MEETING50PERCENT ELIGIBILITY ONLY YES NO N/A*

D. APPLICATIONAPPROVAL
1 Areapplications approved at the school?
Responsible party:
2. Areapplicationson file correctly approved?
3. Do names on the attendance list match approved applications on file?
4. Aresnacks made available free or at areduced price to all students who are
determined by the school food authority (SFA) to beeligiblefor such benefits?

ooo O
ooo O
ooo O

E MEAL COUNT SYSTEM
1 Doesthemeal count system produce an accurate count of reimbursabl e snacks
(free, reduced-price, full-price) served to eligiblechildren?
a. If students are charged for snacks, do the collection procedures in use
match the approved collection proceduresin the Policy Statement?
b. If the meal count is not taken at the time the snack is served, does the
school have a system to account for reimbursable snacks?
2. Doesthe meal count system prevent overt identification?
a Isthe medium of exchange made available to all students at the same
location?
b. Doesthemedium of exchange used prohibit codesfor identifying students
asfree, reduced-price, or full-price?

O 0o o o O
O 0o o o O
O oo o o o

Comments(List any problemsthat need correctiveaction):

Signature of Reviewer: Date:

*Not Applicable
C-16 Oklahoma State Department of Education Compliance Section, July 2013




CHARTER SCHOOL PROCEDURESFOR CHILD NUTRITION PROGRAMS(CNP)

A. A charter school is treated as its own local education agency (LEA) or school district for al Federal Programs,
including Child Nutrition.

1 The charter school is assigned a county/district code. The charter school completes its own application/
agreement/policy statement with the CNP Section of the State Agency.

2 Thecharter school isresponsible for the distribution and collection of the free/reduced-price applications, the
approval of these applications, Direct Certification activity, and any issuance of benefitsfor the charter school
students.

3. Thecharter school isresponsible for its own meals (self-operating) or can contract for its meal services:

a

b.

Every meal claimed for reimbursement must meet minimum meal pattern requirements.

A charter school may contract its mealswith a school district participating in the National School Lunch
Program (NSL P)/School Breakfast Program (SBP) that isnot under afood service management company
(FSMC) contract—in this case, asimple contract (National School Lunch/School Breakfast Programs
Agreement to Furnish Food Service) (see page C-101) can be used. The charter school isnot obligated
to bid this service competitively as long as the service is provided by a school district that is self-
operating.

A charter school is not allowed to contract its meals/food services with a school district that is NOT
participating in the NSL P/SBP unlessthese services are bid competitively. Further, acharter school isnot
allowed to contract its meal s/food serviceswith aschool district that | S participating inthe NSL P/SBP that
IS under an FSMC contract. This would cause a substantive change to the FSMC contract that would
require the school district to have to rebid its FSM C contract.

A charter school may contract its food service operations with an FSMC—in this case, the Food Service
Management Company (FSMC) Request for Proposal (RFP)/Contract prototype must be used.

A charter school may contract for food delivery only (not preparation) with an outside entity—in this case,
the National School Lunch/School Breakfast ProgramsAgreementsto Furnish Food Service may be used.
This service must be procured under federal procurement regulations.

4.  Thecharter school will collect all of its own meal counts and eligible counts each month to report onits own
claim for reimbursement. The money from its claim will be deposited into whatever bank account the charter
school has set up with the State Department of Education.

a

b.

Charters sponsored by a school district will have its money deposited in the charter school account.
Charters sponsored by a university will have its money deposited into the university account.

5. Thecharter school isresponsible for establishing and implementing the following policies and plans:

a
b.
C.

Wellness Policy
Hazard AnalysisCritical Control Point (HACCP) Plan
Procurement Plan

6. Thecharter school isresponsible for the submission al CNP reports:

oo oW

Claimfor reimbursement

Food safety inspection report
L ow-incomereport
Verification report
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7. Economically disadvantaged datafor the charter school LEA iscollected on the claim for reimbursement and
the Low-Income Report. Thisdataisused in the calculation of State Aid, Title |, e-Rate, and grant formulas.

Additional Two-Cent Reimbursement

An LEA, in the second preceding year, that served 60 percent of its lunches to students who qualified for free or
reduced-price meals will automatically receive an additional $.02 for each lunch claimed. This meansthat anew
charter LEA must beinitsthird year of participation before the additional reimbursement ispaid.

Severe Need Breakfast (SNB)

Each siteunder acharter LEA MAY receive additional reimbursement for breakfast. A site, in the second preceding
year, that served 40 percent of its lunches to students who qualified for free or reduced-price meals will receive
additional funding for each breakfast claimed. This means a new charter school site must bein its third year of
participation beforeit would qualify for the additional breakfast funding.

USDA Foods

Onceacharter school LEA hasbeen approved to participatein CNPfor afull school year, themeal countsfrom that
LEA will be sent to the Department of Human Servicesto determinethe USDA Foodsallocation for theFOLLOWING
school year. Thismeansthat the charter LEA will participatein CNPfor oneyear before USDA Foods arereceived.
Oncethe charter school beginsto receive USDA Foods, if it iscontracting its meal swith another school district, the
charter school should alow the district to have the USDA Foods and the rate per LUNCH that the charter school
is paying the district should be reduced by the USDA Foods rate.

Procurement

Because CNP funds are federal, charter schools must follow Federal Procurement Regulations when purchasing
anything acquired with CNP funds.

About the CNP Section of the SDE
1 CNPstaff:
a Stateisdividedinto 16 territories.
b. Each territory has assigned to it a CNP consultant.
c. CNPareaconsultants are available for technical assistance at any time requested.
2 CNPgtaff conductsareview of each LEA.
Record Maintenance

1 All records pertaining to CNP must be maintained for a period of three years after the fiscal year has ended.

2. Recordsinvolved in a state or federal review or audit must be maintained until the review/audit issues are
resolved.
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CIVIL RIGHTS

United States Department of Agriculture (USDA)/Food and Nutrition Service (FNS) Instruction 113-1 (dated 11/8/05)
delineatesthecivil rightsrequirementsfor participantsin Child Nutrition Programs(CNP). Thefollowing isrequired at
the local school food authority (SFA) level.

A. PublicInformation Responsibilities

1 Ensurethat all forms of communication and printed program information that are disseminated include the
following nondiscrimination statement.

The United States Department of Agriculture (USDA) prohibits discrimination against its
customers, employees, and applicants for employment on the bases of race, color, national
origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political
beliefs, marital status, familial or parental status, sexua orientation, or al or part of an
individua’s income is derived from any public assistance program, or protected genetic
information in employment or in any program or activity conducted or funded by USDA.
(Not all prohibited baseswill apply to all programs and/or employment activities.)

If youwish to fileaCivil Rights program complaint of discrimination, complete the USDA
Program Discrimination Complaint Form, found online at <http://www.ascr.usda.gov/
complaint_filing_cust.html>, or at any USDA office, or call 866-632-9992 to request theform.
Youmay alsowritealetter containing all of theinformation requested in theform. Send your
completed complaint form or letter to USDA by mail at U.S. Department of Agriculture,
Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, DC 20250-
9410, by fax 202-690-7442, or e-mail at <program.intake@usda.gov>.

Individuals who are deaf, hard of hearing, or have speech disabilities may contact USDA
through the Federal Relay Serviceat 800-877-8339 or 800-845-6136 (Spanish).

USDA isan equal opportunity provider and employer.

If material is too small to permit the full statement, this institution is an equal opportunity
provider and employer will beincluded at aminimumin print sizeno smaller than thetext.

2 Inform parentsor guardiansof studentsin sites participating in the CNP, aswell aslocal minority and grassroots
organizations, of theavailability of program benefitsand services, the nondiscrimination policy, and al significant
changesin existing requirementsthat pertain to program eligibility and benefits.

3. Display inaprominent place, where mealsare served, the nondi scrimination poster developed by USDA. The
poster isrequired to measure 11 inchesx 17 inches.

4. Make available to the public, and to participants and potential participants upon request, information about
program requirements and the proceduresfor filing acomplaint in English and/or in the appropriate translation
to non-English-speaking persons.

B. DataCollection
1 Develop amethod for collection of data. Methodsinclude determination of theinformation by aschool official
through observation, personal knowledge, or voluntary self-identification by an applicant on the Application
for Free and Reduced- Price School Meals or theApplication for Free Milk forms.

2 Maintaininformation onfilefor threeyears.
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3

Establish procedures to ensure that the information is made available only to authorized state and federal
personnel during reviews or as a part of federal- or state-approved surveys.

a  The nondiscrimination statement must be included on all of the forms that sites send to parents. The
public release will satisfy the provisions of Item A2 (above).

b. A Civil Rights Compliance Checklist isincluded on page C-21. Thischecklist, whichisto becompleted by
each school site by October 31 of each year and maintained by each SFA, furnishes an overview of the
requirements.

C. Civil RightsComplaints

1

3

All written or verbal complaintsalleging discrimination on the bases of race, color, national origin, age, disability,
sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental
status, sexual orientation, or al or part of anindividua’sincomeisderived from any public assistance program,
or protected genetic information in employment or in any program or activity conducted or funded by USDA,
shall be processed within 90 days upon receipt in the manner prescribed by thisinstruction.

The Office of Minority Affairs (OMA) has been delegated the authority to determine the manner in which all
civil rights complaints, investigations, preliminary inquiries, and compliance reviews are to be handled.
Regardless of the administrative or operational level of the CNPwhereacivil rightscomplaint isfiled, it must be
forwarded in accordance with Item D2 (below) to the Director, Civil Rights (CR) Division, for submissionto the
OMA. The OMA will prepare and issue | etters of acknowledgment to the complainant(s).

A preliminary inquiry or an investigation will be conducted on all valid complaintsto substantiate or refute the
allegations.

D. Procedurefor Filing Complaintsof Discrimination

1

Right to File a Complaint: Any person alleging discrimination based on race, color, national origin, age,
disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or
parental status, sexual orientation, or all or part of an individual’sincome derived from any public assistance
program, or protected genetic information in employment or in any program or activity conducted or funded by
USDA, has aright to file a complaint within 180 days of the alleged discriminatory action. Under special
circumstances, thistimelimit may be extended by OMA.

Acceptance: All complaintsmust beinwriting and signed by the complainant. All complaints shall be accepted
by the SFA, Oklahoma State Department of Education (the State Agency), or Food and Nutrition Service
Regional Office (FNSRO). The complaintswill beforwarded to the FNSRO (as applicable), and then forwarded
at once to the CR Division. It isnecessary that the information be sufficient to determine the identity of the
agency or individual toward which the complaint isdirected and to indicate the possibility of aviolation. Please
see a Civil Rights Complaint Form on page C-22. The person who has allegedly been discriminated against
must complete and sign aCivil Rights Complainant Consent/Release Form found on page C-24, thisform must
accompany the Civil Rights Complaint Form.

C-20
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CIVIL RIGHTSCOMPLIANCE CHECKLIST
SCHOOL YEAR

United States Department of Agriculture (USDA) regulations outline each site's responsibility with regard to civil
rights compliance in the Child Nutrition Programs (CNP). The following checklist furnishes a quick overview of
requirements.

YES NO N/A*

1. Doestheletter to householdsinclude:
a. Therequired nondiscrimination statement?
b. Where acomplaint may be filed?

2. Is aUSDA/Food and Nutrition Service (FNS)-approved poster displayed in a
prominent place and visible to recipients?

3. Is the correct nondiscrimination statement included on appropriate program
material s?

4. Has the school food authority (SFA) sent out a public release to community/
grassroots organi zations?

5. Areforeign language trand ations available when a significant number of persons
speaking only aforeign language are in the population?

6. Are procedures established to receive complaints alleging discrimination?

a. Havethere been any written or verbal complaints alleging discrimination?

b. If YES, have these complaints been reported to the State Department of
Education (the State Agency)?

Do admission procedures used restrict enrollment by minority persons?

8. Are incorrectly denied Applications for Free and Reduced-Price Meals
disproportionately composed of minority applications?

9. Are disabled students provided program benefits as prescribed by regulations
(including specia dietary needs), as appropriate?

~N
O OO0 OO0 O O 0O O0ogo
O OO0 OO0 O O 0O O0ogo
O OO0 OO0 O O 0O O0ogo

*Not Applicable

Number
Approved
for Freeand
Reduced-Price Number
Ethnicity: Enrollment Meals/Free Milk Denied

e Hispanicor Latino

e Not Hispanic or Latino
TOTAL STUDENTSBY ETHNICITY

«  American Indian or Alaska Native

e Asan

¢ Black or African American

* Native Hawaiian or Other Pacific Islander
«  White

TOTAL STUDENTSBY RACE

This form should be duplicated and completed each year by each site within the SFA. The completed form will be
reviewed during the CRE.
Please complete by October 31 of each year, andretain in your CNP files.
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Civil RightsComplaint Form

1 State your name and address:
Name
Address:
Street City State Zip Code
Telephone Number: Home: () Work: ()
2. Person(s) discriminated against, if different from above:
Name:
Address:
Street City State Zip Code
Telephone Number: Home: () Work: ()
3. Agency and department or program that discriminated:
Name:
Any individual if known:
Address:
Street City State Zip Code
Telephone Number: Home: () Work: ()

4. Nonemployment: Doesyour complaint concern discrimination inthe delivery of servicesor in other discriminatory
actions in the United States Department of Agriculture (USDA), the State Agency, or the School Food Authority
(SFA) initstreatment of you or others? If so, please indicate below the basis on which you believe these discrimi-
natory actionsweretaken (e.g., “Race: African American” or “ Sex: Female”).

Race/Color:

National Origin:

Age:

Disability:

S

Gender | dentity:

Rdigion:

Reprisal:

Political Beliefs:

Marital Status:

Familial/Parental Status:

Sexual Orientation:

Individua’sIncome Derived From Public Assistance Program:;

Protected Genetic Information in Employment/Program/Activity Conducted/Funded by USDA.:
Employment: Doesyour complaint concern discrimination in employment by USDA, the State Agency, or the SFA?
If so, please indicate the basis on which you believe these discriminatory actions were taken (e.g., “Race: African
American” or “Sex: Female”).

Race/Color:

National Origin:

Age:

Disability:

S
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Gender | dentity:
Rdigion:
Reprisal:
Political Beliefs:

Marital Status:
Familial/Parental Status:
Sexual Orientation:
Individua’sIncome Derived From Public Assistance Program:;
Protected Genetic | nformation in Employment/Program/Activity Conducted/Funded by USDA:

5. Toyour best recollection, on what date(s) did the alleged discrimination take place?

Earliest date of discrimination:

Most recent date of discrimination:

6. Pleaseexplainasclearly aspossible what happened, why you believeit happened, and how you were discriminated
against. Indicate who was involved. Be sure to include how other persons were treated differently from you.
(Please use additional sheetsif necessary, and attach a copy of written materials pertaining to your case.)

7. Your complaint cannot be accepted if it has not been signed. Please sign and date this complaint form below.

Signature Date

Please feel free to add additional sheets to explain the present situation to us.

Your consent is needed to disclose your name, if necessary, in the course of any investigation. Therefore, please sign
the Civil Rights Complainant Consent/Release Form. (If you arefiling thiscomplaint for aperson whom you allege has
been discriminated against, the signed Consent/Rel ease Form needsto be from that person.) Please mail the completed,
signed Civil Rights Complaint Form and the signed Civil Rights Complainant Consent/Rel ease Form (please make one
copy of each for your records) to:

United States Department of Agriculture
Food & Nutrition Service
Civil RightsDivision
3101 Park Center Drive, Room 942
Alexandria, VA 22302
703-305-2195
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CIVIL RIGHTS
COMPLAINANT CONSENT/RELEASE FORM

Your Name:

Address:

Please read theinformation below, initial the appropriate space, and sign and date thisform onthelinesat the
bottom of thisform.

| have read the Notice of Investigatory Uses of Personal Information by the United States Department of
Agriculture (USDA) Food and Nutrition Service (FNS). Asacomplainant, | understand that in the course of
apreliminary inquiry or investigation it may become necessary for FNSto reveal my identity to personsat the
organization or institution under investigation. | am also aware of the obligations of FNS to honor requests
under the Freedom of InformationAct. | understand that it might be necessary for FNSto discloseinformation,
including personally identifying details, which it has gathered asapart of itspreliminary inquiry or investigation
of my complaint. Inaddition, I understand that as a complainant | am protected by federal regulationsfrom
intimidation or retaliation for having taken action or participated in action to secure rights protected by
nondi scrimination statutes enforced by the federal government.

CONSENT/RELEASE

CONSENT GRANTED—I have read and understand the above

Initial onthelineabove information and authorize FNS to reveal my identity to persons at the

if you give consent organization or institution under investigation and to other federal agencies
that provide federal financial assistance to the organization or institution or
also have civil rights compliance oversight responsibilities that cover that
organization or institution. | hereby authorize FNS to receive material and
information about me pertinent to the investigation of my complaint. This
releaseincludes, but isnot limited to, applications, casefiles, personal records,
and medical records. | understand that the material and information will be
used for authorized civil rights compliance and enforcement activities. |
further understand that | am not required to authorize this release, and | do
sovoluntarily.

CONSENT DENIED—I have read and understand the information and do
Initial onthelineabove not want FNS to reveal my identity to the organization or institution under
if you deny consent investigation, or to review, receive copiesof, or discuss material and consent
information about me pertinent to the investigation of my complaint. |
understand that thisislikely to make the investigation of my complaint and
getting all the facts more difficult and, in some cases impossible, and may
resultin theinvestigation being closed.

Signature Date
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FINANCIAL MANAGEMENT

A. Cash Management Improvement Act—Electronic Funds Transfer

The Office of the State Treasurer and the Legislature have established provisions to comply with the Cash
Management Improvement Act (CMIA), Public Law 101-453. An electronic system for fund transfer of federal
assistance program payments and state match payments to each school food authority (SFA) was implemented,
effectiveduly 1, 1993. Therefore, no paper warrants can beissued for Child Nutrition Program (CNP) reimbursement.

B. OklahomaCost Accounting System (OCAS)

1

CNP funds are to be deposited into a separate appropriated fund (Fund 22) or into the General Fund account
(Fund 11). Fund 22isaspecial revenuefund reserved exclusively for thereceipt of CNPfunds, including state
revenue, federal revenue, and local collections. Thisfund isunder the auspice of the SFA treasurer. CNPfunds
shall be used only for the benefit of the CNPs. NOTE: The Activity Fund (Fund 60) can be used to deposit
CNPrevenues. Theserevenuescan then betransferred to Fund 22 or Fund 11 at theend of the school year.

The beginning fund balance each year, combined with all actual revenues, including collected and estimated
revenues, must be appropriated before being expended. Purchase orders shall be issued against available
appropriations; and once goods and services have been received, either payable or nonpayable warrants shall
beissued in payment of al purchaseorders. Fund 22 shall bereported as aseparate appropriated fund in all the
financial reports of the SFA, including the Estimate of Needs and Financial Statement.

Federdl, state, and local funds may be appropriated on temporary appropriations based on 100 percent collections
fromlast year. Thebudget for September will givethe SFA full authority to spend thesefunds. A supplemental
appropriation for cash collectionswill need to befiled on Form 150. If state and federal reimbursementsexceed
the estimated amount, asupplemental appropriation may befiled under Form 307.

Theamount that may be appropriated by such temporary appropriationsshall in no event exceed theentire
amount that the governing board making the application estimates will be available for the entire fiscal
year for each purpose for which a temporary appropriation is requested.

Nonpayable warrants may be written, and blanket purchase orders for supplies, etc., may be established.

SFAsmay elect to have asingle bank account for all their funds, tracking them through fund codes; or they may
elect to have a separate bank account for CNPfunds. The State Department of Education (the State Agency)
only requires the CNP Fund account to be appropriated and warrants issued through the SFA treasurer,
whether using Fund 22 or Fund 11.

By resolution of the District School Board, an SFA may opt to establish abank account in thelocal areafor local
collectionsONLY. Theonly checksissued will beto deposit those fundswith the SFA treasurer. At the end of
thefiscal year, the balancein that account will be closed. No other checks may beissued from this account
except refundsfor studentswho leavethedistrict. Thiswill easethe problem of districts utilizing the services
of acounty treasurer and daily district travel for deposits (62 O.S. 1991, § 516.5 requiresthat all fundsreceived
are deposited daily). It will also alow sitesto clear checks written to their district and process insufficient
checks back through the system before the funds are deposited into the appropriated account. Thiswill be
done as a school activity subaccount, and the custodian will need to be bonded for this subaccount.

Thiswill be presented to the Board, along with other school activity fund subaccounts, listing income aslocal
collectionsand expensesas checkswritten to thetreasurer for payment of obligations. Evenif SFAselect this
option, state and federal reimbursements will still be electronically transferred to the local or county SFA
treasurer.
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10.

14,

16.

OCAS regulations prohibit the use of appropriated funds to pay for services not yet rendered.

School laws of Oklahomaonly allow for one encumbrance clerk and onetreasurer. A district may elect to have
an assistant treasurer who could have the full capability of the SFA treasurer. One person may not be the
encumbrance clerk and the treasurer. Those offices must be held by two separate individuals.

Auditorsrequire asegregation of duties by two separate individual swhenever money is collected and deposted.
Therefore, the CNP needs to have aminimum of two people counting and depositing the monies for CNP.

The CNP Fund custodian can become the SFA’s CNP Fund specialist acting in the same capacity asthe Titlel|
coordinator or any specia area administrator. They can complete requisitions, balance their budgets, make
local collection depositsif the district electsto establish alocal account for local collectionsonly, and fulfill all
dutiesasthe coordinator of thisproject. The only differencewill bethat the purchase orders must be compl eted
by the encumbrance clerk and the SFA treasurer must register the warrants and pay for them.

SFAs may appropriate funds from the General Fund to cover some expenses of the CNPs if special revenue
funds are not sufficient to cover the cost of the program.

Even though Oklahoma statutes do not allow sitesto loan funds (Article 10 of the Constitution), the United
States Department of Agriculture (USDA) doesallow transfer of fundsaslong asa bonafideloan agreement
existsat thetimethefundsaretransferred. A bonafideloan agreement MAY be made between aGeneral Fund
and the CNP Fund July 1 or prior to the funds being transferred if CNP operations cannot begin without this
loan. USDA prohibits SFAsfrom retroactively designating atransfer of local fundsasaloan to the school food
service account. A loan agreement must be board-approved for the exact amount that is borrowed and must be
repaid on or before June 30 of each year. Prior years obligations must not be paid with current year funds. Do
not borrow more money than can be paid back. 1f CNP costs exceed revenues, then those costs become a
General Fund expense. Refer to page C-45 for acopy of the Loan Agreement for Food Service Deficits.

All warrantson CNPfunds must beissued in order of sequence, beginning with No. 1, during each fiscal year.

Carryover funds from onefiscal year to another—Because CNP funds are now coded by the various federal,
state, or local project reporting codes, if there are any carryover funds at the end of the year (June 30), each
must be coded to the specific project reporting code originally assigned. Example: |If there are carryover
fundsin Project Reporting Code 763, then these funds must be coded specifically to Project Reporting Code
763 as cash forward. This coding would be Project Recording Code 763/Sour ce of Revenue Code 6110.

Thetotal of all CNPfunds (federal, state, and local) that are carried over from onefiscal year to the next iswhat
is used to ensure the SFA has not exceeded its three-month operating balance.

C. Nonprofit School Food Service Account

1

2

C-26

SFAs shall maintain anonprofit school food service. (7 CFR §210.14[a))

Unlike other federal programs, CNP can have a carryover as of June 30 of each year. Thiscarryover could be
used for food for the new school year. Three-month operating balance: USDA regulation §210.14(b) requires
an SFA to limit its net cash resources to an amount that does not exceed three months average expendituresfor
its nonprofit school food service. The State Agency uses the Oklahoma Cost Accounting System (OCAS)
records to determine if an SFA has exceeded its three-month operating balance requirement. Total Child
Nutrition (Program Code 700/Project Reporting Codes 763, 764, 765, 799, 385, 331, 332, 334, 335, 800, and 000-
298) expenses are divided by 9 (months) and multiplied by 3 (months) to obtain an average 3-month operating
balance. If the SFA’s operating balance as of June 30 exceeds the 3-month operating balance, the SFA is out of
compliance.

NOTE: Theoperating balance asof June 30 for anyfiscal year must be carried over into the next fiscal year
(Revenue Code 6110) and is counted toward the operating balance of the following fiscal year.
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3 Federa Child Nutrition funds must only be used for the operation and/or improvement of the school food
service operations.

4. Child Nutrition expenditures:

a

b.

0.
h.

Child Nutrition expenses must meet the requirements of 2 CFR §225.
Expenses must be reasonable, necessary, and allowable.

Costs must be treated as direct or indirect.

Allowable costs

e Salaries and wages/benefits

o Trave

e Training and staff development

e Meetings and conferences

e Printing and publications

e Food service or business supplies

Allowable costs with prior State Agency approval

o Capital expenditures (equipment purchases, etc.)—Any item with an acquisition cost of $5,000 or
more.

e State Agency must give approval for any capital expenditures.

Unallowable costs

e Alcoholic beverages

» Entertainment

e Costs of general government lobbying

e Contribution to contingency funds

e Bad debts

SFAs must document all revenues and expendituresin OCAS accurately.

All expenditures must be supported with source documents; i.e., canceled checks, paid bills.

