



NH ARTs Training Workshop  
August 13, 2014
What to Expect During An Administrative Review 
for School Nutrition Programs 


General Information 
Resources:
· NH DOE website: www.education.nh.gov/program/nutrition/index.htm  

· BNPS NSLP communications and policy memos: http://www.education.nh.gov/program/nutrition/nslp_memos/index.htm 

Administrative Review’s (AR) are comprehensive reviews that are conducted every 
3 years (it was every 5 years). The focus of the AR is SAU/RA wide (versus a school focus as done in the past). 

Number of Schools to Review
The number of schools to review in a SAU is based on USDA’s regulation: 
· 1-5 	schools =  review 1 school 
· 6-10 	schools =  review 2 schools
· 11-20 	schools =  review 3 schools  
· 21-40 	schools =  review 4 schools

School Selection
The school selection for an AR is based on USDA and State regulation. 

School Nutrition Programs Reviewed
School nutrition programs that are part of the comprehensive SAU/RA AR include: 
· School Breakfast Program (SBP). The SA must review 50% of breakfast programs at schools selected for the AR  
   
· National School Lunch Program (NSLP): The SA must review all lunch programs at schools selected for the AR

· After School Snack Program: The SA must review each school’s after school snack program documentation selected for the AR; if the selected schools do not operate the program, no review is done 

· Special Milk Program (SMP): The SA will review the SMP only if it operates at a school selected for an AR

· Fresh Fruit and Vegetable Program (FFVP): Of the schools selected for an AR, the SA must select FFVP schools for review based on USDA criteria. 
If there are 1-5 schools selected for the AR’s and all run the FFVP program, the SA will review 1 school for FFVP; 6-10 schools, all have FFVP, 2 FFVP reviews and 11-20 schools, all have FFVP, 3 FFVP reviews  

· Seamless Summer Program (SSO): If an SFA operates one or more SSO sites, the SA must select and review at least one SSO site as part of an AR 


Starting the AR process:
The AR process starts with a phone call from the State Agency (SA) reviewer to the Food Service Director (FSD) in order to set up the dates to conduct the AR. This call is made at least 8 weeks in advance of the onsite portion of the AR. The AR consists of two major parts; the Offsite review and the Onsite Review. 


The SAU is then sent a preview letter electronically outlining information that is reviewed as part of an AR with a list of requested documents to email back to the SA. The SA will also send out attachments with the preview letter to obtain additional information. All requested documents have a time sensitive deadline. It is important to adhere to the deadlines for requested documents. Failure to meet the deadlines may trigger a more comprehensive review of the resource management and/or the meal pattern and dietary specifications areas of the AR. 


The offsite portion of the AR usually involves emails and phone calls between the SA and the (FSD) and/or Business Administrator (BA) as needed for clarification or for additional documentation. The documents sent between the SA and the designated party at the SAU/RA is done electronically. Guidance is provided by the SA throughout the offsite and onsite AR process.



Offsite Review . . . . . . 

What information is requested by the SA and reviewed during the Offsite Review?
· Offsite Assessment Questionnaire (blue handout)
· This document is either sent out electronically as an attachment to the preview letter to complete and return to the SA or it may be completed over the telephone with the SA reviewer. 


· Meal Compliance Assessment Tool (green handout )
· This is completed over the phone with the FSD for each school being reviewed. The answers are transferred into an electronic USDA document and a score is calculated. 

· The school with the highest score will be selected to complete a Dietary Specifications Assessment Tool questionnaire.

· Information documented on the Dietary Specifications Assessment Tool questionnaire will be validated during the onsite portion of the review.
	 
· Dietary Specifications Assessment Tool (gray handout)
· This document is sent electronically as an attachment to the preview letter for the selected school. The questionnaire is completed and returned to the SA.

· This tool is based on a scoring system. Depending on the outcome of the score, the risk assessment will be low or high. If the score is high, a comprehensive review, Nutrient Analysis, is done by the SA for both breakfast and lunch. In order to conduct the Nutrient Analysis multiple documents are requested electronically: standardized recipes, Child Nutrition (CN) labels and product labels to be forwarded to the SA. It is important to have a strong support system in place for validating the menu and meal pattern. 

· The answers provided on the tool, whether the score is low or high, will be validated on the day of the review for compliance.


· Menu worksheet(s) Note: Updated menu worksheets to include a sodium assessment should be available in August 2014.
· Formerly known as the 6 cents certification menu worksheet.
 
· The menu worksheet(s) is completed by the FSD for the 1st full week in the selected review month. 

· Only the menu worksheet(s) section needs to be completed; no simplified nutrient assessment is required.

· The menu worksheet(s) is completed for both breakfast and lunch for each age and grade group being reviewed and then returned electronically to the SA.

· The menu worksheet links are located on the BNPS website under the NSLP.


· Resource Management Risk Assessment Indicator Tool (ivory handout)
· Review areas include: Paid Lunch Equity (PLE), Maintenance of the Nonprofit School Food Service Account, Revenue from Non- program Foods, Indirect Costs, Meal Charging, Food Service Management Companies and USDA foods.

· The SA will either collect information for the Resource Management Risk Assessment Indicator Tool from the Offsite Assessment Questionnaire document answers or it may be completed over the telephone.  

· This USDA tool is based on a scoring system. Answers are entered into an electronic document that applies a score. Depending on the score, the risk assessment will be low or high. If it is high, a comprehensive resource review will be conducted. This will require additional documentation be emailed to the SA as requested.

· Failure to meet the SA time deadlines may trigger a comprehensive resource review as required by USDA. If a comprehensive review is triggered, the additional documentation will start with a complete list of charges to the non-profit food service account for the previous fiscal year, sorted by food, labor and other. From this list the SA will request copies of the source documentation for a statistical sampling of each category of costs. 


· One consolidated list of students eligible for free and reduced price meals (no paid students) SAU wide, listed alphabetically by the last name with the approved meal benefit category.


· For SAU’s with over 100 Free and Reduced Price Family Meals Applications, the SA will conduct a statistical sampling of the applications SAU/RA wide and a list of the students selected will be provided to the SAU/RA. These applications MUST be available on the first morning of the AR to be reviewed by the SA. 


· The Direct Certification list for all students who have been directly certified for the current school year up to the review month. 


· Written procedure used to count and consolidate meals.


· Monthly summary report showing the daily total of breakfast and lunch meal counts for free, reduced price and paid for each day in the selected review month.


· Applicable pages from the most recent financial audit report that has the food service account information: expenditures, revenues and food service balance will be reviewed for the non-profit status.


· The SAU’s written meal charging policy for the food service operation. Reminders:
· Meal debt cannot be carried over to the next school year. 

· Meal debt cannot be written off at