D. Direct Costs/Indirect Costs

1  Direct costs—Incurred SPECIFICALLY for aprogram or other cost objective; clearly identifiable.

Examples

Wages and salaries of food service workers

Cost of food purchased

Food service supplies

Food service equipment purchases

Prorated Direct Coststhat would usually be charged as Indirect Costs; i.e., prorated utility costs (Refer to
page C-28, Item4e.)
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Indirect costs—Incurred for the benefit of multiple programs, functions, or other cost objectives; not readily
identifiable.

Examples
e Payroll services

e Human resources
»  Workers compensation

*  Electricity
e Gas
e Trash

Cost assignments to direct costs or indirect costs are unique to each SFA.

SFAswho are charging indirect coststo Child Nutrition must:

a Havean approved indirect cost statement with the State Agency showing the approved indirect cost rate.
b. Allowableindirect costs (aswell as direct costs) must be identified in a consistent manner.

c. An SFA must identify indirect costs by using the same methodology to allocate certain shared costs
across the entire spectrum of its federal programs.

d. The SFA must not charge indirect costs previously paid by the General Fund.
e. Anydirect costs prorated for Child Nutrition (i.e., utilities) that would normally be considered an indirect

cost must be subtracted from the indirect cost rate charged to Child Nutrition if the district is applying
indirect cost to Child Nutrition.

E  RevenueFrom Nonprogram Food Expenditures/Revenues Requirement—Healthy, Hunger-Free Act of 2010, Section
206 (Reference USDA Policy Memo SP-39-2011)

1

The purpose of the revenue from the nonprogram foods provision isto ensure that revenues from the sales of
nonprogram foods generate at | east the same proportion of SFA revenues asthey contribute to SFA food costs.

For the purposes of this provision, a nonprogram food is a food (including beverages) that is sold in a
participating school other than areimbursable meal and is purchased using funds from the school food service
account of the school.

These include, but are not limited to:

A lacarteitems sold in competition with school meals.

Adult meals.

Contract medls.

Items purchased for fundraisers, vending machines, school stores, etc.
Items purchased for catering and vended meals.

®ao oW
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3. Revenueisal money that is provided to the nonprofit school food service account. Thisincludes, but is not
limitedto:

Federal reimbursement.

State or local funds such as per meal subsidies and state revenue matching funds.
Children’s paymentsfor reimbursable mealsand alacarte sales.

Payments for items purchased for fundrai sers, vending machines, etc.

Income from contract, catering, adult meals, vended meals, etc.

®Pao o

4.  The cost to obtain anonprogram food includes only the cost of the food. If anonprogram food is made from
scratch, the SFA would determine the price of ingredients to calculate the food cost. The SFA should not
include labor or other costsin this calculation.

This same principle applies to calculating program food costs for the purpose of this provision.

5. The SFA MUST determineitstotal food cost and the proportion of that total that isnonprogram food. The SFA
would then calculate the share of total revenue generated from nonprogram food sales over the same period. If
the second figure is at least as great as the first figure, then the SFA is generating sufficient revenue from
nonprogram food costs.

EXAMPLE:
An SFA hasthefollowing characteristics:

e Tota Costs: $1,000,000

e Total Food Costs: $500,000
— Cost of food for reimbursable meals. $450,000
— Cost of nonprogram food: $50,000

e Tota Revenue: $1,000,000

Revenue Requirement:

e Minimum proportion of revenue required from the sale of nonprogram foods: $50,000/$500,000 = 10%
e Minimumdollar revenuerequired from the sale of nonprogram foods: 10% x $1,000,000 = $100,000

If this SFA earns $100,000 in revenue from nonprogram food sales, they arein compliance.

6. By September 1 of each year, school district must report total expenditures'revenuesto the OCAS office. The
figures reported for Child Nutrition activity will be used by the State Agency to verify compliance with this
requirement. (Refer to page C-51 for acopy of the Nonprogram Food Expenditures/Revenues Report.)

7. An SFA can price some nonprogram foods lower than their actual cost aslong as the total revenue generated
from al nonprogram food sales meets the proportional requirement described above.

8 The SFA usestherevenue and costs for aschool year to calculate revenue targets. For the current school year,
the revenue and costs for the previous school year are used.

9. All SFAsmust do the revenue cal culationsthrough eClaims. If the proportion of revenueisequal to or greater
than the proportion of the food costs, no additional action is needed. If not, the SFA must review the prices
charged for nonprogram foods and make necessary adjustments.
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10.  SFAstrack nonprogram food sales and revenues through OCAS.

11.  Child Nutrition OCAS Code Expenditure Worksheet—To assist districtsin knowing how to break down invoices
of food/beverage purchases, this worksheet can be used. See page C-53 for a copy of this worksheet.

F OCASCodes

Child Nutrition (CN) financial transactions shall be coded in fund dimension asa Special Revenue Fund Code 22 or
Genera Fund Code 11. All CN expendituresand revenues must be coded to Program Code 700. Each Child Nutrition
Program hasits own Project Reporting Codein the 700 series. The 700 series under the Project Reporting Codes
represents FEDERAL FUNDS (which iswhat Child Nutrition Progams are). Because the Teachers' Retirement
System requiresaMATCH to bepaid on any saaries paid from federal funds, a district using federal funds (Project
Reporting Codes 763, 764, 765, 766, 768, and 769) to pay its employees must also pay a match to the Teachers
Retirement System as per Oklahoma Statute (O.S.) 715:10-13-7. Thisrule only applies to those employees who
qualify for Teachers' Retirement. Therequired match isalegitimate expense under Child Nutrition.
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CHILDNUTRITION
OKLAHOMA COST ACCOUNTING CODES(OCAYS)
Fund 22, Fund 11, or Fund 60—Program Code 700

REVENUE

EXPENDITURE

FEDERAL

FEDERAL

Project Reporting Code:
763  Lunches (includes ASSP and SSO)

764  Breakfasts
765  Specia Milk
766  Summer Food Service Program
767  ARRA, Equip Asst Grant
768  Fresh Fruit/Veg
769  Child and Adult Care Food Program
Program Code:
700  Child Nutrition Program
Revenue Code:
4710 Lunches, Snacks
4720 Breakfasts
4730 Specia Milk
4740 Summer Food Service Program
4750 Child and Adult Care Food Program
4760 Fresh Fruit/Veg
6110 Carryover From Previous Fiscal Year

NOTE: There is no federal revenue for a la carte sales.

Project Reporting Code:
763  Lunches (includes ASSP and SSO)
764  Breakfasts
765  Specia Milk
766  Summer Food Service Program
767  ARRA, Equip Asst Grant
768  Fresh Fruit/Veg
769  Child and Adult Care Food Program

Program Code:
700  Child Nutrition Program
Function Code:
2318 Audit Services
3110 Food and Milk Purchases for A la Carte/Catering
3120 Direct Labor/Benefits and FSMC
3130 Food and Supplies/Delivery Services
3140 Other Direct and/or Related Child Nutrition Program Services
3150 Food and Milk Purchases for Students (Reimbursable Meals)
3155 Food and Milk Purchases for Adult/Contract Meals Only
3160 Nonreimbursable Services
3180 Nutrition Education and Staff Development
3190 Other Child Nutrition Programs Operations
5200 Fund Transfers
5400 Indirect Costs for Child Nutrition
8100 Restricted Repayment Funds
8900 Other Refunds (Lost Lunch Tickets)

STATE

STATE

Project Reporting Code:
332 Flex Benefits (Support Staff With Health)
335 Flex Benefits (Support Staff Without Health)
385 State Match Revenue
Program Code:
700  Child Nutrition Program
Revenue Code:
3710 State Reimbursement NOTE: Not available at this time.
3720 State Matching
6110 Carryover From Previous Fiscal Year

Project Reporting Code:
385 (Definition adjusted for STATE only)

Program Code:
700  Child Nutrition Program
Function Code:
2318 Audit Services
3110 Food and Milk Purchases for A la Carte/Catering
3120 Direct Labor/Benefits and FSMC
3130 Food and Supplies/Delivery Services
3140 Other Direct and/or Related Child Nutrition Program Services
3150 Food and Milk Purchases for Students (Reimbursable Meals)
3155 Food and Milk Purchases for Adult/Contract Meals Only
3160 Nonreimbursable Services
3180 Nutrition Education and Staff Development
3190 Other Child Nutrition Programs Operations
8100 Restricted Repayment Funds

LOCAL LOCAL
Project Reporting Code: Project Reporting Code:
001-298 000-298
Program Code: Program Code:
700  Child Nutrition Program 700  Child Nutrition Program
Revenue Code: Function Code:

1710 Student Lunches, Breakfasts, Snacks, Special Milk
(Reimbursable Meals)

1720 A la Carte or Catering Revenue

1730 Adult Lunches, Breakfasts, Snacks

1740 Summer Food Service Adult Revenue

1760 Contract Lunches, Breakfasts, Milk, and Snacks

1790 Other District Revenue (CN)

1794 Commodity Rebates

1795 Promotional Rebates

5120 Cash or Change

5150 Reimbursement From Another Fund

5300 Insufficient Funds

5600 Correcting Entry

6110 Carryover From Previous Fiscal Year

2318 Audit Services

3110 Food and Milk Purchases for A la Carte/Catering

3120 Direct Labor/Benefits and FSMC

3130 Food and Supplies/Delivery Services

3140 Other Direct and/or Related Child Nutrition Program Services
3150 Food and Milk Purchases for Students (Reimbursable Meals)
3155 Food and Milk Purchases for Adult/Contract Meals Only
3160 Nonreimbursable Services

3180 Nutrition Education and Staff Development

3190 Other Child Nutrition Programs Operations

8900 Other Refunds (Lost Lunch Tickets)
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NSL P/SBP/ISMPADDITIONAL OCASCODES

EXPENDITURE FUNCTION OBJECT
Building Renovations 3190 450
Custodia Supplies (Warehouse) 3140 618
Department of Human Services (USDA Foods Assessment Fee) 3140 599
Health Department Fee for License 3140 810
Nonexpendable Equipment ($2,500 or more) — Purchase 3140 730
Equipment — Repair 3140 430
Expendable Equipment (less than $2,500) — Purchase 3140 651
Extermination 3140 424
Forms — Publication Orders 3190 550
Insufficient Check Charge 3160 810
Inservice (Miscellaneous Items Purchased for Workshop for Cooks/M anagers) 3180 619
Investment Accounts 5700 990
Inservice Speaker (Paying a Fee) 3180 360
Miscellaneous Office Supplies 3190 619
Miscellaneous Materials/Supplies 3140 619
Paper Products 3140 617
Refund on Unused Lunch Tickets 8900 930
Refund to State Agency 8100 930
Postage 3140 530
Registration for Meetings/Workshops 3180 860
Reimbursement for Travel — In-District 3140 580
Reimbursement for Travel — Out-of-District 3140 580
Supplies (Nonedibles) (Vendor or Warehouse) 3140 651
Uncollected Meal Charges 3160 890
Uniforms 3160 657
Indirect Cost 5400 970

NOTE: Suppliesfor abake sale should berecorded asfollows: Project Reporting: 800, Function: 3200, Object 670

SFSP/EQUIPMENT/FFVP/CACFP/BANQUETS/CATERING/ADULT KITCHENS
OCAS CODES

REVENUE

EXPENDITURES

Fund: 22 or 11

Project Reporting:
Summer Food Service Program—-766
Fresh Fruit and Vegetable—768
Child and Adult Care Food Program—769
Banquets/Catering/Adult Kitchens—001-298
(SFA assigns this number)

Function:

Suggested Codes:
SFSP/CACFP—3190
FFVP—3120-3190
Banquets/Catering/Adult Kitchens—3160

Object: Anything that meets the need

Program: 700

Subject: 0000 (does not apply to CNP)

Fund: 22 or 11

Project Reporting:
Summer Food Service Program—766
Fresh Fruit and Vegetable—768
Child and Adult Care Food Program—769
Banquets/Catering/Adult Kitchens—001-298
(SFA assigns this number)

Source of Revenue:
SFSP Federal Reimbursement—4740
FFVP Federal Reimbursement—4760
CACFP Federal Reimbursement—4750
Banquets/Catering/Adult Kitchens—1790

Program: 700

Operational Unit: 0000 (does not apply to CNP)
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G. Audits
1  TypeAAudits($500,000 or morein federal award funds expended)

Oklahoma statutes allow SFAsatimeline of 11 months after the close of the school year for the completion and
submission of an annual audit (70 O.S. 2001 §22-108). However, OMB Circular A-133 § 3052.320 states:

“The audit shall be completed and submitted within the earlier of 30 days after receipt of the
auditor’s report(s) or nine months after the end of the audit period unless a longer period is
agreed to in advance by the cognizant or oversight agency for audit.”

Therefore, any Type A audits ($500,000 or morein federal award funds expended, including the value of USDA
foods, reference USDA Policy Memo No.: FD-104 Feb. 18, 2010) areduein theAuditing Section’sofficenolater
than March 31 of each year. Federal fundswill bewithheld on any Type A audits not received by March 31
of each year and will only be released upon notification of receipt of the audit(s) by the agency’s Auditing
Section.

2 TypeB Audits (lessthan $500,000in federal award funds)

For SFAsreceiving less than $500,000 in total federal funds, an audit conducted in accordance with Sections
452 through 461 of the School Laws of Oklahoma shall be submitted to the State Agency Auditing Section no
later than May 31. Failureto submit such required audit shall result in the withholding of CNP reimbursement
until the audit isreceived.

H. Claimfor Reimbursement

CNPsare performance-based reimbursement programs (entitlement programs). The SFA reportsall meals (breakfasts,
lunches, and/or snacks) served on amonthly reimbursement claim. The claim for reimbursement reportsthe number
of meals served by category (free, reduced-price, or full-price) multiplied by the applicable reimbursement rates.
SFAs participating in the Special Milk Program (SMP) will provide the number of half-pintsof milk served to split-
session preprimary or kindergarten students multiplied by the applicable reimbursement rates. If an SFA participates
inthe Seamless Summer Program, aseparate claim must be submitted.

Prior to thefirst month’s claim submission for the school year, the SFA must have acompleted and approved renewal
application, agreement, and policy statement. Each claim must include only meals/milk served within that particular
calendar month, except if thefirst or last month of the school year containsten or less operating days. If thefirst or
last month of the school year containsten or less operating days, then such month may be combined with the claim
for the appropriate adjacent month. However, claims may not combine operations occurring in two different fiscal
years.

SFAs must maintain free and reduced-price eligibles of currently enrolled students, as well as categorical meal
counts by school site, even though the claim reflects district totals.

Claimsareto be submitted by the tenth of the month following the month covered by the claim. Although the State
Agency may accept claimsfor reimbursement or claim revisions as late as 60 days following the end of the month
that the claim covers, claims postmarked later than 60 days cannot be paid. A copy of the claim for reimbursement
isonpage C-47.
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I. CNPeClamsSystem

1

Introduction

The CNP eClaims system provides a quick and efficient method to process claim information and required
forms.

Datais entered directly into the computer where it will immediately be edited, calculated, and prepared for
transmission. Each report or claim will be electronically transmitted to the State Agency for processing. Status
notification from the State Agency will be available shortly after transmission.

Username and Password

The superintendent or log on administrator may assign a username and password to any CN personnel.
Depending on thetype of role anindividual haswithin CNP, the username and password assigned will allow the
user to perform different functions. For example, several people could be assigned the role of district user,
allowing eachindividual to view, enter, and save CN information for thedistrict. However, at least one person
per district must be assigned the role of authorized representative. The authorized representative is the
person with the authority to SUBMIT the information once it has been entered. This must be the same
individual who signs the Certificate of Authority. The authorized representative has access to all eClaims
functionsin addition to the submission function. Using his or her username and password as a signature, the
authorized representativeisverifying that all submitted informationistrueand correct. To add aperson asthe
SFA's authorized representative, refer to the instructions below:

a Log onto the State Agency Web site at www.sde.ok.gov. Click on the box that reads School District
Reporting Ste.

b. The Log On screen will appear. Type in the superintendent’s Username and Password that has been
assigned by the OCAS Section of the State Agency. This password could be expired. If so, read the
instructions asto how to enter anew password. Once anew password isestablished, enter your Username
again with your NEW password.

c. AWElcomepagewill appear. Totheleft of the VWel come message, you will seealist of several options. Click
on the third option: User Identification and Access.

d. TheUser Identification and Access screen will appear. Scroll to the bottom of this pageto find the words
Add a new user.

e. TypeinaUsername and Password for the person you are designating to be the authorized representative
for CNP. It is recommended that you use the person’s first and last names for both the Username and
Password. Be sure to use the pull-down menu to the right of the word Role to indicate what access level
this person is being assigned. The Role bar should show Authorized Representative. Click the Add
button. The name of the person added should now show up under thelist of usersfor thedistrict. Thislist
of usersis at the top of the current page.
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f.  Click on this person’s name. A screen will appear for that individual. Complete the User Information
section for that person on the left side of the screen.

g. To the right of this screen, you will see an Applications section. Find the pull-down menu under
Applications, and scroll down to Child Nutrition. Next, use the Access Level pull-down menu to indicate
the access level of the individual is that of Authorized Representative. The access level assigned here
should be the same access level assigned on the previous screen when the person was first added to the
system. Click the Add button, and then click the Save button. This person isnow set up in the district’s
system as the authorized representative of Child Nutrition.

h.  The SFA must now submit ahard copy of the Certificate of Authority to the CNP officefor approval. Once
approval isgranted, the new authorized representative will be ableto access CNP eClaims.

3. HowtoAccessCNPeClaims—

a  Logontothe State Department of Education Web site at www.sde.ok.gov.

b. Thiswill bring you to the SDE Web site. Click on Site Index on the upper right side of the page. Scroll
down to Child Nutrition eClaims Programs, and click oniit.

c. Typeyour Username and Password in the boxesindicated. Click the Log On button; click ontheeClaims
system link, then the main menu for your SFA will appear.

d. Now youmay exploreall that the CNP eClaims System hasto offer:

e Application Information and Application Processing
e ClaimsInformation and Claims Processing
e Processing of All Reports Due During the School Year:
— Low-Income Student Count Report
— Consolidated Verification Summary
— Year-End Revenue/Expenditure Report
e Accessto School Food Service Compliance Document and many record-keeping forms
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J Low-Income Student Count Report (RCClsNot Required to Compl ete)

1

In acontinuing effort to reduce paperwork, asingle form has been devel oped for reporting free and reduced-
price meal eligibility information that has previously been reported on severa different forms. The data
reported will be used to fulfill the following regulatory requirements:

a. Title | Allocations—Districts must report by site the number of enrolled students aged 5 through 17
eligiblefor free or reduced-price meals.

b. Public Law 101-647 and Public Law 101-325—Replaces L ow-Income Student Count Survey formerly sent
to districts each January (Federal Perkinsand National Direct Student L oan Cancellation Benefits).

c. PublicLaw 104-193—Providesthat SFAsmust disclosethe names of the elementary siteswhere 50 percent
or more of enrolled studentsare eligible for free or reduced-price meals.

d. Public Law 105-336—Providesthat SFAsmay claim snacksfreefor those sites operating an after-school
educational or enrichment program in which 50 percent or more of enrolled studentsare eligiblefor freeor
reduced-price meals.

e. E-ratelnformation—Providesfor Internet discountsfromthe U.S. Department of Libraries.

The eClaims System must processthe October claim for reimbursement beforeit will allow the SFA to submit the
Low-Income Student Count Report. Thisis so the computer can edit the number of free and reduced-price
eligible students reported to ensure that the numbers on both forms match. A hard copy of theform MUST be
printed, dated, signed, and submitted to the State Agency by November 19, 2012 (Refer to information
concerning carryover applicationsinthe Eligibility Section.) Thereport representsthe highest number of free
and the highest number of reduced-price eligible currently enrolled students for the entire month of October
(thelast number of Column 6 [for free] and thelast number of Column 10[for reduced-price] from each site’ sEdit
Check Worksheet added together). So—evenif thedistrict hasits October enrollment figuresfrom Accreditation,
it may not haveitsHI GHEST free and reduced-price eligiblefiguresuntil theend of October. Every accredited
siteMUST beincluded. If an SFA hasan unaccredited site(i.e., Head Start, aternative site, four-year-old site),
those currently enrolled students should be counted at the accredited site where they would attend in the
future or the accredited site they should currently be attending. Adult education students, out-of-home
placement students, or studentsthreeyears of age and under (unlessthey areenrolled) areNOT included inthe
number of free and/or reduced-price eligibles reported on the monthly claim for reimbursement or the Low-
Income Student Count Report.

The TOTAL freeand TOTAL reduced-price eligible counts (of current enrolled students) for your entire SFA
must match thetotal counts for the free and reduced-price eligibles as reported on the OCTOBER CNP claim
for reimbursement for your district. All numbers submitted on this report are subject to audit. Revisionsto
these numberswill only be accepted until November 30, 2012. Also be awarethat if the Low-Income Student
Count Report isrevised, the October claim for reimbursement MUST also berevised and viceversa. Oncethe
SFA has done a Final Submit on its Low-Income Student Count Report, any revisions must be completed by
the State Agency. An example of the Low-Income Student Count Report ison page C-49.
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4. Specia Instructionsfor Provision 2 and Provision 3 Sites

Sitesthat are on Provision 2 or Provision 3 are handled differently than other sitesfor the L ow-Income Student
Count Report. After October 1 the SFA MUST go into the eClaims system and enter the enrollment per the
accreditation report for each site participating in Provision 2/3. Once the enrollment is entered, the new free/
reduced-price and paid eligibility figuresfor the current school year appear for that site. Oncethe sitereceives
the new free/reduced-price and paid eligibility figures, the site will then take these numbers and determine the
number of 4-and-under students and the number of 18-and-over students by using current year percentages
and applying them to current year eligibility figures.

Virtual Sudentsand Provision Schools: Provision schoolsare not affected by the new law concerning
virtual students. A Provision school’s free/reduced-price eligible counts are based on BASE YEAR
information ONLY. Whatever thefree/reduced-price eligible countswere in October of the base year will be
increased or decreased by comparing the BASE YEAR enrollment to the CURRENT YEAR enrollment.

Therefore, the current year enrollment for Provision schoolswill includethe virtual students. If adding these
virtual students | NCREASES the enrollment then by whatever percentage the enrollment increased, the free
and reduced-priceeligibleswill beincreased. Likewise, if the enrollment DECREASES (even when including
the virtual students), the free/reduced-price eligibles will be decreased by the same percentage.

EXAMPLE FOR PROVISION 2 AND PROVISION 3 SITES

Elementary Site: Current Enrollment—80 High School Site:  Current Enrollment—2110
Free Eligibles—60 Free Eligibles—64
Reduced-Price Eligibles—10 Reduced-Price Eligibles—12

1. The district will need to figure out its 4-and-under count at the elementary site.

Figure the current percentage of free eligible students from the current elementary enrollment (60 divided by 80 =
75%)

Figure the current percentage of reduced-price eligible students from the current elementary enrollment (10 divided
by 80 = 13%)

Apply the 75% to the number of 4 and under the site currently has to get the free eligible count for the 4- and-unders.

Apply the 13% to the number of 4 and under the site currently has to get the reduced-price eligible count for the 4-
and-unders.

2. Use this same formula for the high school site to figure the 18 and over free and reduced-price €eligibility numbers.

3. Once the free and reduced-price eligible numbers are obtained for the 4-year-olds at the elementary and the 18-year-
olds and over at the high school, the remaining students who are free or reduced-price would be reported in the 5-17-
year-old category.

4. To get the 5- to 17-year-old ENROLLMENT, the district should take the current site enrollment for the elementary
and subtract out the students who are currently 4 and under at the elementary site. If a student turned 5 in the month
of October, count that student in the 5-17-year-old group. Likewise, the district should take the current site
enrollment for the high school and subtract out students who are 18 and over at the high school site. If a student
turned 18 in the month of October, count that student in the 5-17-year-old group.
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K. Student Meal Prices

1 Thepricescharged by SFAsoften require school board approval. Unfortunately, many people do not understand
the financia responsibility of SFAs and do not realize that the costs involved are much like those paid by
commercial restaurants. Factorsto be considered when establishing pricesinclude:

T S@mea0ow

Actual cost of producing and serving the food.

Present prices charged and rates of reimbursement.

Economic situation at thetime.

Reasons for needing to increase prices.

What competitors are charging—commercial and other nearby SFAS.
When the price was last increased.

Whether the priceincrease can bejustified publicly (in media).
Whether reducing costs has been considered.

Reduction in participation or salesthat usually follows price increases.
What the customer considers fair value.

Commercia cafeterias and restaurants often base price on food costs and a markup factor. This is not
recommended for SFA s because labor costs may be greater than food costs. Instead, thetotal real costs should
be used.

Paid Lunch Equity Requirement—Healthy, Hunger-Free KidsAct of 2010, Section 205

a

Schoolsarerequired to charge studentsfor paid mealsat apricethat is, on average, equal to the difference
between free meal reimbursement and paid meal reimbursement rates. This provision isfor lunch only.
NOTE: Nonpricing schoolsare exempt from the requirement.

Schoolsthat currently charge less are required to gradually increase their prices over time until they meet

the requirements (from 5¢ to 10¢ per year). Schools may choose to cover the difference in revenue with

nonfederal fundsinstead of raising paid meal prices. SFAsmay vary paid lunch prices by school aslong
as the average revenue requirement is met across the SFA.

Toward the end of the school year, the SFA will be required to complete the Paid Lunch Equity Tool. Once

completed, thistool will show the SFA how much its student paid lunch meal price must beincreased for

the following school year or the amount of funds necessary to subsidize its CNP.

Schools are required to submit their student paid lunch prices (what they charge their paying students) to

the State Agency with their Renewal Application.

New SFAs must charge paying students the required maximum amount (the difference between the free

reimbursement rate and the paid reimbursement rate). Reference USDA Memo SP-39-2011 (Revised).

Financial support from nonfederal sources must be cash for direct support for paid lunches, including, but

not limited to:

e Any portion of state revenue matching funds that exceeds the minimum requirement established in 7
CFR §210.17 and that is provided for paid lunches. (Multiply total number of PAID lunches claimed
in the previous school year by 2 cents.)

e Per-meal nonfederal reimbursement for ANY PAID meal (breakfast, lunch, etc.).

e Any funds provided by organizationsfor ANY PAID meal.

e Any proportion attributable to PAID MEALS from direct payments made from school district funds
to support lunch service.

Some examples of UNALL OWABLE nonfederal support are:

e Any payments, including additional per-meal reimbursements, provided to the SFA for support of the
SBPor other CNP.

e Any payments, including additional per-meal reimbursements, provided specifically to support free
and reduced-price meals.

» Any in-kind contributions converted to direct cash expenditures.
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L. Adult Meal Prices(Reference FNSInstruction 782-5[6/6/98])

1 Revenue from the NSLP and SBP CANNOT be used to subsidize adult meals. If school employees are not
charged the minimum amount required, the money for the meals must come out of the General Fund. SFAs
report their adult meal prices on the Schedule B during the renewal application process. Refer to page C-54 to
determine how much of the General Fund must be used to subsidize adult mealsif the SFA isnot charging what
isrequired.

State Agency and federal regulations state that the adult must be charged:

e Adultlunch charge equalsfreereimbursement ratefor lunch, including the value of USDA Foods (additional
2¢ does not apply).

e Adult breakfast charge equals free reimbursement rate for regular breakfast.

e Adult snack charge equals free reimbursement rate for snack.

e Thesize of the adult meal should be no larger than the largest portions allotted to the students.

2. Adult meals other than CNP employee meal's cannot be served free of charge unlessthelocal LEA absorbsthe
cost. CNP employees are adults who are directly involved in the operation and administration of the school
nutrition programs.

3. Medls served to any adults may NOT be claimed for reimbursement or counted toward the donated foods
(USDA Foods) entitlement. The determination of individuals, positionsinvolved, and the degreeto which their
services are attributed to the nonprofit food service program operationsis|eft to local officials.

4. TheNonprogram Food Expenditures/Revenues Report will indicateif an SFA is charging enough to cover its
cost for adult meals. Refer to page C-51 for acopy of the report.

M. Contract Meal Prices
1 An SFA that contracts meals to other institutions must charge, at a minimum:
e Contract lunch charge equals free reimbursement rate for lunch, including the value of USDA Foods
(additional 2¢ does not apply).
e Contract breakfast charge equals free reimbursement rate for regular breakfast.
e Contract snack charge equals free reimbursement rate for snack.
e Thesize of the adult meal should be no larger than the largest portions allotted to the students.

2. Acopy of thewritten contract agreement on page C-101 must be kept on file for review.

3. If an SFAiscontracting with an institution for which USDA Foods are allocated, the SFA should NOT include
the commaodity allocation ratein the formulawhen figuring the minimum amount to chargefor contract lunches.

4. TheNonprogram Food Expenditures/Revenues Report will indicateif an SFA is charging enough to cover its
cost for contract meals. Refer to page C-51 for acopy of the report.
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N. State Matching Reimbursement

Each school year USDA requiresthe state of Oklahomato appropriate revenuesto be used for NSL P purposes at the
local level. Since some SFAsare operating ona YEAR-ROUND basis, state matching reimbursement is cal cul ated
onthetotal lunches served in the previous school year. The state matching reimbursement is paid in two payments
per year, processed in January and May.

O. Reduced-PriceMea Charge

The Omnibus Reconciliation Act of 1981 mandated that the maximum amount which can be charged for areduced-
pricelunchis40 cents. The maximum reduced-price chargefor breakfast is30 cents. Public Law 105-336 of the Child
Nutrition Reauthorization Act of 1998 mandated that the maximum amount which can be charged for areduced-price
snack is 15 cents. These are the maximum amounts that may be charged, but adistrict may elect to charge lessfor
either lunch, breakfast, or snacks.

P Useof CNP Funds

1 Fundsfor the operation of the NSLP, SBP, and SMP shall not be used to subsidize any other CNP; i.e., the
CACFPand/or the SFSP. The same bank account may be used for all CNPs aslong as a separate audit trail is
maintained using the applicable OCAS codes for each program.

2. Thestandard for allowable expenditures of anonprofit school food serviceisthat it represents allowable costs
under applicablefederal cost principlesand program regulations. (Reference USDA Policy Memo 2001-SP-04)
These principles are established so that items of employee compensation may be allowed to the extent that:

a. The costs must be necessary and reasonable for the services rendered. Reasonableness is a matter of
professional judgment. The cost isreasonableif, in its nature and amount, it does not exceed that which
would be incurred by a prudent person under the circumstances prevailing at the time the decision was
made to incur the cost.

b. The cost must conform to written established policies of the governmental or private nonprofit
organization. Fringe benefits must be granted based on written policies. Additionally, a governmental
unit is defined as an entire state, local, or federally recognized tribal government, including any
component thereof. Components of governmental units may function independently of the governmental
unit in accordance with the terms of the award. Applications of this definition that satisfy the criteria
include, but are not limited to, thefollowing:

e Thebonuses or fringe benefits represent an integral part of the personnel compensation policy of the
SFA, city, town, or other local governmental entity. In this respect, the bonuses or fringe benefits
need not be available to all classes of the governmental unit’s employees; their availability to any
class of employees must simply represent official policy.

e The school board or other elected governing body has budgeted for the fringe benefit. Such an
official action would makethefringe benefit adefacto element of the SFA’s personnel compensation
policy.

e An officia responsible for the school food service organization has the discretionary authority to
award the fringe benefit or bonus.
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c. Costsmust be chargedin relation to benefitsreceived. Revenues received by the nonprofit SFSA may
only be used for the operation or improvement of such food service. Consequently, no charges may be
madeto the nonprofit SFSA for salaries, fringe benefits, or bonuseswhich are not related to the timethese
employees have worked on behalf of that account.

d. Costs must be applied uniformly to federal and nonfederal activities. A school food service operation
may encompass both federal and nonfederal activities. Thenonfedera activitiesmay include catering, ala
carte, adult meals, vending, concessions, etc. So long as any fringe benefits or bonuses are applied
uniformly to employeesfor their federal and nonfederal activities, thisrequirement would be met.

3. Program regulations state, in part, that all REVENUES received by the CNPin any participating SFA shall be
used only for the operation or improvement of such CNP.

a  Theregulations also define revenue as all monies received by or accruing to the CNP including, but not
limited to, children’s payments, earnings or investments, other local revenues, state revenues, and federal
cash reimbursements. Thismeansthat if CNPfundsare used totally or in part for investment purposes, the
interest earned from such investments must accrue to the CNP and may be used only for authorized
program purposes.

b. Thepurchaseof teaand/or coffee using CNPfundsisan allowable expense aslong astheteaand/or coffee
is offered to the students. If these items are not available for the students, then they must be purchased
as a banquet or catered item. Item P on the next page has more information concerning banquets and
catering.

c. CNPrevenuesshall not be used to purchaseland or buildingsor to construct buildings. Theinterpretation
of the term construction of buildings has been revised to allow the expansion of existing facilities with
State Agency written approval, but NOT the construction of new buildings. (Reference §210.14[a])

d. Thepurchase of materialsto improve participation and/or cafeteriaappearanceis an allowable expense.

e. Thechartson page C-55areprovidedin order for SFAsto calculate how much income per meal isreceived.

4. CNP funds may be used to pay expenses for meetings where technical information relating to the CNP is
disseminated. Thismeansthat CNPfunds may be used to provideinformational materialsand light refreshments
in conjunction with a site's annual open house that would include a cafeteria open house. A CNP employee
must be present, and information about the CNP must be provided. Production records documenting foods
used must be compl eted for the occasion and filed with other monthly records. Additional documentation must
include thetype of activity, CNPemployee present, informational materials provided and topic discussed, and
number of persons attending. Refer to Item P on the bottom of this page for more information on banquets/
catering.

5. OMB Circular A-87 statesthat CNPfundsmay be used for professional development. Thisincludesregistration
fees, travel, lodging, and per diem for attendance at professional meetingsrelated to CNPs. However, individual
membership dues of professional organizations are prohibited from being paid with CNP funds. CNP funds
must be used to benefit the SFA and not an individual.
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6. Late payment charges: Late payment charges may not be charged to the nonprofit SFSA, which includes all
fundsin that account, both state and federal funds. Consequently, SFAs must use other sources to pay any
late charges. The late charges may not be paid from the nonprofit SFSA, however represented, whether as a
percentage of thelate payment or otherwise. (Reference USDA Policy Memo 2002-SP-03)

7. Computer/technological purchases. The acquisition of automatic data processing equipment, whether by
outright purchase, rental -purchase agreement, or other method of purchase, isan allowable use of CNP funds.
OMB Circular A-87, Appendix B, 19, statesthat the State Agency must approveall purchasesusing CNPfunds
that are morethan $2,500. The State Agency isgranting approval for all automatic data processing purchases
made by SFAs with CNP funds, as long as the purchases are specifically for CNP. Therefore, individual
approvals are no longer necessary.

8 Penalty: Section 10 of Public Law 95-627 prescribes the criminal penalty for the misuse of funds, assets, or
property in connection with federal feeding programs. Under this provision, anyone, whether administering
the programs or receiving their benefits, who knowingly misuses funds, assets, or property, is subject to state
and federal penalties.

Q. Banquets/Catering/Adult Cafeterias

SFAsmust purchase banquet items by using established procedures. Only school site function banquets/catering
may be included in the bid and/or price quotes of other CNP purchases. Nonschool function banquets/catering
must be procured completely separate from other CNP purchases.

Adult cafeterias feeding adults only should be set up as a catering account. The definition of an adult cafeteriais
any location in the school used only for adult meal preparation and/or meal service where the foods prepared/
served are only for adult consumption and NOT student consumption. Records must reflect that all foods are
purchased without the procurement power of the cafeteria. USDA Foods must not be used for these meals. CNP
funds may be used to purchase the food; however, the total cost of the meal must be recovered. A separate project
reporting code must be used to track expenditures and revenues.

All records for both banquets and catering items, whether the function is school or nonschool in nature, must be
maintained separately. I1n addition, thetotal cost of all meals must be recovered, including not only food but also
labor, utilities, use of equipment, etc. All meals must be prepared outside regular site preparation hours unlessthe
function is school-related. USDA Foods must not be used in the preparation of any banquet or catering service
unless the function is school-rel ated.
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R Equipment Depreciation for Nonexpendabl e Equipment

Nonexpendabl e equipment (equipment with an acquisition cost of $2,500 or more) necessary in the operation of a
food servicefacility are allowable costs when computing the cost of aschool lunch and breakfast. They should be
included as equipment and depreciated accordingly. Thisisarequirement under OMB Circular A-87 paragraph 19.
(Refer to page C-57 for the Nonexpendabl e Equipment Depreciation Schedule)) When automotive equipment is
provided from a central source or shared with other users, such costs are alocated on a percentage basis. Food
service equipment over 12 years old is considered fully depreciated and CANNOT be included in the value of
equipment on hand.

1 Inorder to compute depreciation on amonthly and/or annual basis, the following information is required:

a  Acquisition is the net cost of equipment acquired, including any attachments, accessories, or auxiliary
apparatus necessary to make it usable.

b. Normal installation and delivery costs would be the cost of making the necessary hookup to existing
utilities adjacent to the equipment being installed.

c. Iftheacquisition cost isknown and the equipment is more than one year old, use the chart below to figure
how much of the original acquisition cost can be depreciated.

2. When the original acquisition cost is unknown, the following procedure may be used to estimate acquisition
cost:

a. Obtainthecurrent cost of replacing eachitem of food service or major kitchen equipment that will be used
inthe program for which the acquisition cost isunknown. Thiscan be obtained from alocal supplier, based
on the item’s cubic footage, energy source, etc.

b. Determinethe age of each item of food service or major kitchen equipment for which an estimateisto be
made.

c. Locatethe multiplication factor in the chart below based on the age as determined.

FACTORCHART FOR COMPUTINGDEPRECIATEDACQUISI TION COST

AGE IN 1 |2 3 4 5 |6 7 8 9 |10 1| 12
YEARS
MULTIL ICATION 1 9% | 92| 88| 84| 80| .78 76| 74| 72| .70| .68
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d.

The estimated original acquisition cost isfound by multiplying the current cost, asdetermined in Item 2a,
by the multiplication factor, as determined in Items 2b and 2c. |If the estimated original acquisition cost
determined isless than $2,500, do not include it on nonexpendabl e equipment schedule.

3. Compute depreciation of newly purchased, rebuilt, or used equipment.

a.  Provisions for depreciation of equipment should not differentiate between a new item and one that has
been used.

b. Newly acquired used equipment should belisted on the Nonexpendabl e Equipment Depreciation Schedule
(refer to page C-57) on al2-year life expectancy basis. Column 6 would reflect the samefigureas Column
5 because the piece of equipment is new.

4.  Obtainamonthly depreciationfigure:

a.  Total the depreciated acquisition costs on the Nonexpendabl e Equipment Depreciation Schedule.

b. From the schedule bel ow, determine the length of service expected annually from the equipment.

c. Multiply by the percentage factor applicable for monthsin service. (Use schedule below.)

SCHEDULEFORMONTHLY DEPRECIATIONFACTORS
FORNONEXPENDABLEEQUIPMENT
.006%4 (12-month school term)
00757 (11-month school term)
.00833 (10-month school term)
00926 (9-month school term)
01042 (8-month school term)
01190 (7-month school term)
5. Followingisan example of equipment depreciation.

a  Todepreciate adish machine, the current cost would be $8,200 from thelocal supplier. It isdetermined that
this dish machine was acquired seven yearsago. The estimated original acquisition cost isdetermined as
follows:

$8,200x .78 =$6,396
b. Theacquisition cost to bereported is$6,396. The dish machinewould be depreciated for the 5 remaining
yearsof its 12-year life expectancy.
$6,396 x .00833=$53.27 or $54.00
Thiswould be the monthly allowable depreciation cost for the dishmachine for the remaining five years.
c.  Multiply monthly figure by number of months school district operates.
$54.00 x 10 (months) = $540.00 (yearly amount to record on
Item 2e of the Year-End Revenue Report)
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LOAN AGREEMENT FOR FOOD SERVICE DEFICITS

This contract and agreement, made and entered into the day of , , by and between the
General Fund, hereinafter referred to asFirst Party, and the Child Nutrition Program (CNP) account, hereinafter referred
to as Second Party, of school district, witnesseth:

The First Party contracts and agrees to furnish the Second Party the cost of an amount not to exceed $ asa
contingent liability subject to repayment as funds become available from the party of the Second Party. This loan
agreement must ensure that the party of the Second Party will use these funds only for the operation and improvement
of the nonprofit CNP for children. This loan agreement may include items such as utilities, indirect costs/overhead,
and the coverage of end-of-year shortfals; i.e., salaries, inventory, etc.*

The Second Party agreesto the loan and to pay as specified the costs of the same shown on the agreement on or before
June 30,

It is further mutually agreed between the parties hereto, as follows:

1. Any changein servicesor cost of services shall be made only by mutual agreement of each of the partiesheretoin
writing by attaching a copy of such change or changes to this contract as an addendum thereto.

2. Rights and obligations of the parties hereto shall be governed by the United States Department of Agriculture
(USDA) Policy Memo 93-SP-23 and federal and state laws.

3. This contract and all provisions hereto shall be binding upon the successors and assigns of the parties hereto
insofar as the parties may bind their successors and assigns under the laws of the state of Oklahoma.

Witness our hands the day and year first above written.

Clerk/Board of Education Child Nutrition Program Manager
(Genera Fund Manager)

Subscribed and
sworn to before me ,

My commission expires ,

Notary Public

* |f utilities and indirect costs/overhead are to be paid from the CNP account, it must be a part of this contract.
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Child Nutrition ProgramsE-Claims System
Claim for Federal Reimbur sement

SFA County District Month Y ear

1. GENERAL DATA

Number of Sites Participating Number of Enrolled Students
Lunch: __ On-Site and On-Site Virtual Free: Off-Site Virtual Free:
Breakfast: _ On-Site and On-Site Virtual Reduced: Off-Site Virtual Reduced:
Severe Need Breakfast: _ On-Site and On-Site Virtual Paid: __ Off-Site Virtual Paid:
DaysOperated ThisClaim Period:

|:| Thisdistrict is claiming students who are not enrolled (visiting, adult education, or out-of-home placement).

D Thisdistrict isclaiming preprimary studentswho are not enrolled (preprimary children under the age of four).

2. LUNCH AND SNACK
LunchesServed After-School SnacksServed
Free * = 3 Free * =3
Reduced * = Reduced * =
Paid * = Paid * =
Total * = $ Total * = $
Adultg/Visitors Contract Adultg/Visitors Contract
Lunch Reimbursement = $
Adjustment =
Warrant Amount = 3
3. BREAKFAST AND SEVERE NEED BREAKFAST
Breakfasts Served SevereNeed Breakfasts Served
Free * = $ Free * = $
Reduced * = Reduced * =
Paid * = Paid o =
Total * = $ Total * = 3
Adultg/Visitors Contract Adultg/Visitors Contract
Breakfast Reimbursement = 3
Adjustment =
Warrant Amount = 3
4. SPECIAL MILK PROGRAM
Special Milk Reimbursement = $
Adjustment =
Warrant Amount = $
5. REIMBURSEMENT SUMMARY
Warrant EffectiveDate  Total Reimbursements Adjustments Total Warrant Amount
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INSTRUCTIONS

Claims are due in the State Office by the tenth of the month following the month covered by thisreport. Each claim shall cover not
more than one calendar month of operation except, if mealsare served ten or lessdays during thefirst or last month of the school year,
the claim may be combined with the first or last full month’s claim. (Never combine June and July claims because of fiscal year
separations.) All breakfasts and lunches claimed must be an actua daily count.

1. GENERAL DATA

e Enter the number of sites participating by meal type.

e Enter the highest number of on-site free eligible students during the month. On-site virtual students should be included.
(Every student included MUST be enrolled in the SFA.) (Students enrolled in adult education courses or out-of-home
placement students are not to be reported in the eligible counts.) Report the number of off-sitevirtual free eligible students
separately.

e Enter the highest number of on-site reduced-price eligible students during the month. On-site virtual students should be
included. (Every studentincluded MUST beenrolledinthe SFA.) (Studentsenrolled in adult education courses or out-of-
home placement students are not to be reported in the eligible counts.) Report the number of off-site virtual reduced-price
eligible students separately.

e Enter the number of all on-site paid students during the month. On-site virtual students should be included. (Students
enrolled in adult education courses or out-of-home placement students are not to be reported on the claim.) Report the
number of off-site virtual paid eligible students separately.

e Enter the number of days meals were served.

Check the appropriate box if the district is claiming students who are not enrolled; i.e., visiting students, preprimary children under
the age of four, adult education students, or out-of-home placement students.

2. LUNCH AND SNACK
e Free: Enter the number of lunches served during the month to students who qualify for free meal benefits.
e Reduced: Enter the number of lunches served during the month to students who qualify for reduced meal benefits.
e Paid: Enter the number of lunches served to students who do not qualify for free or reduced-price meal benefits.
e Free: Enter the number of snacks served during the month to students who qualify for free meal benefits.
e Reduced: Enter the number of snacks served during the month to students who qualify for reduced meal benefits.
e Paid: Enter the number of snacks served to students who do not qualify for free or reduced-price meal benefits.
*  Enter thetotal number of lunches and snacks served to all adults/visitors. Do not include cafeteriaworkers.
e Enter thetotal number of contract lunches and snacks prepared for or served to children and adults.

3. BREAKFAST AND SEVERE NEED BREAKFAST

e Free: Enter the number of breakfasts served during the month to students who qualify for free meal benefits.

e Reduced: Enter the number of breakfasts served during the month to students who qualify for reduced meal benefits.

e Paid: Enter the number of breakfasts served to students who do not qualify for free or reduced-price meal benefits.

e Free: Enter the number of Severe Need breakfasts served during the month to studentswho qualify for free meal benefits.

e Reduced: Enter the number of Severe Need breakfasts served during the month to students who qualify for reduced meal
benefits.

e Paid: Enter the number of Severe Need breakfasts served to students who do not qualify for free or reduced-price meal
benefits.

*  Enter the total number of breakfasts served to all adults/visitors. Do not include cafeteria workers.

e Enter the total number of contract breakfasts prepared for or served to children and adults.

4. SPECIAL MILK PROGRAM
Enter the number of half-pints served.

5. REIMBURSEMENT SUMMARY
Automatically calculated.

CERTIFY BUTTON: Once the claim has been completed, the authorized representative will need to certify that the information
istrue and correct.
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LOW-INCOME STUDENT COUNT REPORT

INSTRUCTIONS

NOTE: There are TWO Low-Income Reports to complete: (1) On-Site Students (including on-site virtual students, which means all
enrolled students except off-site virtual students) and (2) Off-Site Virtual Students. Both reports must be completed, even if the SFA has zero

off-site virtual students.

School Site Information:

Site Code:

Site Name:
Grade Span Low-High:

Site Enrollment Aged 5-17:

Students Enrolled and
Eligible for Free/
Reduced-Price:

Aged 4 and Under:

Aged 5 Through 17:

Aged 18 and Over:

Total:

Complete the form for each accredited site. When entering the information on the Web site, verify
that the site numbers and names are correct. PLEASE contact 405-521-3327 if there are any
discrepancies. Include the Grade Span that will be the lowest grade to the highest grade for each site.
Valid grades are: Early Childhood (EC), kindergarten (KG), and 1 through 12. If OPENING a site,
please contact the Accreditation Section at (405) 521-3333 before adding the new site to this form.

Counts must be reported by accredited site number; i.e., 105, 705. If one cafeteria serves more than
one school site, report each school site separately—not as one. Every accredited school site must be
included. Nonaccredited sites must not be included.

The name of the site identified by site number in Column 1.
Grades included at site identified in Columns 1 and 2.

Current enrollment for ALL students at this site, aged 5 through 17 as of October 1. Enrolled students
who attend a nonaccredited site must be reported at the ACCREDITED site they should be attending.
This figure must come from the October 1 Accreditation Report.

NOTE: Thisinformation is used for Title | purposes only. The actual statewide Low-Income Report
will use TOTAL current enrollment figures verified by the Accreditation Section as of October 1.

Enter the number of students who are CURRENTLY ENROLLED and ELIGIBLE for FREE or
REDUCED-PRICE meals in the following categories. Enrolled students who attend a nonaccredited
site must be reported at the ACCREDITED site they should be attending. Ages are as of the month of
October. Virtua students should be included. (Students enrolled in adult education courses or out-of-
home placement students are not to be reported on the Low-Income Report. Adult education classes
are those conducted for the following purposes or groups: General Education Development [GED],
Temporary Assistance for Needy Families [TANF], English as a Second Language (ESL), family
literacy, life skills, etc.)

STUDENTSELIGIBLEFORFREEMEALS

Enter the highest number of CURRENTLY ENROLLED students, 4 years of age and younger, who
are ELIGIBLE for FREE meals during the month of October.

Enter the highest number of CURRENTLY ENROLLED students, 5 through 17 years of age, who are
ELIGIBLE for FREE meals during the month of October.

Enter the highest number of CURRENTLY ENROLLED students, 18 years of age and older, who are
ELIGIBLE for FREE meals during the month of October.

Total number of CURRENTLY ENROLLED students ELIGIBLE for FREE meals. If entering the
information on to the Web site, this figure will be calculated by the system.

STUDENTSELIGIBLE FOR REDUCED-PRICEMEALS

Aged 4 and Under:

Aged 5 Through 17:

Aged 18 and Over:

Total:

Submitting the Report:

Enter the highest number of CURRENTLY ENROLLED students, 4 years of age and younger, who
are ELIGIBLE for REDUCED-PRICE meals during the month of October.

Enter the highest number of CURRENTLY ENROLLED students, 5 through 17 years of age, who are
ELIGIBLE for REDUCED-PRICE meals during the month of October.

Enter the highest number of CURRENTLY ENROLLED students, 18 years of age and older, who are
ELIGIBLE for REDUCED-PRICE meals during the month of October.

Total number of CURRENTLY ENROLLED students ELIGIBLE for REDUCED-PRICE meals. If
entering the information on the Web site, this figure will be calculated by the system.

Click the Submit button to save this information at the State Department of Education (the State
Agency). Print a hard copy, have the district superintendent sign the report in blue ink, and mail the
hard copy to the office of Child Nutrition Programs (CNP).
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CHILD NUTRITION PROGRAMS
NONPROGRAM FOOD EXPENDITURES/'REVENUES REPORT
COMPLIANCE WITH SECTION 206
HEALTHY, HUNGER-FREE KIDS ACT OF 2010
2013-2014 SCHOOL YEAR

SCHOOL FOOD AUTHORITY: COUNTY/DISTRICT CODE:

PROGRAM CODE 700
PROJECT REPORTING CODES 763, 764, 765, 385, AND 000-298
***DO NOT USE: PROJECT REPORTING CODES 766, 768, OR 769***

For SFAs contracting with food service management companies (FSMCs), it is a statutory requirement to have the food cost
comparison in relation to revenue from nonprogram foods. Therefore, all SFAs must be able to provide program food costs
versus nonprogram food costs in order to comply with the nonprogram foods revenue requirement. |f an FSMC operates the
meal servicefor the SFA, the FSMC, at the SFA’srequest, must do the cal culation or require that the FSM C provide the separate
food costs for the two categories below so that the SFA can complete the comparison to determine compliance.

1. Total ALL Expenditures From All FOOD.....cccociiiiiiiieceeceeceece et $
(A laCarte, Reimbursable Meals, Adult Meals, Catering, and Contract Meals)
(Function Codes 3110, 3150, and 3155)

2. Tota FOOD Expenditures From A la Carte, Adult Meals, Catering, and Contract Meals Only
(Function Codes 3110 and 3155)

3. TOtal Of ALL REVENUES..... .o ee e e e e e et eeveeeeeeaeneeeenaeeeenanneeeenans $__
(Source of Revenue Codes 1710, 1720, 1730, 1760, 1790, 3720, 4710, 4720, 4730, and 5150)

4. Tota FOOD Revenue From A la Carte/Catering/Adult Meals, and Contract Meals .. $
(Source of Revenue Codes 1720, 1730, and 1760)

5. REVENUE REQUIREMENT: Item 2 divided by Item 1 = %
6. Item 3 X ltem 5 (%) = Minimum Revenue From A |a Carte/Catering/
Adult/Contract Meals

7. District Meets A |a Carte/Catering/Adult/Contract Meals Revenue Requirement: Yes|:| No D

Item 4 must equal or exceed Item 6 in order for the district to be in compliance with Section 206 of the
Healthy, Hunger-Free Kids Act of 2010. If the district is not in compliance with this area, the district is
required to increase prices of alacarte/catered items, adult meals, and/or contract meals. Verification of this
requirement will be done through on-site visits conducted throughout the year.
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CHILDNUTRITION OCASCODE EXPENDITURESWORKSHEET
If the district has no other way to do this, thistool can be used to project how each invoice may be coded.

Compl ete the green boxes that pertain to your district, and the cal culations will be automatically made.

Total Expendituresfor Last Year $ SN
ToBeCompleted by the
Function Code 3120 $ - |« Ingtitution
Function Code 3130 $ -
Function Code 3140 $ = To BeCOmp|aaj bythe
Function Code 3160 $ - I ngtitution
Function Code 3180 $ -
Function Code 3190 $ -
A laCarte/Catering/Contract/Adult Revenue Calculation
Total Revenue From Last School Year $ -
Revenue Source Code 1710 $ -
Revenue Source Code 1720 $ - ToBeCompleted by the
Revenue Source Code 1730 $ = Intitution
Revenue Source Code 1760 $ -
Revenue Source Code 1790 $ -
Per centageof A laCarteRevenue 0
Total ExpendituresL essL abor and Other Costs $ =
Total Food/Bever age ExpenselL essA laCarte% $ =
Total Meals Served From Last School Year 0
Number of LunchesServed 0
Sudent 0
Adult 0 ToBeCompleted by the
Number of Breakfast 0 Ingtitution
Sudent 0
Adult 0
Per centageof Lunch 0 $
Per centage of Sudent 0 $
Per centage of Adult 0 $
Per centage of Breakfast 0 $
Per centage of Student 0 $
Per centage of Adult 0 $
I nvoice Breakdown Calculations—M onthly or by Invoice
ToBeCompleted by the
| nvoiceAmount $ - < Ingtitution
[ Meal Type Coding Breakdown |
A la Carte/Catering Reporting Code 763, $ -
Function Code 3110
Student Lunch Reporting Code 763, $ -
Function Code 3150
Adult/Contract Lunch Reporting Code 763, $ -
Function Code 3155
Student Breakfast Reporting Code 763, $
Function Code 3150
Adult/Contract Breakfast Reporting Code 763, $ -

Function Code 3155
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AVERAGEADULT LUNCH/BREAKFAST COST

VERSUS
ACTUAL ADULT LUNCH/BREAKFAST CHARGE FORMULA
Lunch: Breakfast:
Sepl Sepl
$ -$ $ _$

Free Reimbursement Rate for Lunch
Plus the Value of USDA Foods

Actual Adult Lunch Charge

Free Reimbursement Rate for
Breakfast

Actual Adult Breakfast Charge

$ =%
Lunch Difference Breakfast Difference
Sep2 Record the number of adult lunch meals served at a charge Sep2 Record the number of adult breakfast meals served at a
lower than the free reimbursement rate plus the value of charge lower than the free reimbursement rate. Multiply
USDA Foods. Multiply by the difference as calculated in by the difference as calculated in Step 1.
Step 1.
LUNCH #0OF | LUNCHX |=$VALUE BREAKFAST| #OF BREAKFAST|=$VALUE
MEALS |ADULT PIFFERENCE MEALS |ADULT X
MEALS MEAL S DIFFERENCE
JULY $ $ JULY $ $
AUGUST $ $ AUGUST $ $
SFEPTEMBER $ $ SEPTEMBER $ $
OCTOBER $ $ OCTOBER $ $
NOVEMBER $ $ NOVEMBER $ $
DECEMBER $ $ DECEMBER $ $
JANUARY $ $ JANUARY $ $
FEBRUARY $ $ FEBRUARY $ $
MARCH $ $ MARCH $ $
APRIL $ $ APRIL $ $
MAY $ $ MAY $ $
JUNE $ $ JUNE $ $
TOTALLUNCH $ $ * TOTAL BREAKFAST $ $ *

*Thetota in the $ Value column of both breakfast and lunch MUST be added together. This sum is the amount that will be taken into
consideration in the Nonprogram Foods cal culation for the SFA’s adult meals.
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INCOME SOURCESFOR MEALS

AVERAGE INCOME RECEIVED FOR LUNCH/SNACKS
(Including Seamless Summer Lunches, Snacks, and Suppers)

FULL-PRICE STUDENT
Source FREE STUDENT REDUCED- ADULT
PRICE STUDENT| ELEMENTARY SECONDARY
Meal Charges $ $ $
Federal Reimbursement (Total Per Meal)
State Reimbursement
TOTAL INCOME $ $ $ $
AVERAGE INCOME RECEIVED FOR BREAKFAST
(Including Seamless Summer Breakfasts)
FULL-PRICE STUDENT
Source FREE STUDENT REDUCED- ADULT
PRICE STUDENT| ELEMENTARY SECONDARY
Federal Reimbursement (Total Per Meal)
State Reimbursement
TOTAL INCOME $ $ $ $

Additional sources of income for all mealsinclude:

e Commodity entitlements (lunch only)
e Local funds; i.e, alacarte
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NONEXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE
(For equipment with an original cost of $2,500 or more)

L ocation of Equipment:

(1) TYPE OF EQUIPMENT
MAINTAIN SEPARATE SCHEDULE FOR EACH TY PE INDICATED BELOW

[] Food Service Equipment [ vehicles
$ -
Serial $ Depreciated (8) DeletionsFrom
Number or | Month and Origina | Acquisition Life Schedule
Name/Description of Size or Year of Acquisition Cost Termination
Equipment Capacity Purchase Cost Based on Age Date Sale Storage Age |Monthand
(2) (3) (4) (5) (6) ) Year
TOTAL
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NONEXPENDABLE EQUIPMENT DEPRECIATION SCHEDULE

INSTRUCTIONS

1. Check the type of equipment the schedule includes. Keep food service equipment and vehicles purchased on a
separate schedule.

2. Describe each piece of equipment.
a. Listtheoldest equipment first, newest equipment last in order that old equipment may be deleted from the top
of thelist as expiration dates are reached.
b. A pieceof equipment over 12 yearsoldisconsidered fully depreciated and cannot beincluded on the schedule.
3. Enter the serial number and/or size and capacity.

4. Enter the month and year the equipment was put into service. Thisisthe date the life expectancy begins.

5. Enter the acquisition cost of the equipment. In cases where the origina acquisition cost is not known, follow
instructions on estimating cost as discussed in Item 2 of page C-43.

6. Enter expected life termination date:
a. Food service equipment—12 years
b. Light trucks (empty weight less than 13,000 pounds) and tractor units (over the road)—four years

c. Heavy trucks (empty weight 13,000 pounds or more) and trailers—six years

7. Check the reason for the deletion(s) from the schedule, and enter the month and year of the deletion(s).
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FRESH FRUIT AND VEGETABLE PROGRAM (FFVP)

The FFVPinitially began asapilot project authorized by Congressin 2002. Thetremendous success of thispilot led to
the enactment of legislation in 2004 to expand the FFV P and to make it a permanent program under the National School
Lunch Act. Effective for the school year beginning July 1, 2008, the Omnibus Appropriation Act provided funds to
expand the FFV Pto those states, including Oklahoma, that were not previously authorized to participate on a permanent
basis. Under the Act:

*  Statesarelimited to an amount of $50-$75 per enrolled student per year.

*  FFVPisacost-reimbursement program.

»  Freshfruits and fresh vegetables must be served outside the normal mealtimes while school isin session.
e Thisisnot Department of Defense (DOD) Fresh Fruit and Vegetable Program.

The FFVP providesall childrenin participating schoolswith avariety of freefresh fruitsand fresh vegetabl es throughout
the school day. It is an effective and creative way of introducing fresh fruits and fresh vegetables as healthy snack
options. The FFVP aso encourages community partnerships to support the schools when they offer free fresh fruits
and fresh vegetables to children during the school day.

Thegoal of the FFVPisto:

A. Create healthier school environments by providing healthier food choices.

B. Expand thevariety of fresh fruits and fresh vegetables children experience.

C. Increase children’s fresh fruit and vegetable consumption.

D. Makeadifferencein children’sdietsto impact their present and future health.

Geographic Preference—The use of statutorily or administratively imposed in-state or local geographic preferencesfor
procurements under USDA entitlement programsis prohibited, except for unprocessed locally grown or locally raised
agricultural products. The Food, Conservation, and Energy Act of 2008 (Public Law 110-246, Section 4302), amended
Section 9(j) of the NSLA to allow institutions receiving funds through CNP to apply a geographic preference when
procuring unprocessed locally grown or locally raised agricultural products.

When geographic preference is used, an SFA must still get quotes from several farmers when procuring unprocessed
locally grown or locally raised agricultural products so that competitors have an opportunity to competefor thebid. The
way inwhich ageographic preferenceisapplied could depend on whether the procurement method isinformal or formal.
If informal (i.e., falling below the small purchasethreshold), an SFA may simply want to approach aminimum of threelocal
producersand obtain price quotes. Competition isensured by devel oping asolicitation that containscriteriathat all the
respondentswill be subject to. If the procurement exceeds the small purchase threshold, aformal procurement method
must be used that would involve the seal ed bidding process(i.e., IFB) or the competitive negotiation process(i.e., RFP).
This would entail public notification of the solicitation; however, when procuring locally unprocessed agricultural
products, the notification may befocused on thelocale in which the school issituated asacriteriaof the solicitation. In
a situation where the solicitation for locally unprocessed agricultural productsisin fact open to offerors beyond the
local area, away inwhich to apply ageographic preferenceisto grant preference pointsto thelocal farmerswho respond
tothesolicitation. (Reference USDA Policy Memo 2009-SP-11)
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HEALTHY SCHOOL ENVIRONMENT (WELLNESSPOLICY)

A. Nutrition Education and Training

Oklahoma's food service and nutrition education efforts were augmented with the passage of the Child Nutrition
Act of 1977, asamended, creating the NET program. Goals of thisfederal legislation wereto:

1

2

Teach children the relationship between food and health and encourage good eating habits.

Train food service personnel in nutrition and food service management and encourage use of the school
cafeteria as an environment for learning about food and nutrition.

Instruct educators in nutrition education and in the use of the cafeteria as alearning laboratory.

Develop or purchase appropriate nutrition education and training materials and curricula

To help meet these goals, the United States Department of Agriculture (USDA) created Team Nutrition to
produce resource materials available for purchase from the National Food Service Management Institute
(NFSMI). In addition, Oklahoma Team Nutrition was created as a part of USDA National Team Nutrition to
provide technical assistance and training to Oklahoma Child Nutrition Program (CNP) participants.

All children, teachers, and food service personnel in public or private nonprofit sitesand Child and Adult Care
Food Program (CACFP) institutions are eligibleto participate in OklahomaTeam Nutrition workshops/training

and have accessto the Oklahoma Team Nutrition Resource Library.

USDA fundsall of these programs. If you would like more information onthe NET program or on Oklahoma
Team Nutrition, please call the SDE at (405) 521-3327.

Nutrition education material s available upon request:

a Bread-in-a-Bag supplies
Thisisahands-on activity that allows children the opportunity to maketheir own bread loaf that corresponds
with a nutrition education curriculum for teachers and students Grades 3-6. This activity isintended to
encourage students to realize the importance of breads and grainsin the diet.

b. OklahomaTeam Nutrition ResourceLibrary
Theresourcelibrary containsavariety of curriculum and videos that are available to CNP participantsto
be used for nutrition education activities or staff development. The materials may be borrowed for up to
two weeks at atime by submitting aMaterials Request Form to our office or by calling (405) 521-3327.

Statewidetraining

a  Workshops
Workshops and training are available to CNP participants and educators who contribute to improving the

nutrition environment for Oklahoma's children. Workshops are presented on an as-needed basis, and
some of them areavailableonline.
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b. Application, Approval, Benefit | ssuance, Verification, and Meal Counting and Claiming (ABV M) training,
annually mandated by USDA for at least one per person SFA, isnow availablein an online module. This
onlinetrainingismadeavailable asan aternate option to fulfill the requirement other than on-siteworkshops
offered through your Child Nutrition consultant. (Reference Public Law 108-265, Section 126)

Go to the Web site <http://web20.sde.ok.us/moodie>, and follow theinstructionsin the box labeled I sthis
your first time here? on theright. When asked to enter an enrollment key, please enter the word feeding.

Either of two processesis alowed once the participant entersthe site:

» Review each of the slides with accompanying notes, then proceed to the assessment. With a score of
80 percent or above on the assessment, a Certificate of Completion may be accessed.

»  Godirectly to the assessment without reviewing the slide presentation and notes, With a score of 80
percent or above on the assessment, a Certificate of Completion may be accessed.

*  With either choice of completion, the certificate must be printed and kept on file with al Child
Nutrition documents to verify participation in the training. During any future review/audit process,
the Certificate of Completion serves as the proof of participation for the mandated training.

c. Technical assistance

The State Agency strives to provide school food authorities (SFAS) and their staffs with quality service
and on-site technical assistance. The State Agency has an outstanding staff of area consultants available
to offer their expertise and guidance in all areas or issues pertaining to child nutrition. Some of the areas
areasfollows:

(D Qualifyingfor Severe Need Breakfast (SNB) Program.

(2 Analyzing mealsper labor hour (MPLH) to determinefood servicelabor productivity.

(3 Determining the highest free and reduced-price eligible students enrolled at school sites.

(4) Conducting afinancial analysis of school food service income and expenditures.

(5 Conducting anutrient analysis of site menus and identifying areas of improvement.

(6) Training new staff in CNP duties.

(7 Qualifyingforthe ASSP.

(8 Completion of theannual NSLPand SBPA pplication and Agreement and Policy Statements.
(9 Assistance with the electronic claims software.

B. School Wellness Policy

To help combat childhood obesity and improve children’s health, the Child Nutrition and WI C Reauthorization
Act of 2004 (Public Law 108-265) required each local educational agency that receivesfunding for USDA CNPto
have established alocal school wellness policy no later than July 1, 2006.

With this requirement, the United States Congress recognizes that schools play acritical rolein creating a healthy
environment for the prevention of childhood obesity and for combating problems such as Type Il diabetes, high
cholesterol, high blood pressure, gallbladder disease, asthma, and joint problems that are associated with poor
nutrition and physical inactivity. Thislaw places the responsibility of developing a school wellness policy at the
local level so that the individual needs of each school district may be addressed most effectively. Find all of this
information and more at the Child Nutrition Web site. Go to <www.sde.ok.gov>. After logging on, select Services
and highlight Federal Programs. Click on Child Nutrition; click on Documents; and scroll down to School Meal
Program—Various Documents/Forms.
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1 Minimum requirements

The following MINIMUM requirements are established by federal legisation. The legislation requires that
each SFA establish:

a  Goals for nutrition education, physical activity, and other school-based activities that are designed to
promote student wellness in amanner that the local education agency determinesis appropriate.

b. Nutritional guidelines for all foods available on each school campus during the school day with the
objectives of promoting student health and reducing childhood obesity. Refer to pagesC-71and C-72for
healthy vending machine options, nonfood rewards, and healthy fund-raising ideas.

c. Assurances that guidelines for reimbursable school meals are not less restrictive than the regulations
issued by USDA.

d. Ways of measuring how well the school wellness policy is being implemented, including designation of
one or more persons at each school with operational responsibility for ensuring that the school is meeting
the policy.

e. Involvement of parents, students, representatives of the SFA (aschool food service employee or someone
who works directly with the CNP), the school board, school administrators, and the public in developing
thewellness policy.

NOTE: Federal legislation requires one school wellness policy per district.
2 Six stepsfor establishing aloca school wellness policy

Check to seeif your school district or school already haswritten policies. If so, review them to ensurethat they
meet current Oklahomalaw and federal requirements.

There are no standard procedures for devel oping a school wellness policy. The following steps, adapted from
the National Association of State Boards of Education’s (NASBE) Fit, Healthy, and Ready to Learn, may get
you started.

a Stepl: Formateam.

Itisimportant to recognize any existing efforts underway in the school or community. Thismight help you
determine whether a new team is necessary or whether you can establish aloca wellness policy through
existing efforts. The law requires parents, students, representatives of the SFA (a school food service
employee or someone who works directly with the CNP), the school board, school administrators, and the
public to be involved in the process. The SFA may use the school’s Healthy and Fit School Advisory
Committee and add the required Wellness Policy Team members.

Oklahoma State Department of Education Compliance Section, July 2013 C-63



Additional local stakeholders can be invited to join the Wellness Policy Team to provide necessary
resources and assist schools in developing appropriate, science-based wellness policies. Examples of
potential stakeholdersinclude:

Health care providers, especialy pediatricians, dietitians, public health professionals, dentists, and
orthodontists.

Hospitals and public health departments, especially those with pediatric services and diabetic
clinics.

Nonprofit health organizations such asthe American Cancer Soci ety, American DiabetesAssociation,
and the American Heart Association.

Physical activity groups such as the YMCA/YWCA, youth sports leagues, and commercial fitness
centers.

Community youth organizations such as Boys and Girls Clubs, Boy/Girl Scouts of America, and
faith-based groups for young people.

University departments and other governmental agencies, especially those involved in nutrition,
physical activity, and education (e.g., Cooperative Extension Service).

Frequently, members of EFFECTIVE policy teams offer acombination of qualities. Often, they:

Demonstrate interest in improving school nutrition and physical activity in schools.
Are effective communicators and team players.

Possess some understanding of the district’s policy of procedural requirements.
Have policy-related experiencein thedistrict.

Step 2: Assess the needs.

Before making plans to devel op policies, you should assess the needs of your students. Look for dataon
the education and health status of students through the following Web sites:

<www.cdc.gov/healthyyouth>
<www.actionforheal thykids.org>

The following resources will help you assess your school’s needs:

Changing the Scenel mprovement Checklist at <www.teamnutrition.usda.gov> isasimple checklist
to help you take an honest look at where things stand in your school and to hel p focus on exactly what
needs to be done.

School Health Index: A Self-Assessment and Planning Guide at <www.cdc.gov/healthyyouth> is
the Centers for Disease Control and Prevention’s (CDC's) self-assessment and planning guide for
physical activity and healthy eating. Thistool enables schoolstoidentify the strengths and weaknesses
of nutrition policies and programs and to develop an action plan for improvement.

Keys to Excellence: Standards of Practice for Nutrition Integrity at <www.schoolnutrition.org>.
The School Nutrition Association identifies the elements of aquality school nutrition program. This
publication provides an easy-to-use evaluation form for assessing program quality and tracking
progress.

It's Time for Your School’s Physical Education Check-Up (PDF) at <www.aahperd.org/naspe/
pdf_files/2004Echecklist.pdf> offersachecklist of physical activity measurements. It wascreated by
the National Association for Sport and Physical Education.
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c. Step3: Createpolicies.

According to the NASBE, a policy provides officially determined objectives that guide the actions of
students and employees in the educational system. Policiestypically express what should be done, why
it should be done, and who should do it. The following resources are available to assist you in wellness
policy devel opment.

Making It Happen! School Nutrition Success Stories at <www.cdc.gov/healthyyouth/nutrition/
making-it-happen> was devel oped by Team Nutrition and the CDC. Thirty-two success stories are
featured, and six specific approaches for improving the nutritional quality of competitive foods are
identified.

Fit, Healthy, and Ready to Learn at <www.nasbe.org> isaschool health policy guide developed by
the NASBE that provides sections on nutrition and physical activity policy development.

Changing the Scene: | mproving the School Nutrition Environment—A Guideto Local Action at
<www.teamnutrition.usda.gov> was developed by Team Nutrition to help schools take action in
improving their nutritional environment.

CDC Model for Coordinated School Health Programs at <www.cdc.gov/healthyyouth>. This
model identifies strategies most likely to be effective in promoting lifelong healthy eating, physical
activity, and overall wellness.

Once local input has been gathered, schools can develop goals and guidelines to address their specific
situations. For assistance in drafting an effective policy, schools may utilize the following model and
sample language provided by the State Agency, along with other resources as needed.

Goals and guidelines can be devel oped to best fit the needs and concerns of each local school district—
and they may be adopted over time. Astheinitial goals are met, new nutrition and physical activity goals
can be chosen.

The four basic components which should be addressed in a district’s school wellness policy are:

S wp R

Nutrition education goals
Physical activity goals
Nutrition guidelines/standards
Other school-based activities

USDA’s Team Nutrition Web site <www.teamnuitrition.gov> offers recommendationsto includein the four
components of awellness palicy.

d. Step4: Market the established policies.

This very important step enlists widespread support for the goals and strategies of your school wellness
policy. Stepsthat can assist you in building this support include:

(1) Involving those affected by the policy.

(@ Anticipating, responding to, and involving critics.

(3 Applying communication strategies.
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(4 Involving other student-serving agencies in the community.
() Involving peoplefrom avariety of community groups.

It isimportant to obtain support from schools and your community in order for the policy to be smoothly
adopted and widely implemented. Student involvement is also an important component of building
awareness and support. Use the resources in Changing the Scene to help educate various audiences
about your policy initiative. Enlist local mediato spread awareness of the district’s needsand community
leaders to speak out in favor of the proposed solutions. Be prepared for challenges that may arise, and
ensure that all spokespeople for the policy are providing a consistent message. When dealing with the
education community, it is helpful to identify the potential benefits the policy can have on student
learning and academic achievement.

Making It Happen contains numerous success stories of districts that built broad local support for
school health policy goals.

Step 5: Implement policies.

Developing and adopting a sound policy is only the beginning. The adoption of a policy does not
automatically mean that it will beimplemented. |mplementation requiresgood planning and management
skills, the necessary resources, consistent oversight, and widespread buy-in by the school staff and the
local community. Leadership, commitment, communication, and support are the keysto your success.

Implementation can occur al at once or may be phased-in over time. Your team isin the best position to
determine which approach islikely to be the most effective in your district.

The attitude of al school personnel, from individuals serving the food to the personnel who stock
vending machines, students, coaches, teachers, and administrators, can have a significant effect on the
response to the policy. A positive attitude toward new foods, new physical activity options, or other
changes from everyone in the school community can make a huge difference.

Marketing can be an important tool for policy implementation. Consider how marketing principles of
product, price, placement, and promotion can work to help with policy implementation.

Step 6: Maintain, measure, and evaluate the effort.
Asrequired by law, each school district must establish a plan for measuring implementation of the local

wellnesspolicy, including designation of one or more personswith operational responsibility for ensuring
that the school is meeting the policy.
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A sustained effort by each district is necessary to assure that new policies are faithfully implemented.
Periodically assess how well the policy is being managed and enforced. Reinforce the policy goalswith
school staff if necessary. Be prepared to update or amend the policy asthe process moveson. The school
district or individual schools should celebrate policy success milestones.

Evaluation and feedback are very important in maintaining alocal wellnesspolicy. You need to document
any financial impact to the school food service program, school stores, or vending machine revenues.

Itisalsoimportant to assess student, parent, teacher, and administration satisfaction with the new policies.
A good evauation plan does not need to be extensive, formal, or put additional undue burdens on staff
that areinvolved in the process. Through the evaluation process, you will be able to answer some basic
questionsthat are very important to policymakers, students, school staff, parents, and the general public:

»  What changes to nutrition education, physical activity, the nutritional quality of foods available
to students, and other aspects covered by the policy occurred in each school as a result of the
district wellness policy?

For example:

— Did the number of students participating in nutrition education change?
— Did the students have a different number of minutes of physical activity?
— Did any of the campuses change available food options?

— Did participation inthe SBP or NSLP change?

» Didthe policy and implementation address the issues identified in the needs assessment?

For example:

— Isitmaking adifference?
—  What isworking?

— What is not working?

» Howcan theimpact of the policy beincreased to enhanceitseffect on student health and academic
learning?

Schools may use avariety of methodsto measure theimplementation of their wellnesspolicy. For example, the
school may want to use achecklist or assign implementation datesto its goals and objectives. In addition, the
SFA could usethe original needs assessment used prior to establishing the wellness policy to evaluate whether
changes have been implemented and progress has been made.

g. Model Wellness Policy

A model wellness policy (refer to pages C-73 through C-76) provides sample language for schoolsto use
in developing their own local policy. It isbased on existing USDA guidance as of January 1, 2006. The
format of the model wellness policy was developed by the Mississippi Office of Healthy Schools Child
Nutrition Programs. The model wellness policy has been adapted for use in Oklahoma schools.
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The model contains both minimum policy statements and optional policy statements. The minimum
statementsarefederal and statelegislation that must beincludedin any school wellness policy adopted
by Oklahoma schools. Schools are encouraged to review the optional policy statements, based on the
best practices from other schools, and to adopt those that meet the goals of their communities. Policy
statements need to be developed that address the four basic components of awellness policy:

e Nutrition guidelines/standards
*  Nutritional education goals

e Physica activity goas

*  Other school-based activities

The model wellness policy is not intended for adoption in its entirety by schools. It isintended for
schools to use as a tool in drafting their own policies. With the exception of the minimum policy
statements, schools may chooseto alter thismodel, based on community input, to addresslocal concerns
and meet local needs.

C. Hedthy and Fit Kids Committee

Oklahoma Statutes Section 24-100aof Title 70 enacted the Healthy and Fit KidsAct of 2004. By September 1, 2004,
each school site was required to establish aHealthy and Fit School Advisory Committee.

1

Committeemembers,

a

b.

Must be composed of six members.

May include teachers, administrators, parents of students, health care professionals, and business
representatives.

The committee may be combined with the school’s Safe School Committee (established in Oklahoma Statute
Section 24-100.5 of Title 70).

Each Healthy and Fit School Advisory Committee shall study and make recommendations to the school
principal regarding:

a

b.

C.

Health education.
Physical education and physical activity.

Nutrition and health services.

D. Helpful Web site addresses/phone numbers

1 Food Safety
a Food safety links for school and school food service managers and employees: http://
schoolmeals.nal.usda.gov/Safety/index.html
b. Serving It Safe: A Manager’s Tool Kit, atraining program in safety and sanitation for al levels of food
serviceemployees. http://schoolmeals.nal.usda.gov/Safety/safe.ntml
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c. Gateway to Government Food Safety Information, includesrecall information and food safety tips: http:/
Awww.FoodSafety.gov

d. Information oncommodity holds, recalls, and other food safety information: http://www.fns.usda.gov/fdd/
foodsafety/foodsafety.htm

2. Mea Accountability

a Free and reduced-price guidance on the application approval and verification process. http://
www.fnsusda.gov/end/L unch/F& RP/Default.htm

b. Prototypefreeand reduced-price applicationsand trand ations: http:/mww.fns.usda.gov/cnd/L unch/F& RP/
Spring2002/2002.pr ototypes.htm or http:/mww.fns.usda.gov/cnd/Trandationsg/Default.htm

3. Healthy School Environment

a Information on improving the school nutrition environment and ordering information for Changing the
Scene: http:/iwvww.fns.usda.gov/tn/Healthy/index.htm

b. Statutory and regulatory requirements for foodsin competition with school meals: http://fns.usda.gov/
cnd/L unch/CompetititveFoods/fmnv.pdf and http://www.fns.usda.gov/cnd/L unch/CompetitiveFoods/
competitive. foodsreport.to.congresshtm

4. Food Safety Program—HACCP

a  USDA Mesat and Poultry Hotline: 1-800-535-4555

b. FDA FoodInformationLine: 1-888-SAFE FOOD

c. USDA Food Safety and | nspection Service www.fsis.usda.gov/ther my

d. National Food Service Management Institute (NFSMI)

TheUniversity of Mississippi: 1-800-321-3064
www.nfsmi.org
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HEALTHY VENDING MACHINE CHOICES

Doesyour school vending machine need amakeover?
Many food items in vending machines are loaded with
calories, sugar, fat, and sodium.

Schools should provide healthful food and beverage
choices in order to promote student wellness. Snack
items sold to students through vending machines,
concession stands, and school stores should provide
nutrients and notempty calories.

Schools should consider the following recommended
nutritional guidelines when evaluating snack food items.
Check for the following nutritional requirements per
single serving, as stated on the Nutrition Facts label.

Less than 30 percent or 7 grams of fat (exception

for nut and seed mixes)

Less than 10 percent or 2 grams of saturated fat

No more than 35 percent sugar by weight or
15 grams (exceptions are fresh and dried fruits)

Less than 480 mg sodium

Foods Recommended

Nuts/peanuts

Dried fruits

Canned fruits

Trail mix

Whole-grain cereal bars
Pretzels

Baked chips or crackers
Animal crackers
Graham crackers

Baked cereal mix

Baked fish-shaped crackers
Granolabars
Whole-grain chips
String cheese
Freshfruits

Raw vegetables
Popcorn, airpop or fat-free
Lowfat yogurt

Lowfat baked goods
Lowfat crackers
Pudding

Beef jerky

Bagels

Multigrain bars
Fruitsnacks

Beverages Recommended

Bottled water

100 percent fruitjuice

Tea (unsweetened or diet)
Skimmilk

1 percentmilk (unflavored)
Sportsdrinks

Electrolyte replacement drink

Fruit-based (no less than 50 percent
fruitjuice and no added sweeteners)
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NONFOOD REWARDS

Read a book.

Sit by friends.

Read outdoors.

Teach the class.

Have extra art time.

Enjoy class outdoors.

Have an extra recess.

Play a computer game.

Read to a younger class.

Get a No Homework pass.

Sing a silly song together.

Make deliveries to the office.

Listen to music while working.

Play a favorite game or puzzle.

Earn play money for privileges.

Walk with a teacher or principal.

Start and maintain a vegetable garden.

Dance to favorite music in the classroom.

Get a Free Choice time at the end of the day.
Listen with a headset to a book on audiotape.
Have a teacher perform special skills (i.e., sing).
Be first in line when the class leaves the room.
Have a teacher read a specia book to the class.
Take a trip to the treasure box (filled with stickers, pencils, erasers, bookmarks, etc.).
Watch a video.

Enter a drawing for donated prizes.

Receive a video store or movie theater coupon.

HEALTHY IDEAS
Things to Sell Things to Do
Made in Oklahoma products Walk-a-thons
Garden seeds Bike-a-thons
Soy candles Rent-a-teen helper (rake leaves, water gardens, mow
School event planners/calendars lawns, wash dog)
Discount coupon books Fun runs
Plants, bulbs, and flowers Car wash
School spirit items Gift wrapping
Greeting cards Singing telegrams
Crafts Talent shows
Student artwork Read-a-thons
Football or basketball seats Carnivals
Pet treats and toys Dances
Gift wrap Festivals
Holiday wreaths Recycling
Gift certificates Golf tournament
Books and cookbooks Bowling night
Batteries Skate night
Football or basketball game shoutouts Magic show
Christmas ornaments Scavenger hunt/treasure hunt
First-aid kits Tennis shoe/horseshoe pitching competition
Emergency kits for cars Raffle (movie passes, theme bags)
Rent a parking space Craft fairs
Bumper stickers Family game night
License plate holders 3 on 3 basketball tournaments
Gift baskets Silent auctions
Hats
Newspaper space
Stationery
Garage sdelyard sde
School supplies
Halloween insurance (clean up any soaped windows, cars, yards, etc., the day after Halloween)
Brick memorials
Trail mix
Fruit and nut baskets
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MODEL SCHOOL WELLNESS POLICY
Pur pose:

The link between nutrition, physical activity, and learning iswell documented. Healthy eating and activity
patterns are essential for studentsto achieve their full academic potential, full physical and mental growth,
and lifelong health and well-being. Healthy eating and physical activity, essential for a healthy weight, are
also linked to reduced risk for many chronic diseases. Schools have aresponsibility to help students learn,
establish, and maintain lifelong healthy eating and activity patterns. Well-planned and effectively implemented
school nutrition and fitness programs have been shown to enhance students’ overall health, aswell astheir
behavior and academic achievement in school. Staff wellness also is an integral part of a healthy school
environment since school staff can be daily role modelsfor healthy behaviors.

Overall Goal:
All studentsin School District shall possessthe knowledge and skills necessary to make nutritious
food choices and enjoyable physical activity choicesfor alifetime. All staff in School District

are encouraged to model healthful eating and physical activity asavaluable part of daily life.
To meet this goal, the School District adopts this school wellness policy with the following

commitmentsto nutrition, nutrition education, physical activity, and other school-based activitiesthat support
student and staff wellness.

Board Approved:

Signature of Board Date

Nutrition Guidelines/Standards—School Meals—MinimumPdicySatements

» Per USDA Regulations §210.10 and 8220.8, school lunches and breakfasts will meet menu-planning
system guidelines as required by USDA.
*  Per USDA Regulation §210.10, school luncheswill provide 1/3 of the recommended dietary allowances
(RDA) for calories, protein, calcium, iron, vitamin A, and vitamin C asrequired by USDA.
*  Per USDA Regulation 8220.8, school breakfastswill provide 1/4 of the RDA for ca ories, protein, calcium,
iron, vitamin A, and vitamin C asrequired by USDA.
O Thetotal calories from fat in school meals will be limited to 30 percent when averaged over one week.
O Thetotal caloriesfrom saturated fat in school mealswill belimited to 10 percent when averaged over one
week.
*  Per USDA Regulations §210.10 and §220.8, school mealswill meet the Dietary Guidelinesfor Americans
»  Per USDA Regulations, all Nutrition Facts labels must indicate O percent trans fat.
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Nutrition Guidelines/Standards—School Meals—Optional Pdlicy Satements

a
O

Qualifying after-school programs will participate in USDA's After-School Snack Program.
Qualifying school siteswill participatein USDA’s Summer Food Service Program.

In addition to following USDA menu-planning system guidelines, school lunch menus will be planned
according to the silver or gold criteria specified in the HealthierUS School Challenge.

Healthy food preparation techniqueswill beimplemented. Food itemswill not befried.
Fried potato products served as part of areimbursable meal or asan alacarteitem will not exceed three
ounces per serving, may not be offered more than once a week, and students may only purchase one

serving at atime.

Fruits and/or vegetables will be offered daily at all points of service. Fruits and vegetables should be
fresh whenever possible. Frozen and canned fruits should be packed in natural juice, water, or light

syrup.

Schools serving chips must usereduced-fat or baked varieties, rather than thetraditional varieties, whenever
possible.

Beverages such astea, lemonade, and fruit drinks containing less than 50 percent fruit juice will not be
offered to students.

The most nutritious food items offered will be placed on the serving ling(s) first to encourage studentsto
make healthier selections.

Students will be offered a variety of skim and lowfat milk, meat and beans, fruits and vegetables, and
wholegrainson adaily basis.

A nutrient analysis of school meals offered to students will be made available upon request.
School staff will support and encourage student participation inthe USDA school meals programs.

Schooal siteswill be encouraged to participatein Farm-to-School by purchasing fresh fruitsand vegetables
from local farmers when available.

Nutrition Guidelines’Standards Other Food Items Sold--Minimum Policy Statements:

Per USDA Regulation 8210, Appendix B, foods of minimal nutritional value (FMNV) are prohibited from
being sold or served during student meal services in the food service area where USDA reimbursable
meals are served or eaten.

Per the Child Nutrition and WIC Reauthorization Act of 2004, beverage contracts will not restrict the
sale of fluid milk products at any time during the school day or at any place on the school premises.

Per Title 70 O.S. 85-147 effective July 1, 2007, students in elementary schools will not have access to
FMNV except on special occasions.
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Per Title 70 O.S. 85-147 effective July 1, 2007, studentsin middle and junior high schoolswill not have
accessto FMNV except after school, at eventswhich take placein the evening, and on special occasions.
Per Title 70 O.S. 85-147 effective July 1, 2007, diet soda, an FMNV, will be availablefor sale at thejunior
high only in vending areas outside of the cafeteria.

Per Title 70 O.S. 85-147 effective July 1, 2007, healthy food optionswill be provided at the high school
and priced lower than FMNV in order to encourage students and staff to make healthier food choices.

Nutrition Guidelines/Standards—School Meals—Optional Policy Satements:

O
O

Fried food itemswill not be available for sale as ala carte food items.

Nutrient-rich food items will be available for sale at al places where food and beverages are sold on
school campuses. Thisincludes the cafeteria, vending machines, school stores, and concession stands.
The district will follow the recommended food items specified in Healthy Snack Choices provided by
the OSDE.

Snack food items available for sale will contain less than 30 percent or 7 grams of fat per single serving
as stated on the Nutrition Facts label (exception: nut and seed mixes).

Snack food items availablefor salewill contain lessthan 10 percent or 2 grams of saturated fat per single
serving as stated on the Nutrition Facts label.

Snack food items availablefor salewill contain no morethan 35 percent sugar by weight or 15 grams per
single serving as stated on the Nutrition Facts label (exceptions are fresh and dried fruits).

Snack food items avail ablefor sale will contain lessthan 480 milligrams of sodium per single serving as
stated on the Nutrition Facts |abel.

High energy drinks with elevated levels of caffeine will not be available for sale anywhere on school
campus.

Nutrition Education—Minimum Policy Satements:

Per USDA Regulations 8210.12 and §227, nutrition education is offered in the school cafeteriaaswell as
the classroom.

Per Title 70 O.S. §24-100a, the Healthy and Fit School Advisory Committee at each school sitewill study
and make recommendations regarding health education, nutrition, and health services.

Nutrition Education—Optional Policy Statements:

[0 MyPlate nutrition education resources will be used in the cafeteria and classroom.

O TheOklahomaAg in the Classroom curriculum will be implemented in Grades PK -6.

[J Nutrition education isintegrated into the core curriculum, including math, science, and language arts.

O All schoolswill apply with USDA to participate as a Team Nutrition school. Each school will conduct

nutrition education activities and promotions that involve students, parents, and the community
<www.teamnutrition.usda.gov>.
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[0 Students, parents, and the school staff will participate in an annual school health fair.
[0 Family/parent nutrition education opportunitieswill be provided.
O Advertising and other materials that promote FMNV will be eliminated on al school campuses.

O Students will receive consistent nutritional messages throughout the school, classroom, cafeteria, and
school events.

[0 The Power of Choice nutrition education curriculum will beimplemented in the after-school program.
[0 Ageappropriate USDA Team Nutrition resourceswill be utilized to teach nutrition education to students.

O School staff will work with local county extension educatorsto incorporate nutrition education activities
inschooal.

O School staff will promote healthful eating and healthy lifestylesto students and parents.

Physical Activity—Minimum Policy Statements:

* PeTitle700.S. §24-100a, the Hedlthy and Fit School Advisory Committee at each school sitewill
study and make recommendationsregarding physical education and physicd activity.

* PerTitle700.S. 811-103-9, studentsin GradesK through 5will participatein 60 minutesof physical
activity eachweek.

Physical Activity—Optional Policy Statements:

[0 Studentswill participatein an annual health-related fitnesstest (e.g., Fitness Gram, President’s Challenge
to Physical Fitness).

0 School siteswill establish or enhance physical activity opportunitiesfor students, staff, and parents (fitness
challenges, family fitness nights, fun walks and runs, bike events).

O gl ementary school siteswill provide 20 minutes of daily recess that promotes physical activity beyond
what is provided through physical education classes.

[0 Active transportation to and from school will be encouraged by assessing safest routes for students to
walk or biketo school and by installing bike racks at school buildings.

[0 Studentswill be encouraged to participatein voluntary before- and after-school physical activity programs
such asintramurals, clubs, and, at the secondary level, interscholastic athletics.

O Studentsand school staff will collaboratewith local recreational departmentsand youth fitness programs
to promote participationin lifelong physical activities.
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MEAL-COUNTINGAND MEAL-CLAIMING PROCEDURES
A. AccuClaim (Accurate Counting and Claiming System)

Federal reimbursement is provided for each meal that meets program requirements and is served to an eligible
student. To obtain thisreimbursement, site personnel must accurately count, record, and claim the number of meals
actually served to students by category; i.e., full-price, reduced-price, and free. Additionally, the number of meals
served free and reduced-price and claimed for reimbursement must have adequate documentation on file to support
theclaim. (Refer to page C-89 for aself-review of accurate meal-counting and meal -claiming procedures.)

1 Point of Service

Reimbursement shall be based on daily counts taken at the point of service that identify the number of free,
reduced-price, and full-price reimbursabl e lunches served.

Point of serviceisdefined asthat point in the food service operation where a determination can accurately be
made that a reimbursable free, reduced-price, or full-price lunch has been served to an eligible student. The
meal -counting and meal-claiming procedures used by the SFA are alocal decision. When establishing and
evaluating a system for acceptability, always keep in mind the following requirements. Attendancerecords,
classroom counts, and/or tray counts cannot be used as an acceptable point of service count.

The meal-counting system chosen must provide a point of service count:

e Of reimbursable meals served (one per eligible student per day).

*  Bytype(free, reduced-price, or full-price).

* Eachday.

*  Without overtly identifying students’ eligibility categories. Codes used on rosters or other forms of
exchange, such astickets or debit cards, must not overtly identify the eligibility category of the student.
Use of thefollowing termsor codesare NOT allowed.

(1) Free, reduced-price, full-price, or paid
@ FR,orP
(3 One-digit numbers

NOTE: Mealsserved on weekendsmay bereimbursed if the school activity on theweekend isan integral part of
thecurriculumor an actual extension of theschool calendar (i.e., make up daysto meet minimum hoursstudents
must attend). Mealsserved during vacationsARE NOT reimbursable. (Reference FNSInstruction 786-7, Rev.
2 and 786-9, Rev. 2) Mealsare not reimbursable when school isnot in session. For example: The school week
is 4 days, and Friday is used for remedial purposes only; because Fridays are not part of the regular school
calendar, meals served on Fridays are not reimbursable.

2. Edit Check

Before submitting a monthly claim for reimbursement, each SFA shall compare each eating site’s daily count
against datathat assistsin the identification and correction of countsin excess of the number of reimbursable
lunches served each day by category (free, reduced-price, and full-price). Edit Check Worksheets must be
completed by individual eating sitesand only includethe gradesthat are eating at that particular site. Thereis
a Site/School Food Authority (SFA) Edit Check Worksheet on page C-91.
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3 Attendance Factor Notification

The State Department of Education (the State Agency) will determine each SFA’s attendance factor based on
enrollment. Thisinformation, along with the state and federal attendancefactors, will be available onthe CNP
Web siteinearly fall. Continueto useyour attendancefactor from last school year until your new attendance
factor isposted on the CNPWeb site. Refer to page C-95 for an example of an Attendance Factor Notification
from last year. The State Agency will automatically use the attendance factor determined to be most
advantageous for each SFA unless otherwise notified. SFAsmay also elect to use a separate attendance factor
for each school site within the district for the purpose of the School/School Food Authority (SFA) Edit Check
Worksheet.

If asite within the district desiresto calculate its own attendance factor, the following formula may be used:
Average Daily Attendance (ADA) + Average Daily Membership (ADM) = Attendance Factor
ADA represents an average of the total number of students in attendance on any particular day in asite.

ADM represents an average of the total number of students currently enrolled on any particular day in asite.
This number fluctuates as students come and go. When a student checks out of a site, the student is
immediately dropped from membership. If a student is absent ten consecutive school days, the student is
automatically dropped from membership. (Refer to Section 232 of Public School Laws Records of Attendance.)

On-Site Review

Every school year each SFA with more than one school (eating site) shall perform no less than one on-site
review for each siteunder itsjurisdiction. The on-sitereview shall take place prior to February 1 of each school
year. Further, if thereview discloses problemswith asite’'s meal -counting or meal -claiming procedures, the SFA
shall ensure that the site develops and implements a corrective action plan. Within 45 calendar days of the
review, it shall bethe SFA’sresponsibility to conduct afollow-up on-sitereview to determinethat the corrective
action plan resolved the problems. Each on-sitereview shall ensure that the site’s claim for reimbursement is
based on a point of service meal count system and that the meal count system yields the actual number of
reimbursable free, reduced-price, and full-price lunches served for each day of operation. Page C-97 hasa
sample form for on-site reviews. The on-site review should be conducted by someone with knowledge of
program regulations. Thisrequirement may be contracted with an outside source. However, thisreview must
not be conducted by the FSMC if the FSM C isin charge of the meal-counting and -claiming system. (Reference
7 CFR §210.8[a][1] and FSMC Guidance, page 7-2)

B. Alternate Methods of Meal Counting and Meal Claiming (Provisions1, 2, and 3)

There are three counting and claiming alternatives that SFAs MAY implement to reduce their paperwork burden.
SFAs interested in implementing any one of the provisions must contact the State Agency for the appropriate
application.
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Due to the fact that applications are not obtained by districts participating in one of the provisions after the base
year, questions have arisen about how to determine free or reduced-price eligibility for the remaining years of the
provisionfor StateAid, Titlel, and other funding formulas. SFAsusebaseyear percentages of children eligiblefor
free or reduced-price meal benefitsapplied to thetotal enrollment to determine how many studentsin the sitewould
qualify for free or reduced-price meals. The percentages established in the base year would be brought forward
each year and applied to the current school year’s enrollment figures. These figures are calculated by the State
Agency once October enrollment datais collected. SFAsSMUST complete an application on each site according to
the Educational Directory. Applications must be received prior to August 1 of the base year. For districts
participatingin Provision 2 or Provision 3, asimplified Edit Check Worksheet can befound on page C-99. (Reference
USDA Policy Memo 2001-SP-30)

1 Provisonl
a Whatitis:

SFAsof asitehaving at least 80 percent of itsenrolled children determined eligiblefor free or reduced-price
meals may, at its option, authorize the site to reduce annual certification and public notification for those
children eligible for free mealsto once every two consecutive school years.

b. Howitworks:

Thefollowing requirements apply:

(1) SFAs of a site operating under Provision 1 requirements shall publicly notify parents of enrolled
children who are receiving free meals once every two consecutive school years and shall publicly
notify parents of all other enrolled children on an annual basis.

(2 The80 percent enrollment eligibility for Provision 1 shall be based on the site’'s March enrollment data
of the previous school year.

(@ SFAsof asiteoperating under Provision 1 shall count the number of free, reduced-price, and full-price
meals served to children in that site as the basis for monthly reimbursement claims.

(4) Beforesubmittingamonthly claim for reimbursement, each SFA shall compare each site'sdaily count
against data that assists in the identification and correction of counts in excess of the number of
reimbursable lunches served each day by category (free, reduced-price, and full-price). Thereisan
Edit Check Worksheet on page C-91.

2 Provision2
a Whaitis:
SFAsmay certify studentsfor free or reduced-price mealsfor up to four consecutive school yearsif asite
servesmealsat no chargeto all enrolled children inthat site provided that public notification was done and

eligibility determinationswere made correctly inthe baseyear. Theterm base year meansthelast year for
which eligibility determinationswere made and meal counts by type were taken.
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If an SFA operating under Provision 2 continues to collect income or SNAP, Temporary Assistance to
Needy Families (TANF), or Food Distribution Program on I ndian Reservations (FDPIR) information
from households during the nonbase years for non-National School Lunch Program (NSLP) or non-
School Breakfast Program (SBP) purposes, the applications may not be labeled as meal applications or
give any indication that meal benefits are contingent upon a household returning the application.

In addition, because information about household income or information about participation in other
assistance programs is not a requirement for NSLP or SBP purposes during nonbase years, fundsin the
nonprofit school food service account (SFSA) may not be used to pay the costs associated with collecting
and processing such information.

An SFA operating under Provision 2 may not continue to conduct Direct Certification during the nonbase
yearsfor other purposesasaNSL P/SBP/Special Milk Program (SMP) request. TheNational School Lunch
Act (NSLA) authorizes student matcheswith SNAP, TANF, and the Head Start programs ONLY for usein
determining eligibility for the NSLPand SBP. During the nonbase years, such informationisnot necessary
for operation of theNSLPor SBP. Consequently, any request for Direct Certification matching for purposes
other than NSLP/SBP/SMP could not be conducted under NSLA authority nor could nonprofit SFSA
funds be used to cover any of the administrative costs.

An SFA operating under Provision 2 that collects and processes meal applications from households and/
or conducts Direct Certification during ANY nonbaseyear MUST usethe approved applicationsto conduct
meal -counting and meal-claiming by type at the point of service during that school year. Essentialy, this
becomes a new base year and new claiming percentages are established for the new cycle.

How it works:

Sites shall offer reimbursable meals to al students at no charge during the Provision 2 base year. The
Provision 2 base year isthefirst year and isincluded in the four-year cycle. The following requirements

apply:

() Freemeds: Participating sites shall serve reimbursable meals, as determined by a point of service
count, to al participating children at no charge during all four years of the cycle (base year included).
Application approval, benefit issuance, and verification take place in the base year only.

(2 Costdifferential: The SFA of asite participating in Provision 2 shall pay, with fundsfrom nonfederal
sources, the difference between the cost of serving the mealsat no chargeto all participating students
and federal reimbursement.

(3 Meal counts: During the base year, even though meals are served to participating students at no
charge, sites shall take daily meal counts of reimbursable meals by type (free, reduced-price, and full-
price) at the point of service. During the nonbase years, participating sites shall take total daily meal
counts (not by type) of reimbursable meals at the point of service. For the purpose of calculating
reimbursement claimsin the nonbase years, monthly percentages shall be established.
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Themonthly meal counts of the actual number of meals served by type (free, reduced-price, and full-
price) during the base year shall be converted to monthly percentages for each meal type. These
percentages shall be derived by dividing the monthly total number of meals served of one meal type
(such asfree) by thetotal number of meals served in the same month for all meal types (free, reduced-
price, and full-price). The percentages for the reduced-price meal and full-price meal types shall be
calculated in the exact same way.

These three percentages cal culated at the end of each month of thefirst school year (base year) shall
be multiplied by the corresponding monthly meal count totalsfor all reimbursable meals servedinthe
second, third, and fourth consecutive school years, and applicable extensions, in order to calculate
reimbursement claimsfor free, reduced-price, and full-price mealseach month.

c. Extensionof Provision2:

At the end of theinitial cycle and each subsequent four-year cycle, the State Agency may allow asiteto
continue under Provision 2 for another four years using the claiming percentages calculated in the most
recent base year if the SFA can certify that base year records are still available and can establish, through
available and approved socioeconomic data, that theincome level of the site’s population, as adjusted for
inflation, has remained stable, declined, or has had only negligible improvement (5 percent or less) since
the base year.

Approved sources of socioeconomic data that may be used by SFAs to establish the income level of the
site’s population are:

(1) Local datadeveloped or collected by city or county zoning and economic planning offices.

(2 Unemployment datafor the areasfrom which the site draws attendance, measuring the stability of the
incomelevel of the site's population.

(3 Direct Certification: Show the percentage of enrolled studentsdirectly certified in the base year, and
compare it to the percentage of enrolled students directly certified in the last year of the current
Provision 2 cycle.

(4 An SFA may collect free and reduced-price meal applicationsto devel op socioeconomic data. Please
notethat thisisadata collection processto establish the socioeconomic level of the site’s population
and does not require meal counts. The collection of Applicationsfor Free and Reduced-Price Meals
for extension purposes must be limited to the final school year in the Provision 2 cycle.

The SFA shall be notified by the State Agency when a site is in the last year of participation under
Provision 2. This notification shall be sent to the SFA in February of the last year of participation.
Documentation from the SFA to support extending participation must be received by the State Agency no
later than August 1 of that same year.

The State Agency shall not approve an extension of Provision 2 procedures in those sites for which the
available and approved socioeconomic data does not reflect the site’s population; is not equivalent data
for the base year and the last year of the current cycle; or shows over 5 percent improvement, after
adjusting for inflation, in theincome level of the site's population. Approval cannot be made for any site
that does not submit the required data by the August 1 deadline.
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Sites not approved for an extension shall:

(1)
@

Return to standard meal -counting and meal-claiming procedures.

Establish anew base year by taking new Applicationsfor Free and Reduced-Price Meals, making new
free and reduced-price eligibility determinations, and taking point of service counts of free, reduced-
price, and full-price mealsfor thefirst year of thenew cycle. NOTE: All mealsin thebaseyear under
Provision 2 must be served free of chargeto all participating students.

d. Record-keeping requirements:

SFAs of sitesimplementing Provision 2 shall retain recordsrelated to theimplementation of the provision
for aslong asthe entity isoperating the provision. Failureto maintain sufficient recordsshall resultinthe
State Agency requiring the site to return to standard meal-counting and meal -claiming procedures and/or
fiscal action for the entire year in which records are not found.

@

@

Base year records: SFAs shall ensure that records which support subsequent year earnings are
retained for the base year for sitesunder Provision 2. Such base year records shall be retained during
the period the provisionisin effect, including all extensions, and threefiscal yearsafter the submission
of the last claim for reimbursement, which employed the base year data. If audit findings have not
been resolved, base year records shall be retained beyond the three-year period as long as required
for the resolution of the issues raised by the audit.

Nonbase year records: SFAs shall ensure that nonbase year records pertaining to total daily meal
count information, edit checks, and on-sitereview documentation areretained for sitesunder Provision
2. Such records shall beretained for three years after submission of thefinal claim for reimbursement
for the fiscal year. SFAs that are granted an extension of a provision shall retain records of the
available and approved socioeconomic data that is used to determine the income level of the site’s
population for the base year and yearsin which extensions are made. Such records shall be retained
at the SFA level during the period the provision isin effect, including all extensions, and three fiscal
yearsafter the submission of thelast claim for reimbursement, which employed baseyear data. If audit
findings have not been resolved, records shall be retained beyond the three-year period as long as
required for the resolution of the issues raised by the audit.

Upon request, the SFA shall make documentation that supports participation in the provision available at
any reasonable time for monitoring and audit purposes.
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3. Provision3
a Whatitis:

An SFA of asitethat servesall enrolled studentsin that site reimbursable meals at no charge during any
period for up to four consecutive school years may elect to receive federal cash reimbursement and
commodity assistance for the same level as thetotal federal cash and commodity assistance received by
the site during the last year that eligibility determinations for free and reduced-price meals are made and
meals were counted by type—free, reduced-price, and full-price—at the point of service. Such cash
reimbursement and commaodity assistance shall be adjusted for each of the four consecutive school years
based on acomparison of the site’s enrolIment in the base year and the site’senrolIment in each consecutive
year. The term base year means the last year for which eligibility determinations were made and meal
counts by type were taken.

Reimbursable meals may be offered to all students at no charge, or students eligible for reduced-price or
full-price meal benefits may be charged for meals during the Provision 3 baseyear. The Provision 3 base
year immediately precedes, and isnot included in, the four-year cycle.

If an SFA operating under Provision 3 continuesto collect income or SNAP/ TANF/FDPIR information from
households during the nonbase years for non-NSLP or non-SBP purposes, the applications may not be
labeled as meal applications or give any indication that meal benefits are contingent upon a household
returning the application.

In addition, because information about household income or information about participation in other
assi stance programsis not arequirement for NSLP or SBP purposes during the nonbase years, fundsin the
nonprofit SFSA may not be used to pay the costs associated with collecting and processing such
information.

An SFA operating under Provision 3 may not continue to conduct Direct Certification during the nonbase
yearsfor other purposesasan NSLP/SBP/SMP request. The NSLA authorizes student matches with the
SNAP, TANF, and Head Start programs ONLY for use in determining eligibility for the NSLP and SBP.
During the nonbase years, such information is not necessary for operation of the NSLP or SBP.
Consequently, any request for Direct Certification matching for purposes other than NSLP/SBP/SMP
could not be conducted under NSLA authority nor could nonprofit SFSA funds be used to cover any of
the administrative costs.

An SFA operating under Provision 3 may collect applications for meal benefits and/or conduct Direct
Certification during nonbase years for the purpose of requesting an extension of the provision.

An SFA operating under Provision 3 that collects and processes meal applications from households and/
or conducts Direct Certification during ANY nonbaseyear MUST use the approved applicationsto conduct
meal -counting and meal-claiming by type at the point of service during that school year. Essentialy, this
becomes a new base and new claiming percentages are established for the new cycle.
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b. Howitworks:

C.

Thefollowing requirementsapply:

@
@
©)

4

Sites shall offer reimbursable meals to al students during the Provision 3 base year. Application,
benefit issuance, and verification take place in the base year only.

Free meals: Participating sites shall serve reimbursable meals as determined by a point of service
count to all participating children at no charge during nonbase years of operation.

Cost differential: The SFA of asite participating in Provision 3 shall pay, with fundsfrom nonfederal
sources, the difference between the cost of serving the mealsat no chargeto all participating students
and federal reimbursement.

Mesl counts: Participating sitesshall takedaily meal countsof reimbursable meal sserved to participating
students at the point of service during the nonbase years. Such meal counts shall be retained at the
local level. In addition, SFAs must establish a system of oversight using the daily meal counts to
ensure that participation has not declined significantly from the base year. If participation declines
significantly, the SFA shall provide the site with technical assistance, adjust the level of financial
assistance received through the State Agency, or return the site to standard application and meal-
counting procedures, as appropriate.

The State Agency shall make annual adjustmentsfor enrollment and inflation to thetotal federal cash
and commodity assistance received by a Provision 3 sitein the base year. The adjustments shall be
made for increases and decreases in enrollment of children with accessto the programs. The annual
adjustment for enrollment shall be based on the site’s base year enrollment as of October 1 compared
to the site’s current year enrollment as of October 1.

To the extent that the number of operating daysin the current school year differs from the number of
operating daysin the baseyear, and the difference affects the number of meals, aprorated adjustment
shall also be made to the base year level of assistance as adjusted by enrollment and inflation. Such
adjustment shall be effected by multiplying the average daily meal count by type (free, reduced-price,
or full-price) by the differencein the number of operating days between the base year and the current
year and subtract that number from the meals claimed.

Extension of Provision 3:

At the end of theinitial cycle and each subsequent four-year cycle, the State Agency may allow asiteto
continue under Provision 3 for another four years using the information from the most recent base year if
the SFA can certify that base year records are still available and establish, through available and approved
socioeconomic data, that theincome level of the site’s popul ation, as adjusted for inflation, hasremained
stable, declined, or has had only negligible improvement (5 percent or less) since the base year.

Approved sources of socioeconomic data that may be used by SFAs to establish the income level of the
site’s population are:

(1)
@

L ocal data developed or collected by city or county zoning and economic planning offices.
Unemployment datafor the areasfrom which the site draws attendance, measuring the stability of the
incomelevel of the site's population.
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(3 Direct Certification: Show the percentage of enrolled studentsdirectly certified in the base year, and
compare it to the percentage of enrolled students directly certified in the last year of the current
Provision 3 cycle.

(4) SFAsmay collect Applicationsfor Free and Reduced-Price Mealsto devel op socioeconomic data of
the site’spopulation. Please notethat thisisadata collection processto establish the socioeconomic
level of the site’s popul ation and does not require meal counts. The collection of Applicationsfor Free
and Reduced-Price Meals must be limited to the final school year inthe Provision 3 cycle.

The SFA shall be notified by the State Agency when a site is in the last year of participation under
Provision 3. This notification shall be sent to the SFA in February of the last year of participation.
Documentation from the SFA to support extending participation must be received by the State Agency no
later than August 1 of that same year.

The State Agency shall not approve an extension of Provision 3 procedures in those sites for which the
available and approved socioeconomic data does not reflect the site’s population; is not equivalent data
for the base year and the last year of the current cycle; or shows over 5 percent improvement, after
adjusting for inflation, in theincome level of the site’s population. Approval cannot be made for any site
that does not submit the required data by the August 1 deadline.

Sites not approved for an extension shall:

() Returnto standard meal-counting and meal -claiming procedures.

(2 Establishanew baseyear by taking new Applicationsfor Free and Reduced-Price Meals, making new
free or reduced-price eligibility determinations, and taking point-of-service counts of free, reduced-
price, and full-price mealsfor thefirst year of thenew cycle. NOTE: All mealsin thebaseyear under
Provision 3 arenot required to be served free of chargeto all participating students.

d. Record-keeping requirements:

SFAsof sitesimplementing Provision 3 shall retain recordsrelated to the implementation of the provision
for aslong asthe entity isoperating the provision. Failureto maintain sufficient recordsshall resultinthe
State Agency requiring the site to return to standard meal-counting and meal -claiming procedures and/or
fiscal action for the entire year in which records are not found.

(1) Baseyear records. SFAsshall ensurethat recordsthat support subsequent year earnings are retained
for the base year for sites under Provision 3. Such base year records shall be retained during the
period the provisionisin effect, including all extensions, plusthree fiscal years after the submission
of the last claim for reimbursement, which employed the base year data. If audit findings have not
been resolved, base year records shall be retained beyond the three-year period as long as required
for the resolution of the issues raised by the audit.
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(2 Nonbase year records: SFAs shall ensure that nonbase year records pertaining to total daily meal

count information, edit checks, and on-sitereview documentation areretained for sitesunder Provision
3. Inaddition, SFAs shall ensure that nonbase year records pertaining to annual enrollment dataand
number of operating dayswhich are used to adjust the level of assistance areretained. Such records
shall beretained for three yearsafter submission of thefinal claim for reimbursement for thefiscal year.
SFAsthat are granted an extension of a provision shall retain records of the available and approved
socioeconomic datawhich is used to determine the income level of the site’s popul ation for the base
year and yearsin which extensions are made. Such records shall be retained at the SFA level during
the period the provisionisin effect, including all extensions, and threefiscal years after the submission
of thelast claim for reimbursement which employed base year data. 1f audit findings have not been
resolved, records shall be retained beyond the three-year period aslong asrequired for the resolution
of the issues raised by the audit.

Upon request, the SFA shall make documentation which supports participation in the provision available
at any reasonable time for monitoring and audit purposes.

C. Alternativesto Meal Service Times(Nontraditional Meal Service)

1

Exemptionsto the Traditional Lunch Period (Strictly Optional for Each SFA)

a Theprimary standard for allowing mealsto be served outside the regulatory time period isthat the siteis
operating for traditional students at a nontraditional time. The United States Department of Agriculture
(USDA) Food and Nutrition Service (FNS) has approved exemptions contingent upon the understanding

These alternative programs provide students of high school grade or under an opportunity to obtain
the minimum requirements needed for graduation at anontraditional time.

It isnot possible to serve lunch at amore traditional time. For example, some work-study programs
allow high school studentsto work in the morning or afternoon hours and attend high school classes
in the late afternoon or evening.

Although State Agency approval isrequired toinitially begin claiming reimbursement for thesemeals, itis
not necessary for each program to seek approval each year if the conditions upon which approval was
initially granted remain unchanged. However, if the conditions upon which approval was granted change,
the reimbursabl e status of the meal service would then need to be reexamined. (Reference USDA Policy
Memo 2002-SP-14)

2 ClaimingAdult Students (Reference USDA Policy Memo 2002-SP-08)

The key issue for adult participation in the CNP is enrollment, not whether the adults are attending some
classesor whether they are part of an Even Start Literacy Program. Theadult either must be enrolled in General
Educational Development (GED) classes during theregular school day in accordance with USDA Policy Memo
776-7 or otherwise be enrolled in an education unit of high school grade or under, in accordance with the
definition of Childin 7 CFR §210.2. Any adults meeting these criteriawho wish to obtain free or reduced-price
meal benefits under CNP must have a completed and approved application on file with the SFA. Under no
circumstances can evening meal s served to studentsin GED courses bereimbursable. GED studentsare NOT
included in the number of free and reduced-price eligiblesreported on the monthly claim for reimbursement or
the Low-Income Student Count Report.
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3. Out-of-Home Placement Students

Meals served to out-of-home placement students can be claimed for reimbursement. These are students who
attend an institution administered by a public school that is not in the attendance area of their home SFA. In
order to claim the meals for these students at the free or reduced-price rate, the serving SFA must have an
approved application on fileto verify that the student qualifiesfor such benefits. The SFA claiming the meals
of out-of-home placement students does NOT include these students in the number of free or reduced-price
eligiblesreported on the monthly claim for reimbursement or the L ow-Income Student Count Report because
they are to be reported by their home district.

4. Virtua Students

Meals served to virtual students can be claimed for reimbursement if and when the students are on school
grounds. Virtual students must have accessto meal servicesin order for the SFA to distribute and approvefree
and reduced-price applications. These are students who attend school at alocation that is not within district
boundaries. Inorder to claim the mealsfor these students at the free or reduced-price rate, the SFA must have
an approved application on file to verify that the student qualifies for such benefits. The SFA does include
these studentsin the number of free or reduced-price eligiblesreported on the monthly claim for reimbursement.
Virtual studentsare also reported separately on the Low-Income Student Count Report. (Reference Oklahoma
SenateBill 21009, effective duly 1, 2010)

5. Claiming Meals Served inAlternative Sites

Therearetwo different optionsto consider if several different SFAshave enrolled students attending the same
alternative school.

a  One SFA assumes responsibility for al students.

Under thisoption, the SFA assuming responsibility would claim reimbursement for meal s served to students
attending the alternative school. The designated SFA would add the alternative school as a site on the
Schedule A of the NSLPAgreement. The site code could be anything in the 700 Series. A copy of each
student’sApplication for Free and Reduced-Price School Mealswould be kept with the designated SFA's
records, and the designated SFA would claim the number of meal s served to each student by category each
month along with all the other meals served to their enrolled students. The students qualifying asfree or
reduced-price at the aternative school would not be included in the number of free eligibles or reduced-
price eligibles reported on the designated SFA's claim for reimbursement each month because these
students are not ENROLLED in that SFA. The SFAsin which the students are enrolled WOULD report
their students as part of THEIR free and reduced-price eligible count even though they would not claim
any meals served to these students.

All NSLP requirements, including record keeping, Offer versus Serve, aswell as safety and sanitation at
the alternative school eating site, would be the responsibility of the SFA preparing, serving, and claiming
themeals, just asit iswith any other site listed on the district’s Schedule A. Any purchases needed to be
made for the alternative site (such asinsulated delivery carts) could be purchased with school food service
program funds.
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One SFA contracts with the other SFAsto provide meal service.

Under this option, one SFA would sign a contract with each student’s home SFA (one contract per SFA).
The contract would specify that the SFA providing the meal servicewould servetherequired meal pattern
to the studentsfrom each of the other SFAs. The contract should establish adaily timeframein which each
contracting SFA reportsto the preparing SFA the number of mealsto be ordered each day. Each contracting
SFA would beinvoiced on amonthly basisfor thetotal number of mealsordered during theinvoice period.
The contracting SFAswould be responsiblefor paying for the number of meals ORDERED, regardless of
whether the meal was served.

The preparing SFA would be responsible for reporting to each contracting SFA the number of meals served
toitsstudents. Each contracting SFA would then claim the number of meals SERVED onitsown monthly
claim. The preparing sitewould report the meals as contract mealsonitsclaim.

The charge established for these contract meals must NEVER belessthan the cost of preparing the meals.

The preparing SFA isultimately responsiblefor all NSL Prequirements. Each of these requirements should
be stated in the contract. The signed contract ensures each SFA that the meal sits studentsreceivewill, in
fact, meet requirements and therefore can be claimed for reimbursement. The prototype contract can be
found on page C-101.

6. Claiming Mealsfor Visiting Students

a  The SFA in which the students are visiting would obtain copies of the visiting students’ free or reduced-

price€igibility information from the SFA where the studentsare enrolled. Thevisiting studentsqualifying
asfree or reduced-price would not be included in the number of free and reduced-price eligibles reported
on the claim for reimbursement; however, the MEAL S served to these visiting students could be claimed
for reimbursement according to their categorical eigibility.

The SFAsin which students are enrolled would receive verification that reimbursable meals were served
from the SFA in which the students are visiting. The SFA in which the students are enrolled would
categorically claim the meals served to these students and reimburse the SFA where the visiting students
were served. SFAs may want to have a contract in this situation. The SFA feeding the visiting students
may want to invoice the SFA in which the students are enrolled.
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DO YOU HAVE AN ACCEPTABLE MEAL-COUNTING SYSTEM
AT THE POINT OF SERVICE?

Answer the following questions about your counting system. |f the answer to any of these questions is YES, your
counting systemisNOT acceptableand must berevised (unlessapproved as an alternative system by the State Department
of Education [the State Agency]).

YES |:| NO |:| 1. Areclamsbased only on meal counts taken in the morning in the classroom
or a any other location before the meal is served?

YES |:| NO |:| 2. Areclaims based on attendance records?

YES |:| NO |:| 3. Aremeal counts based on the number of tickets or tokens sold and distributed
or the number of meals paid in advance?

YES |:| NO |:| 4.  Isthe number of free and reduced-price meals claimed based on the number
of students eligible to receive such meals?

YES |:| NO |:| 5. Aremeal countsby category taken at the beginning of the serving line without
checking that the meals served are reimbursable?

YES |:| NO |:| 6. Aremea counts by category based on visual identification of students with
no backup system available for persons not familiar with the students; e.g.,
checklists?

YES |:| NO |:| 7.  Aremeal counts based on tray or plate counts?

YES |:| NO |:| 8.  Areback-out systems used that subtract one number (e.g., number of freeand
reduced-price meals) from the total count to get another number (e.g., the
number of full-price meals)?

YES |:| NO |:| 9.  Arethestudentswho are eligible for meal benefits overtly identified?

YES |:| NO |:| 10. Isthisasystemthat doesNOT yield areliable, accurate count of meals served

by category?
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SITE/SCHOOL FOODAUTHORITY (SFA) EDIT CHECK WORKSHEET
INSTRUCTIONS

All students must be enrolled and have accessto meal servicesin order for the SFA to distribute and approve
free and reduced-price applications.

Edit Check Worksheets must be completed by individual eating sitesand only include the gradesthat are eating at that particular site.
1.  Site: Record the name of the eating site.
2. Month: Record the month and year.
3. Attendance Factor (AF): Record the AF for the school food authority (SFA).

4.  Tota Daily Membership: Thisisthe sum going across Columns 6, 10, and 14 on any given day. If the SFA needs atotal
monthly membership, use the last day of the month.

5. Day of Month: Locate the day of the month, and begin recording on the corresponding line. The site may wish to
highlight any weekends, holidays, or professional days when the site was closed.

6. Highest Enrolled Free Eligiblesfor Claim: Record the current number of enrolled students eligible for free meal benefits
on the first serving day of the month. These students may or may not actually participate in lunch; i.e., Special Milk
applications, Head Start co-ops. Each day, add any newly enrolled studentswho are eligible for free meal benefits. Do not
deduct any students who withdraw during the month since this column is used to determine the highest number of free
eligiblesfor the overall month. The number of enrolled free eligibles on the last day of the month isto be reported on the
claimfor reimbursement. Virtual studentsshould beincluded. (Studentsenrolled in adult education courses or out-of-home
placement students are not to be reported on the claim. Adult education classes are those conducted for the following
purposes or groups. General Educational Development [GED], Temporary Assistance for Needy Families [TANF],
English asasecond language [ESL], family literacy, life skills, etc.) If astudent isdropped during any month, that student
has already been reported asfreefor the entire month; therefore, he or she must not be counted again if the student reenrolls
during the same month.

NOTE: Any students who withdrew during this month need to be dropped after the last serving day of this month before
starting next month’s Site/School Food Authority (SFA) Edit Check Worksheet. Thisnumber should reflect the number in
Column 7 at the beginning of the next month.

7. Daily FreeEligibles: Record the number of studentseligiblefor freeluncheseach day. Thiswill include enrolled students
aswell as students who are not enrolled; i.e., visiting students, preprimary children under the age of four, adult education
students, out-of-home placement, and virtual students. Daily, add any new students eligible for free lunches and drop any
students as they withdraw during the month. Do not include children who are eligible for free benefits but do not
participatein lunch asthisisadaily check of lunch eligibles; i.e., Special Milk applicantswho do not eat lunch, Head Start
co-ops who do not eat lunch.

8. Daily Free Eligibles x AF: Multiply the number in Column 7 by the attendance factor recorded on No. 3. DO NOT
ROUND UP.

9. Free Meals Claimed: Record the total number of reimbursable free lunches served/claimed each day to students.

10. Highest Enrolled Reduced-Price Eligiblesfor Claim: Record the current number of enrolled students eligiblefor reduced-
pricemeal benefitson thefirst serving day of the month. These students may or may not actually participatein lunch; i.e.,
Specia Milk applications, Head Start co-ops. Each day, add any newly enrolled students who are eligible for reduced-
price meal benefits. Do not deduct any students who withdraw during the month because this column is used to determine
the highest number of reduced-price eligibles for the overall month. The number of enrolled reduced-price eligibles on
the last day of the month is to be reported on the claim for reimbursement. Virtual students should be included. (Adult
education or out-of-home placement “studentsare not included.) 1f astudent isdropped during any month, that student has
already been reported as reduced-price for the entire month; therefore, he or she must not be counted again if the student
reenrolls during the same month.

NOTE: Any students who withdrew during this month need to be dropped after the last serving day of this month before
starting next month’s Site/School Food Authority (SFA) Edit Check Worksheet. Thisnumber should reflect the number in
Column 11 at the beginning of the next month.
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SITE/SCHOOL FOOD AUTHORITY (SFA) EDIT CHECK WORKSHEET INSTRUCTIONScontinued

11. Daily Reduced-Price Eligibles: Record the number of students eligible for reduced-price lunches each day. Thiswould
include enrolled students aswell as studentswho are not enrolled; i.e., visiting students, preprimary children under the age
of four, adult education students, out-of-home placement students, and virtual students. Daily, add any new students
eligible for reduced-price lunches and drop any students as they withdraw during the month. Do not include children who
areeligible for reduced-price benefits but do not participatein lunch asthisisadaily check of lunch eligibles; i.e., Specia

Milk applicants who do not eat lunch, Head Start co-ops who do not eat lunch.

12.  Daily Reduced-Price Eligiblesx AF: Multiply the number in Column 11 by the attendance factor recorded on No. 3. DO

NOT ROUND UP.

13. Reduced-Price Meals Claimed: Record the total number of reimbursable reduced-price lunches served to students and

claimed each day.

14. Paid Eligibles: Record thetotal number of enrolled studentswho are not approved for free or reduced-price meal benefits.
Never subtract out of thiscolumn until thefirst day of thefollowing month. NOTE: Any studentswho withdrew during
this month need to be dropped after the last serving day of this month before starting next month's Site/School Food

Authority (SFA) Edit Check Worksheet.
15.  Dally Paid Eligiblesx AF: Multiply the number in Column 14 by the attendance factor recorded on No. 3.

16. Paid Meals Claimed: Record thetotal number of reimbursable paid lunches served to students and claimed each day.

17.  Total MealsClaimed Daily: Add together the number of lunches served to students and claimed each day. Add thetotals

going acrossin Columns9, 13, and 16.

18.  AverageDaily Attendance: Each site has one of two optionsto calcul ate the average daily attendance: (@) the actual daily
attendance may be obtained each day from the school officeand used to compareto thetotal claimed or (b) theaveragedaily

attendance may be calculated by multiplying the attendance factor in No. 3 by the sum of Columns 6, 10, and 14.

19.  Comments. Record any comments necessary to explain variationsin meal service.

20. Monthly Totals: Add the numbers going down in Columns 9, 13, 16, and 17. Record the totals of the free, reduced-price,

full-price, and total meals at the bottom of each column.
21.  Signature: The person completing the form must sign the form and accept responsibility for the form’s accuracy.

22.  Date: The person completing the form must record the date by his or her signature.

NOTE: Thelast box in Columns6 and 10 will be used to report the highest number of freeand reduced-priceeligibleson theclaim

for reimbursement each month. Thelast box in Column 14 will be used to report the number of paid eligibles on the claim for

reimbursement each month. SFAswith multiple eating siteswill need to consolidate the number of free, reduced-price, and paid
eligiblesfromall eating sites.
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CNP Profile and Messaging Page 1 of 1

| ABC ]

County: 99 Fy: 20130
District: 1000

Session Timer: 44:47

Messages
Expand All Menu
Messages Recipient
Edit Attendance Factor ALL
Delete 07/28/2013 - 10:55:09 AM, The
attendance factors for the 2013-2014
school year have been published:
National Attendance Factor:
93.80%
State Attendance Factor:
94.45%
Your District’s Attendance Factor:
91.80%
The attendance factor that will be used by
this office to compute your claims for
reimbursement is located on the Renewal
Menu page. Please contact our office at
405-521-3327 if you would like to use a
different attendance factor.
Claims
Seamless Summer Claims
Reports
Help
Edit ALL
Delete
Edit ALL
Delete
Profile
Authorized Representative: JOHN DOE
Last Name First Name Authorized
Doe John Edit
Edit
Adjustment Percentage: 0.5
Attendance Factor: 0.9445
Special Milk Category: Not Participating in SMP
60% Qualifying (Add 2 cents)
Send Payment Notice to Superintendent
Agency Type 5911
Seamless Summer
Sever e Need Breakfast Snacks Provision2& 3
@ SNB 40% All O After-School Snacks O Provision 2 All
O SNB 40% Partial O Snacks All Free O Provision 2 Partial

O Provision 3 All
O Provision 3 Partial
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ON-SITE REVIEW CHECKLIST
ASSESSMENT OF THE MEAL-COUNTING AND -CLAIMING SYSTEM

School Name: Review Date:

SFA Reviewer:

Thefollowing questions are recommended at aminimum to complete the on-site review requirement:

YES NO
O O 1. Is the method used for counting reimbursable meals in compliance with the approved point of service reguirement?
(Meal counts must be taken at the location where complete meals are served to children.)
[ | 2. I's the point of service meal count used to determine the school’s claim for reimbursement?
O O 3 I's the person responsible for monitoring meals correctly identifying reimbursable meals for the menu-planning
option selected by the SFA?
O O 4. I's the school correctly implementing policies for handling the following (as applicable):
Yes No NA
OO0 d Incomplete meals?
O ood Second meals?
O O Od Lost, stolen, misused, forgotten, or destroyed tickets, tokens, IDs, PINS?
OO0 d Visiting student meals?
O 0O O Adult and nonstudent meals (and identifying program vs nonprogram)?
OO gd A la carte?
O O Od Student worker meals?
O 0O O Field trips?
OO O Charged and/or prepaid meals?
OO gd Offer versus Serve?
5. Is there a method of identifying nonreimbursable meals (i.e.., not meeting meal pattern requirements, seconds,
adult meals), distinguishing them from reimbursable meals?
6. Is someone trained as a backup for the monitor and the meal counter?
7. Are there procedures for meal-counting and -claiming when the primary counting and claiming system is not

available, and do staff know when and how to implement it?

. Are daily counts correctly totaled and recorded?

9. If claims are aggregated, are the meal counts correctly totaled and consolidated?

10. Are internal controls (edits, monitoring, etc.) established to ensure that daily counts do not exceed the number
of students €eligible or in attendance and that an accurate claim for reimbursement is made? Record today’s meal
counts by category, and compare to the number of students eligible by category.

000 OO O
000 OO O

Number of Students Approved by Category Today's Meal Counts by Category
Free: Free:

Reduced-price: Reduced-price:

Paid: Paid:
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YES NO

O O 11. Does the system prevent overt identification of children receiving free or reduced-price meals?

NOTE: The following two questions are for all SFAs EXCEPT for SFAs on Provision 2 in nonbase years or

RCCIs with only residential children:

O O 12. Is a current eligibility list kept up-to-date and used by the meal count system to provide an accurate daily count

of reimbursable meals by category (free, reduced-price, paid)?

O O 13. If applicable according to 7 CFR §210.8(a)(3), are edit checks completed and documented that compare the
daily counts of free, reduced-price, and paid lunches against the product of the number of children currently
eligible for free, reduced-price, and paid lunches, respectively, times an attendance factor (and any discrepancies

accounted for)?

CORRECTIVE ACTION PLAN (for previous NO answers):

SPECIFY DATE CORRECTIVEACTION(S)WILL BEIMPLEMENTED:

BY WHOM:
SIGNATURE:
School Representative Title Date
SFA Reviewer Title Date
FOLLOW-UPVISIT (must be conducted within 45 daysif correctiveaction wasrequired):
Observations of corrective action implementation:
SIGNATURE:
School Representative Title Date
SFA Reviewer Title Date
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EDIT CHECKSFOR PROVISION 2/3

Ste Attendance Factor:

Month: Total Membership asof First Day of Month:

(1) Total Daily LunchesClaimed Per eClaims:

@ (€) 4)
Day of Month Actual Daily Total Average Daily
Lunch Count Attendance

I &) 3] B3| N B3) &) i B3| R K| B3 b Bo| R 55| &) ‘=] 3| S| B| B | 0| ~| oo 6| 5] cof o =

1 Tota Daily LunchesClaimed Per eClaims. Check eClaimsto determinethisfigure.

2. Day of Month: Locatethe date of the month, and begin recording on the corresponding line. The site may wishto
highlight any weekends, holidays, or professional days when the site was closed.

3. Actua Total Lunch Count: Record actual daily total meal count astaken by the SFA. Comparethat number with the
number on line 1 to ensure the schooal is neither overclaiming nor underclaiming.

4. Average Daily Attendance: The average daily attendance may be cal culated by multiplying the attendance factor
by the total membership. The average daily attendance will be the same number for the entire month.
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AGREEMENT TO FURNISH FOOD SERVICE

INSTRUCTIONS: Thisagreement should be used when contracting for food service between SFAs or outside entities
that are not food service management companies (FSMC). A copy of this agreement must be submitted to the State
Department of Education (SDE) for each site that contractsfor meals.

The and the
(Recipient) (Preparer)

enter into this agreement for the site to provide meals.

The site preparing the meals agreesto (Preparer):

1. Furnish meals as ordered during the period of to
(Commencement Date) (Expiration Date)

Meals shall be served day(s) aweek.

2. Provide mealsthat meet or exceed United States Department of Agriculture (USDA) requirements as set forth in
program regul ations.

3. Prepare mealsin accordance with Oklahoma State Department of Health guidelines.

4. Provide the following meals to the receiving site.

Breakfast am.
Lunch _  am.J/pm.
After-School Snack p.m.

5. Furnish mealsin the following manner:

Mealswill be served at receiving site cafeteria.

Meals will be available for pick up.

Mealswill be delivered to the receiving site.

Food will be portioned in bulk containers.

Site preparing the food will provide portioning utensils.
Site preparing the food will not provide portioning utensils.
Food will be portioned in individual serving containers.

6. Provide afood production record (Contract Meal Service Delivery Receipt), page C-103, for the recipient that
documents each meal service, including the following information: complete menu and food items, quantities
delivered, number of meals ordered/delivered, crediting information (Child Nutrition [CN] label and/or product
formulation statement and/or recipe information, when applicable), and a signature indicating delivery of meals.
The Preparer will also retain a copy of these food production records and make additional supporting documents
availableupon request (copy of CN label and/or product formul ation statement or recipeinformation, when applicable).
The preparer isobligated to relay daily the correct portion sizerequired for each bulk item (if applicable) along
with the quantity of each bulk item that is delivered to the recipient.

*These options may only be implemented for children over the age of two.
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Provide meal s to the receiving site based on the number of meals ordered, with adjustments made as needed.

Do not claim reimbursement for al or part of the meals provided to the receiving site under any othe rprogram
administered by the SDE.

Charge/invoicethereceiving site, itemizing the number of child/adult meals provided and the total amount owed for
each month that meals are provided.

The sitereceiving the meals agrees to (Recipient):

1

Inform the preparing site of the number of meals needed by the receiving sitefor each meal service. The preparation
sitewill be notified of any adjustmentsin meals ordered within the predetermined time frame of

Notify the preparing site of any children who may require specia dietary considerationsto fulfill their nutritional
needs.

Pick up or accept meals for each meal service prepared within contractual requirements for the receiving site.
Serve meals to children in accordance with Oklahoma State Department of Health guidelines.
Reimbursethe preparing site for mealsat the following rates:

For each child's breakfast
For each child’s lunch
For each child’s snacks
For each adult’s breakfast
For each adult’s lunch
For each adult’s snacks

P BB P

MEAL PRICESMUST BE, AT AMINIMUM:

6.

Lunch charge equalsfree reimbursement rate for lunch, including the value of USDA Foods (additional 2¢ doesnot
apply).

Breakfast charge equal sfree reimbursement rate for regular breakfast.

Snack charge equal s free reimbursement rate for snack.

| agree with all provisions of this contract.

(Signature of Preparing Site) (Date)

(Signature of Receiving Site) (Date)

Attachments: Minimum Meal Pattern Requirements
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CONTRACT MEAL SERVICE
DELIVERY RECEIPT

(Keep in your monthly folder. USE ONE RECEIPT PER MEAL SERVICE.)
DATE:

MEAL TYPE: Breakfast Lunch After-School Snack
SITE PREPARING MEAL:

CHARTER SCHOOL RECEIVING MEAL:
DELIVERY TIME: NUMBER OF MEALS ORDERED/DELIVERED:

FOOD ITEMSPREPARED AND QUANTITIESDELIVERED

Quantity Delivered:

Menu Number of Students Bulk Delivery ____ *Crediting/
Number of Adults Preportioned Portioning
Information

Milk provided by:

H SITE VENDOR
Milk (Circle One)

Record Quantity;

Vegetable/Fruit/
Juice

Bread/Bread
AlternateOR
Side

M eat/M eat
Alternate

ExtrasOR
Additional Sides

* Crediting/portioning information for food-based menu planning: i.e., 1 cup spaghetti sauce = 2 ounces meat/meat alternate, 6 chicken nuggets =
2 ounces meat/meat alternate and 1 ounce bread/bread alternate serving, 2 cheese sticks = 1 ounce meat/meat alternate.

| acknowledge that the above items and quantities were delivered to this contract site. | did complete the necessary portioning/crediting information.

Child Nutrition (CN) labels, product formulation statements, and/or recipes are available for all combination food items or other applicable
components.

Signature of Preparer
| acknowledge that the above items and quantities were delivered to this contract site.
INSPECTION DELIVERY: Was the food delivered in a safe/sanitary method? Yes or No
Were food temperatures proper? Yes or No

Signature of Recipient
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SPECIAL MILK PROGRAM (SMP)

A.

In 1954 the Special Milk Program (SMP) wasimplemented to encourage fluid milk consumption by selling milk to
students at the lowest possible price and serving milk freeto students determined to be eligible. Beginningin 1961
and continuing through 1986, this program was available only to schools and nonprofit child care institutions not
participating in the National School Lunch Program (NSL P) and School Breakfast Program (SBP). 1n 1986 the SMP
was expanded to include split-session kindergarten children who do not have access to the breakfast and/or lunch
programs because of their half-day schedules. The benefits of the program were al so extended to preprimary class
students who do not have access to the breakfast and/or lunch programs because of their half-day schedules.

School districtsthat have split-session kindergarten and preprimary students who do not have accessto the NSLP
and/or SBP may receive reimbursement for milk served to these students. Schoolsmay choose either to serve milk
freeto students qualifying according to family income, serve milk at aset priceto all students, or serve milk freeto
all students.

1 Nonpricing Program: All children areserved milk freeof charge, and all milk servedisclaimed for reimbursement
at the rate established by the United States Department of Agriculture (USDA).

2 Option 1 Pricing Program: Children whosefamily sizelincomefallswithin thefree guidelinesare served free
milk. Reimbursement isclaimed for the average cost of milk served freeto eligiblechildren. Childrenwho are
not digiblefor freemilk pay for the milk served, and reimbursement isclaimed for paid milk at therate established
by USDA.

3. Option 2 Pricing Program: All children are charged for milk served regardless of family sizelincome. All milk
served isclaimed for reimbursement at the rate established by USDA.

SitesMUST offer studentsfluid pasteurized milk in at least two choices of fat content from the following:

» Unflavored or flavored fat-free

*  Unflavoredlowfat (1%0)

e Lactose-reduced lowfat (1%) or fat-free

» Lactose-freelowfat (1%) or fat-free

e Cultured buttermilk lowfat (1%) or fat-free
* Acidifiedmilk lowfat (1%) or fat-free
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STAFFING STANDARDS

Asautomation of preparing and serving food and use of prepared foods are increased, the staffing standards should be
changed toreflect anincreasein productivity. Frequently, the automation and prepared or conveniencefoods are added
one at atime (or slowly)—and the labor cost isnot reduced. Unnoticed, the work will expand to fill thetime available.
Consequently, inashort time the staff will arguethat it isnot possibleto do the work with lesslabor hours. The staffing
guidelines are found below.

In most instances, satellite sitesthat receive their food in bulk for portioning on site, sitesthat receive cooked or chilled
food or cooked or frozen food for finishing off, and sites that receive preplated meals ready to heat and serve or ready
to serve will have better productivity than those preparing food on site. Increased productivity rate, or meals per labor
hour (MPLH), and reduced |abor costswill be realized when the volume prepared at alocation isgreat enough and when
there have been reductions in specialized staff; e.g., bakers, cooks, and managers. Satelliting to only one site from
another site may not produce sufficient volume to result in savings.

On-site production requires the most labor and has alower productivity level than efficient satellite systems. Aslabor
costs increase, ways must be found to eliminate the number of labor hours needed to do the job. Many SFAs are
examining the many different systems of delivering food and reducing labor hours. The staffing information on the
following page shows the average productivity of on-site and finishing kitchens serving 350 lunches. (A finishing
kitchen is one that receives al food prepped, or prepared, ready for heating and serving.)

Sample Saffing Guidelines for On-Site Production

MEALSPER LABOR HOUR (MPLH)/TOTAL HOURS
NUMBER OF CONVENTIONAL SYSTEM** CONVENIENCE SYSTEM***
EQUIVALENTS*
MPLH TOTAL HOURS MPLH TOTAL HOURS

10- 100 12 8 16 6

101 - 150 12 08-12 16 06 - 09
151 - 200 12 12- 16 16 09-12
201 - 250 14 14 - 17 17 12-14
251 - 300 14 17-21 18 14- 16
301 - 400 15 20- 26 18 17-21
401 - 500 16 25-31 19 21-25
501 - 600 17 29-35 20 25-30
601 - 700 18 33-37 22 27-31

* Meal equivalents include breakfast and a la carte sales. Two breakfasts equate to one lunch, and four snacks equate to one lunch.

A la carte sales of $2.77 or $2.79 equate to one lunch.

*x The conventional system is preparation of food from raw ingredients on the premises (using some bakery bread and prepared pizza
and washing dishes).

***  The convenience system is using the maximum amount of processed foods (for example: using all bakery breads, breaded chicken,
proportioned condiments, and using disposable dishes).
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Saffing for an Elementary Site With On-Site Production

[N TU g1 1= = VT oo S 350 Lunches
.............................................................................................................................................. 40 Breakfasts
S 110 I OO SRORRSRPRRTR 12 Meals Per Labor Hour
(1= 00Tl = [0 1 £SO 31 Labor Hours
Y == o = SO P T SPOPRTPRP 7 Hours
[ 3 SO 5 Hours
(00RO 6 Hours
(0= S = TSRS 3 Hours
S =0 S Y= SRS 5 Hours
DS WaShEI /A SSISEANT ....vecuvicteeiecteecte ettt sttt et e st e s esbesabe et e e st e st e esbesbeesesseesbeansesbeensesseessesnsesrens 5 Hours
TOTAL LABOR HOURS ...ttt ettt ettt st te st s b e besbaebesbaeteebeesbeeneestesneesaeeneesrenn 31 Hours

NOTE: If 31 hours @ $8.50 (including fringe benefits), labor costs are $263.50, or $.75 per lunch.
If 31 hours @ $12.88 (including fringe benefits), labor costs are $399.28, or $1.08 per lunch.

Saffing for an Elementary Site With a Finishing Kitchen

NUMDET SEIVING. ... ettt bbbt 350 Lunches
.............................................................................................................................................. 40 Breakfasts
Sz (=0 = SO PSSR 26 Meals Per Labor Hour
(= oo gl [ £SO 14 Labor Hours
Y == o OO STOPRRP 6 Hours
................................................................................................................................................ (Breakfast)*
S Y S 7L = 7= = o ISP 5 Hours
(0= 3T P 3 Hours
TOTAL LABOR HOURS ..ottt ss s eenn 14 Hours

NOTE:  If 14 hours @ $8.50 (including fringe benefits), labor costs are $119.00, or $.32 per lunch.
If 14 hours @ $12.88 (including fringe benefits), l1abor costs are $180.32, or $.49 per lunch.

*Manager comes in an hour early and serves breakfast.
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STAFFING STANDARDS EXAMPLE

(Seetheback of thisexample for a blank form to useto calculate your district’s staffing standards.)

Use the following data to determine the meals per labor hour (MPLH):

Number of daysin sample month = 22
Total number of breakfasts in sample month = 5,720
Total number of lunchesin samplemonth = 7,150
Total number of snacksin sample month = 3,500
Average number of daily lunchesserved = 325 (7,150 divided by 22)
Average adjusted number of daily
breakfasts served = 130 (2,860 divided by 22)
(2 breakfasts = 1 lunch)
Average adjusted number of daily snacks
served = 4o (875 divided by 22)
(4 snacks = 1 lunch)
Number of meal equivalents (average number
of lunches plus adjusted number of breakfasts
and adjusted number of snacks) = 495
4 food service workerswork 6 hourseach = 2¢4 hours
1 manager works 8 hours, but 2.5is
allotted to paperwork = 3.5 hours
29.5 hours
495 divided by 29.5 = 16.77
Number of Meal Equivalents Number of Labor Hours Meals Per Labor Hour
(MPLH) or

Productivity Rate

You can compare this information with the staffing chart on page C-107. Other factorsto be considered in evaluating

staffing pattern are equipment, menus, extent of alacarte, etc.

Oklahoma State Department of Education Compliance Section, July 2013

C-109



STAFFING STANDARDS

Use the following data to determine the meals per labor hour (MPLH):

Number of daysin sample month =

Total number of breakfasts in sample month =

Total number of lunches in sample month

Total number of snacks in sample month

Average number of daily lunches served

Average adjusted number of daily
breakfasts served =
(2 breskfasts = 1 lunch)

Average adjusted number of daily snacks
served =
(4 snacks = 1 lunch)

Number of meal equivalents (average number
of lunches plus adjusted number of breakfasts
and adjusted number of snacks) =

4food service workerswork 6 hourseach = hours
1 manager works 8 hours, but 2.5is
allotted to paperwork = hours
hours
divided by =
Number of Meal Equivalents Number of Labor Hours Meals Per Labor Hour

(MPLH) or
Productivity Rate
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STUDENT ISSUES

A. Failureto Pay for Meas/Charge Policy

The school food authority (SFA) isnot required to provide mealsif payment is not made for the CURRENT day’s
meal or if fundsin astudent’s account are not sufficient to cover the cost of themeal. A district cannot deny ameal
to astudent who brings money to school for that day’s meals, even though the student may have previous charges.
The money brought for today must not be used for previous charges.

Itistheresponsibility of the SFA to devel op apolicy regarding studentswho are required to pay for their meals, but
fail to do so. Although it is not required, it is recommended that a written policy regarding charged meals be
prepared by each SFA and approved by the district school board. Thereisno minimum number of chargesthat need
to be extended to the student; however, households should be notified of the SFA'spolicy. If afamily does not pay
for CHARGED meals, asite may wish to encourage the family to complete an Application for Free and Reduced-
Price School Meadls. If thefamily doesnot wish to completethe application or if they do not qualify for meal benefits
after compl eting the application, the SFA is not obligated to continue providing meals without receiving payment.
It isrecommended that districts provide a sandwich and milk for any child who does not pay.

Sitesare not allowed to withhol d grades, records, or any other information owned by the student for meal payments
owed.

All students must end the current fiscal year with azero balancein their Child Nutrition accounts. SFAsMUST NOT
deny any meal servicein anew school year to studentswith prior year’scharges. Thismeansthat adistrict’s
charge policy begins anew each year. However, this does not mean that SFA s cannot continue to attempt recovery
of uncollected meal charges. Any monies collected in the new school year should be treated as new revenue. Use
thefollowing OCAS Codes. Fund 22 or Fund 11, Project Reporting Code 385, and Source of Revenue Code 1710.
Any money lost from uncollected meal charges can be charged off to the school food service account or to the
Genera Fund.

B. Refunding Unused Prepaymentsfor Meals

Prepayment isthe property of the family making the payment until it is charged against any mealstaken. Therefore,
any prepayments|eft at the end of thefiscal year must berepaid to thefamily if requested. Any refusal to repay such
prepayments would constitute an improper taking of property without due process, which isnot allowed by astate
or federal entity. Additionally, not refunding any prepayments would effectively increase the price of the meals
which, in the case of reduced-price meals, may not exceed 40 cents and, in the case of both full-price and reduced-
price meals, may not exceed the stated price in the parent letter that is part of the policy statement. Further, the
failureto makerefundswould serve asadisincentivefor familiesto make prepayment which detractsfrom procedures
to ensure confidentiality.

SFAs should develop apolicy to inform parents how money left in astudent’s account at the end of the year will be
handled. The policy needsto include:

1 A statement that refunds will be made upon request.

2 A statement concerning how, if arequest is not made, the money will be handled (i.e., it will be put into the
student’s account for the next fiscal year—closing the current fiscal year out with azero balance).
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3. A statement concerning how, if the student leaves the school district without requesting a refund, the money

will behandled. (For example, if themoney isat or below acertain level [$2.00 or $3.00, or whatever thedistrict
decides], the money will be used as adonation to the CNP. If the amount is more than that, the money will be
forwarded to the known address of the student. If the envel opeisreturned unopened, the money will betreated
as adonation to the CNP)

C. Feesfor Credit Card Services (Reference FNSInstruction 782-6, Rev. 1, and USDA Policy Memo 2005-SP-10)

It is common for companies that accept payment for meal services electronically to add a service charge for the
processing of such payments. It is acceptable that the organization administering the electronic credits add a
service charge for both the full-price and reduced-price eligibl e students, provided that these students and families
have another payment option available to them where there is no service charge, such as with the cashier or the
school office. Sincethere MUST be another payment option available with no fees, the provision of FNSInstruction
782-6, Feesfor Lunchroom Services, which prohibits additional feesfor supervisory or other services, would not
apply in this case. Additionally, if the SFA chooses to pay for these online payment charges, it would be an
allowable cost out of the nonprofit school food service account.

D. Disciplinary Action (Reference FNSInstruction 791-1 Rev. 1)

The denial of free, reduced-price, or full-price meals and/or milk as adisciplinary action against any child who is
enrolled in asite participating in the CNPisinconsistent with Sections 2 and 9 of the National School Lunch Act
(NSLA) and Sections 2, 3, and 4 of the Child Nutrition Act (CNA) of 1966. Disciplinary actionthat INDIRECTLY
results in the loss of meals or milk is allowable; e.g., a student is suspended from school. However, when the
withholding of mealsor milk | Sthedisciplinary action or if thedisciplinary action DIRECTLY resultsin theloss of
mealsor milk, itisinconsistent with the law and isnot allowable; e.g., astudent is suspended from school during the
meal or milk period only.

SFAsshall:

1 When considering disciplinary action against any child, ensure that such action is consistent with this policy.

2

Make areimbursable meal or milk availableto any child attending school who, for disciplinary reasons, isnot
allowed to eat in the cafeteria.

E Substitutionsto the Meal Pattern Requirements

1 Specia Medica or Dietary Needs. Documentation of special dietary needs must be on file at the cafeteria
manager’soffice.
a  Disabled Students (Refer to page C-119 for acopy of theform.):
Generally, children with food alergies or intolerances do not have a disability as defined under either
Section 504 of the Rehabilitation Act or Part B of IDEA.
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CNPregulationsrequire participating SFAS, institutions, and sponsorsto offer to all participants breakfasts,
lunches, suppers, snacks, and milk that meet the meal pattern requirements identified in the program
regulations. USDA regulations further REQUI RE substitutionsto the standard meal pattern requirements
for participantswho are considered disabled under 7 CFR 8§15(b) and whose disability restrictstheir diets.
The provisions requiring substitutions for disabled participants respond to the requirements of Section
504 of the Rehabilitation Act of 1973 and to USDA'simplementing regulations 7 CFR §15(b) which provide
that no otherwise qualified disabled individuals shall, solely on the basis of disability, be excluded from
participationin, be denied benefit of, or subjected to discrimination under any program or activity receiving
federal financial assistance. (Reference FNSInstruction 783-2, Rev. 2)

When, in the licensed physician’s assessment, food allergies may result in severe, life-threatening
(anaphylactic) reactions, the child’s condition would meet the definition of disability and the substitutions
prescribed by the licensed physician must be made. It is the responsibility of the SFA to pay for any
substitutions required. (For more information on allergy and anaphylaxis label reading, go to
<www.foodallergy.org>.)

b. Nondisabled Students (Refer to page C-117 for acopy of the form.):

SFAsmay, at their discretion, make substitutionsfor individual participantswho are not disabled persons
asdefined in 7 CFR 815(b)(3)(i), but who are unable to consume afood item because of medical or other
specia dietary needs. Thissubstitution DOESNOT include milk. Seeltem 2 below for milk substitution
requirements. Such substitutions may only be made on a case-by-case basis when supported by a
statement signed by arecognized medical authority. In these cases, recognized medical authorities may
include physicians, physician assistants, nurse practitioners, or other professionals.

2 Milk Substitutions (Nondairy Beverage)

Public Law 108-265, Section 102, statesthat aschool MAY substitutefor the fluid milk requirement anondairy
beveragethat isnutritionally equivalent to fluid milk and meets nutritional standards established by USDA for
students who cannot consume fluid milk because of a medical or other special dietary need other than a
disability:

Substitutions MAY be made if the school notifies the State Agency in its Renewal Policy Statement that the
school isimplementing thisvariation. The substitution isrequired to have awritten statement from amedical
authority or from a student’s parent or legal guardian (refer to page C-121 to see an example of the Milk
Substitution Request Form) that identifies the medical or other special dietary need that restrictsthe student’s
diet. The school shall not be required to provide beverages other than beverages the school hasidentified as
acceptable substitutes.

Expensesincurred in providing substitutionsthat arein excess of expenses covered by reimbursement shall be
paid by the SFA.

NOTE: Only mealsthat contain milk* or an acceptable milk substitute arereimbursable unlessthe school
isimplementing the Offer versus Serve provision and the student declinesthe milk.

*SitesMUST offer studentsfluid pasteurized milk in at |east two choicesfrom the following:
*  Unflavored or flavored fat-free

e Unflavored lowfat (1%)
e Lactose-reduced lowfat (1%) or fat-free
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e Lactose-freelowfat (1%) or fat-free
e Cultured buttermilk lowfat (1%) or fat-free
e Acidified milk lowfat (1%0) or fat-free

a  Fluid milk substitution rule appliesto the following CNP:

e National School Lunch Program
e School Breakfast Program
e After-School Snack Program
e Specia Milk Program
b. Nondairy beverage nutrient requirements per cup:

e Cdcium 276mg

e Protein 8¢

e VitaminA 5001U

e VitaminD 1001U

e Magnesium 24mg

e Potassium 222mg

e Phosphorus 349mg

e Riboflavin 0.44mg

e VitaminB-12 11mg
c. Acceptable reasons for requesting a milk substitute:

e Milkallergy

» Rdigious

e Cultura

»  Ethical reason

*  Vegandiet

NOTE: If arequest statesthat a child does not like milk, thisis not an acceptable reason.
d. Unacceptable milk substitutions:

e Water
e Juice

NOTE: When the milk substitution request is due to a medical or special dietary need other than a
disability, the school chooses whether to accommodate the student and selects the nondairy beverage
in accordance with the final milk substitution rule.

3 Substitutions Due to Ethnic or Religious Preferences

Sites MAY consider ethnic and religious preferences when planning and preparing meals. Variations on an
experimental or continuing basisin the food componentsfor the food-based menu-planning approaches must
have written approval from USDA. Contact the State Agency for further instructions. (Reference USDA
Regulations §210.10[g][2])
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F  Student and Parent Involvement

OnAugust 17, 1979, regul ationswere signed requiring student and parent involvement in the National School Lunch
Program (NSLP). Activities to fulfill this requirement may include menu planning, enhancement of the eating
environment, program promotion, and related student-community support activities. USDA is not requiring any
specific form of student or parental involvement, but isleaving thisto the discretion of the individual SFA.

G. Student Workers

All student workersin the cafeteriamust be paid for their 1abor. They cannot be compensated by receiving free meals
for their work.

H. Lost, Stolen, or Misused Meal Tickets/Cards

SFAs are required to establish procedures for handling lost, stolen, and misused student meal tickets/cards. Any
system that limits the number of tickets must conform to the following:

1

Parents and students must be advised in writing of the school’s policy regarding missing meal tickets and of
students’ corresponding responsibility for their tickets. Such notice shall be provided at the time applications
are distributed to households or upon approval for free or reduced-price benefits.

A minimum of THREE ticket/card replacements, or special meal arrangements resulting from three lost or
stolen tickets, must be allowed each student within each school year.

The site must maintain alist of students who have reported missing origina ticketsin the current school year
and the number of occurrencesfor each student. Prior to denying ameal to any student without aticket, thelist
should always be reviewed to determine if the student has already had at least three ticket replacements or
specia meal arrangementsfor lost or stolen tickets within that school year.

At least one advance WRI TTEN warning must be given to the student and the parents prior to refusal to allow
additional mealsor ticket replacements. Thewritten warning must include an explanation that the student has
repeatedly requested replacement tickets and that each subsequent time the student failsto have aticket, he or
shewill be expected to either bring lunch or pay full pricefor lunch.

Meals must always be provided to preprimary and young primary students or to any disabled students who
may be unableto takefull responsibility for ameal ticket.

Using the abovecriteria, SFAsmay devel op the most administratively feasible system to handle missing tickets
as determined by individual site circumstances and frequency of ticket issuance. In cases of repeated ticket
loss or misuse, site administrators may wish to contact an adult household member to arrange a meeting to
discuss the problem.

It is recommended that the meal or ticket replacement policy for missing free and reduced-price tickets be
extended to theloss of full-pricetickets. If such auniform policy covering both needy and nonneedy students
is not implemented, sites must exercise care to preclude the overt identification of needy students when
reissuing free or reduced-price meal tickets or making arrangementsto provide meal sto studentswhosetickets
aremissing.
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7. Replacement feesmay only be charged after the third replacement ticket (card) hasbeenissued, as specifiedin
FNSInstruction 765-7, Revision 2.

8 Ticket (card) replacement costs may not exceed the cost of one paid meal. The cost of one paid meal is
interpreted to mean the charge for afull-price student meal.

I.  Reimbursement for Off-Site Meal Consumption (Reference FNS Instruction 786-8, Revision 1)

Exceptional circumstances exist for studentswho are enrolled in one school but attend another work-study sitefor
the part of the day that includes the meal hour. Those students applying for free or reduced-price meals should do
so through their home-base schoal since the home-base school would be morefamiliar withindividual circumstances.
Thework-study school isresponsiblefor the service of mealsand the record keeping for meals served and claimed
for reimbursement. Therefore, the work-study school should obtain, for its own records, acopy of the Application
for Free and Reduced-Price School Mealsfor any student to whom it servesafree or reduced-price meal. Whenthe
work-study site does not participate in the programs, takeout school meals meeting program requirements may be
served to such students and claimed for reimbursement by their home-base school. The provision of such mealsis
at the option of the school, since SFAsare only required to make meal savailabl e to studentswho are present during
themeal service period.

Inall cases, care must be taken to ensure that accurate, detailed records are maintained, including meal countsfor
free, reduced-price, and full-price categories.

J. Prohibition on Advance Meal Payments in the NSLP/SBP/SMP (Reference USDA Policy Memos
2000-SP-21 and 2005-SP-10)

Therequirement that mealsbe paid in advancewill limit access by imposing an additional criterion for participation.
Whilethere must be provision for sometype of prepayment and prepayment may be encouraged through discounts,
prepayments may not be required. Thiswould apply to electronic payments aswell. These payment options must
be specified in the SFA’s free and reduced-price policy statement.

K. Meatimes
1 Breskfast

The breakfast meal shall be served at or close to the beginning of the child’sday at school. (Reference 7 CFR
§220.2[b]) Eachindividual school district must decide the length of the meal service.

2 Lunch
Schools must offer lunches during the period the school has designated as the lunch period. Schools must

offer lunches between 10 a.m. and 2 p.m. (Reference 7 CFR §210.10[f]) Eachindividual school district must
decide the length of the meal service.
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MEDICAL STATEMENT
FOR
CHILDREN WITHOUT DISABILITIES

Requesting Special Foodsin Child Nutrition Programs

Part | (to befilled out by SFA or Parent/Guardian)

Name of Student: Age:
Name of Parent/Guardian: Telephone Number:
School District: School Attended by Student:

Part |1 (to befilled out by arecognized Medical Authority)

Diagnosis (include description of the patient’s medical or other special dietary needs that restrict the child's diet):

List food(s) to be omitted from diet:

List food(s) that may be substituted (diet plan):

Additional information:

Date Signature of Recognized Medical Authority

Telephone Number:
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MEDICAL STATEMENT
FOR
CHILDREN WITH DISABILITIES

Requesting Special Foodsin Child Nutrition Programs

Part | (to befilled out by the School District or the Parent/Guardian)

Name of Student: Age:
Name of Parent/Guardian: Telephone Number:
School District: School Attended by Student:

Part Il (to befilled out by a Physician)

Diagnosis (include description of the patient’s disability and the major life activity affected by the disability):

List food(s) to be omitted from diet:

List food(s) that may be substituted (diet plan) and any modifications of texture or consistency that are necessary:

Date Signature of Physician

Physician’sTelephone Number:
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MILK SUBSTITUTION REQUEST

Student’sName: Age Grade:

The Public School is participating in the milk substitution
provisonwhich statesthat aschool may substitutefor thefluid milk anondairy beveragethat isnutritionaly
equivaent to fluid milk and meets Nutritional Standards established by the United States Department of
Agriculture(USDA). Ataminimum, the Nutritiona Standardsshall includefortification of cacium, protein,
vitaminA, and vitamin D to levelsfoundsin cow’s milk for studentswho cannot consume fluid milk
because of amedical or other special dietary need other than adisability.

The Public School has notified the State Department of
Education (the State Agency) that the school isimplementing thisvariation. The substitution requiresa
written statement by amedica authority or by astudent’ sparent or legd guardianthat identifiesthemedical
or other specid dietary need which restrictsthe student’ sdiet, except that the school shall not berequired
to provide beverages other than beveragesthe school hasidentified as acceptabl e substitutes.

Acceptable substitutesare asfollows:

Expensesincurred in providing substitutionsthat arein excess of expenses covered by reimbursements
shall bepaid by the school district.

For Medical Authority or Parent/Guardian to Complete:

Reasonfor Milk Substitution:

Date Signature of Medical Authority or Parent/Guardian
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SUMMER MEAL AVAILABILITY

A. TheHesalthy, Hunger-Free KidsAct of 2010, Public Law 111-296, establishes requirementsfor conducting outreach
to householdson the availability of Summer Food Service Program (SFSP) meals.

Section 112 of the Act amends Section 13(8) of the Richard B. Russell National School LunchAct (42 U.S.C. 1761[d)])
to requirethat each SFA cooperateswith SFSP serviceinstitutionsto inform eligiblefamilies of the availability and
location of free meals for students when the regular school year ends.

Acceptable activitiesmay include devel oping or disseminating printed or el ectronic material sto families of school
children prior to the end of the school year that provideinformation on the availability and location of SFSP meals.
Other activities to promote the availability and location of SFSP meals may be approved by the State Agency.
(Reference USDA Policy Memo SP-04-2011)

B. Optionsfor Schools Operating Accredited Summer School Sites

A school site operating an accredited summer school as defined in Oklahoma Statute 210:35-15-2, after theregular
school year has concluded, has THREE options in continuing to feed its students during the summer months:

1 ExtendtheNationa School Lunch Program (NSLP)/School Breakfast Program (SBP)/After-School Snack Program
(ASSP).

Schools sites extending these programs follow the same meal pattern requirements and same meal-counting
and -claiming procedures asin theregular school year. In siteswherethese programs are extended, carryover
applicationsfrom the previous school year are affected. If summer school and meal participation continueinto
the month of July, thefirst day of the 30-day operating period for that particular sitewould begin onthefirst day
summer school isin sessionin July. Refer to the Eligibility Section for additional information on carryover
applications.

2. Operatethe Summer Food Service Program for Children (SFSP)

School sites must operate an OPEN site under the SFSP. Please see the information below concerning open
feeding sites under the SFSP.

3. Operatethe Seamless Summer Option

School sitesmust operate an OPEN site under the Seamless Summer Option. Please seethefollowing information
concerning open feeding sites under the Seamless Summer option.

C. Optionsfor SchoolsNOT Operating Accredited Summer School Sites

A school site NOT operating an accredited summer school as defined in Oklahoma Statute 210:35-15-2, after the
regular school year has concluded, has many different optionsto consider if continuing to feed students during the
summer months. Participating in any of the options|isted does not affect the way the school site usesits carryover
applications from the previous school year into the next regular school year. Refer to the Eligibility Section for
additional information on carryover applications.
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Operating the Summer Food Service Program

Schools may operate the SFSP at one or more sites, which are the actual locations where meals are served and
children eat in asupervised setting. Eligiblesitesarethosethat serve childreninlow-income areas or specific
groups of low-income children. Schools must provide documentation that their proposed sites meet the
income-eligibility criteriarequired by law or use the census tract for documentation of eligibility. The most
common types of sites are: open sites, restricted open sites, and closed enrolled sites.

a  Typesof Sites—Schools may sponsor the following types of sites:

@

@

©)

Open Site—Children aged 18 and under eat free in the community where at least 50 percent of the
children areeligiblefor free or reduced-price school meals. These sitesmay be operating an accredited
summer school program or a 21st Century Grant Program. An open site may participate in the SFSP
without offering any type of educational or enrichment program.

Restricted Open Site—Thisisan open siterestricted for safety, control, or security, and that meetsthe
50 percent criteria. Educational or enrichment programs may or may not be offered along with the meal
service.

Closed Enrolled Sites—This site may be in any community for an enrolled group of low-income
children, meeting the 50 percent criteria explained previously. This excludes accredited summer
school programs, but includes programs such as 21st Century grants, tutoring, etc.

b. Specia Typesof Sites:

(1)
@

Migrant Site—Thissite serves children of migrant families.
Camps—A siteisresidentia or nonresidential.

c. BasicReguirements:

@

@

©)

Application—SFAsmay apply for the SFSPby calling LindaWren at 405-522-5040. Ms. Wrenwill set
up an appointment to visit the school. Theschool will receive aUsername and Password to accessthe
SFSP system.

Meals Prepared in Schools (7 CFR 225.16[f][I][i])—Schools participating in the NSLP or SBP are
accustomed to preparing meals that meet federal nutritional requirements. Sponsors serving meals
that are prepared in schools may, with prior State Agency approval, use the meal requirements of
those programsinstead of the SFSP meal patterns. Sections210.10 and 210.10(8) of NSLPregulations
and Sections 220.8 and 220.8(a) of SBP regul ations describe requirementsfor school meals.
Reimbursement—M eal sare reimbursed at a higher free reimbursement rate than the Seaml ess Summer
Option. The site reports the number of reimbursable meals served each month and receives a
combination of operating and administrative reimbursement. Schools receive the maximum
reimbursement by claiming the number of reimbursable mealsmultiplied by the current rates.

2013 Ratesfor Summer Food Service Program for Children

Rural or Self-Prep Sites Urban Vended
Breskfast $ 19800 $ 19 (Operating and administrative
Lunch/Supper 34700 34125 reimbursement rates have been
Snack 0.8200 0.8000

added together)
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(4 Monitoring by SFA—SFAs operating sites under the SFSP must conduct the following monitoring
visits:

(@ Preoperational site visit (part of application process)

(b) Onevisitwithinthefirst week of operation (Thisiswaived for experienced SFAswhose sitesdid
not experience operating problemsin the prior year.)

(©) Onevisit during first four weeks of program operation.

The chart on page C-127 shows the difference between the SFSP and the Seamless Summer Option.
2. Operating the Seamless Summer Option

The Seamless Summer Option combines features of the NSL P, the SBP, and the SFSP. SFAsparticipating inthe
Seamless Summer option basically follow the same guidelines asthe NSLPand SBP.

a.  Approval Criteria: In order for an open site to be approved, at least 50 percent of the children in the area
to be served must be eligiblefor free or reduced-price school meals. Closed enrolled sitesmay also qualify
if 50 percent of theenrolled children aredligiblefor free or reduced-price meals. At thesesites, reimbursement
isprovided for meals served to al children aged 18 and under. Camps must qualify based on individual
children’sédligihility and may only claim reimbursement for children who are eligiblefor free or reduced-
pricemeals.

b. Typesof Sites—Schools may sponsor the following types of sites:

(1) Open Site—All children eat freeinthe community where at |east 50 percent of the children areeligible
for free or reduced-price meals. These sites may be operating an accredited summer school program,
a21st Century Grant Program, or the site may just be offering the meal. An open site may participate
in the Seaml ess Summer Option without offering any type of educational or enrichment program.

(2 Restricted Open Site—Thisisan open siterestricted for safety, control, or security and that meetsthe
50 percent criteriaabove. Educational or enrichment programs may or may not be offered along with
themeal service.

(3 Closed Enrolled Site—Thissite may bein any community for an enrolled group of low-income children
meeting the 50 percent criteriafor an open siteor using the eligibility status of individual childrenif 50
percent or more of theenrolled children are free and reduced-price. The SFA must explain why aclosed
enrolled site is being sponsored.

(4 Migrant Site—Thissite serveschildren of migrant families.

(5) Camps—A site must be nonresidential. A camp may qualify if 50 percent or more of the enrolled
childrenaredligiblefor free or reduced-price mealsand can only claim reimbursement for those children.
The SFA must explain why a camp is being sponsored instead of a more conventional Seamless
Summer Option site.
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C.

Basic Reguirementsfor the Seamless Summer Option

@

@
©)

4

)

Application—SFAs may apply online through the eClaims system. Log onto the SDE Web site at
<www.state.sde.ok.us>, and click on Site Index on the left-hand side of the page. Scroll down and
click on Child Nutrition eClaims. Click onthedollar signicon, and enter your username and password.
Click on the Renewal Menu, and scroll down and click on the Seamless Summer Application. Contact
Judy Cowden-Smith at 405-522-5045 if you have questions.

Meal Pattern Requirements—SFAs follow the same menu-planning option implemented during the
regular school year.

Reimbursement—M eal s are reimbursed at the same NSL P/SBP/ASSP free rate as during the regul ar
school year.

2013 Ratesfor Seamless Summer Option Through June 30, 2013

Meal Rate

Breakfast $L55 or $1.85 (if siteis Severe Need)

L unch/Supper 286 or $2.88 (if district isa60 percent district)
Snack .78

Meal Service—Open and closed enrolled sites may claim up to two types of meals per day in any
combination except lunch and supper. Camps and migrant sitesmay serve amaximum of three meals
per day and may claim both lunch and supper on the same day.

Monitoring by SFA—SFAsmust review each siteat least once during its operation to ensure compliance
with meal counting, claiming, menu planning, and food saf ety requirements.
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RESIDENTIAL CHILD CAREINSTITUTIONS(RCCIs)ADDITIONAL REQUIREMENTS

NOTE: Boarding SchoolsAre Treated Exactly As a Public School

ELIGIBILITY DOCUMENTATION FOR RESIDENTIAL STUDENTS

Each child residingin an RCCI isconsidered ahousehold of one. Anapplication must be completed for each child, or the
RCCI may usean eligibility documentation sheet (Master Roster) for all childrenresiding inthe RCCI.

A. Statement of Facts

The simplest method of documenting astudent’seligibility isto have a Statement of Factsonfileat the RCCI. This
isawritten statement outlining the general policy or condition withinthe RCCI that would define al theresidential
students (not including day students) to be €eligible for free benefits. A copy of the form can be found on page
C-131. Thefollowing are some acceptable examples of what would qualify as a Statement of Facts.

All our children are wards of the court. They are not permitted to earn, receive, or retain any money whilein our
custody.

Our students are permitted to hold part-time jobs (up to 16 hours per week). The maximum earnings we have seen
have been $83 per week. We also permit students to receive up to $5 per week from home, but we require any
money received or earned to be turned into our bank and to be drawn out only with permission.

B. Master Roster or Enrollment Application

If this method is used, the enrollment information must provide the birth date of each student to ensure that no
meals served to students over the age of 21 are being claimed for reimbursement. Since all mealsin thiscase are
served at the free reimbursement rate, the RCCI may use the Meal Count Worksheet on page C-133.

If the RCCI does not have a Statement of Facts for its residential students that dictates the allowable income to
studentsqualifying all of them asfree or if the RCCI hasday students, then it must record eligibility determination,
by student, on amaster roster or on an enrollment application. An application for free/reduced-price meals must be
completed on each student to determine each one'seligibility. Direct Certification could also beused. (Refer to the
Eligibility Section for moreinformation.) A copy of aMaster Roster can befound on page C-135. Both the master
roster and enrollment application must contain the following information:

Child'sname

Child'shirth date (MM/DD/YY)

Date of entry

Child'spersona income—indicate 0 if noincomeisreceived
Frequency with whichincomeisreceived

Dateof digibility determination

Category of digibility

Approving official’sinitials

Placement agency

Date of withdrawal

COWONOOMWDNPE
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C. ChildAttending School Off Campus

Studentsresiding in an RCCI but attending school off campusarenot AUTOMATICALLY eligibleat THAT school
toreceive meal benefits. The RCCI may complete the Application for Free and Reduced-Price School Med sif the
adult member of the household isnot available. Incomefor the child must be shown on the application evenif itis
zero. If achild residesat an RCCI but attends a school off the RCCI campus, that school MUST have acompleted
application on filefor each child for whom afree or reduced-price meal isserved and claimed for reimbursement.

D. Attendance Records
If all students are residential and a general policy or condition (Statement of Facts) exists that causes all
institutionalized children to be eligible for free benefits, the Master Roster is not required. However, monthly
attendance records are required to be maintained by al RCCls. Refer to page C-137 for acopy of theform.

E Poaint of ServiceMeal Count
All RCClsmust take apoint of service count to ensurethat reimbursable mealsare served. RCClswith day students
must also ensure that these counts are categorical. RCCIs with day students should refer to Section IV of the
School Food Service Compliance Document for further details.

F  Edit Check

All RCCls are required to complete daily edit checks. Refer to page C-139 for a copy of the RCCI Edit Check
Worksheet.
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STATEMENT OF FACTS
FOR
RESIDENTIAL STUDENTS UNDER THE AGE OF 21

Name of RCCI

Explainwhat constitutesdocumentation of digibility for freeand reduced-pricemedls.

For the RCCI:

Name

Title

Date
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RCCI MEAL COUNT WORKSHEET
FOR RESIDENTIAL STUDENTS WHO ALL QUALIFY FOR FREE MEALS

Name of RCCI:

County/District Code: Month 20 (To be maintained at institutions with CNP records.)

DATE NUMBERMEALS
SERVED TO RESIDENTIAL STUDENTS

Breakfast Lunch Snack
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RCCI MEAL COUNT WORKSHEET

The Meal Count Worksheet isto be used only for institutionswhere AL L studentsqualify for free mesl
benefits. Anactua physical count must betaken at meatime. Thetotal verified mea count for each med
serviceisrecorded after each enrolled student hasreceived his’/her meal. All meals served must meet
minimummedl pattern requirements.
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MASTER ROSTER

Name of Institution:

. Per sonal )
Child’sName Income Child’'s Date Category Date
(Earned | Birth Date* | of Admission of of Release
Directly or Eligibility
Received (FIRIP)
by Child)
Signature of Approving Official: Title

E-Mail Address:

*NOTE: No student over the age of 21 iseligible for reimbursable meal benefitsunder the NSLP/SBP.
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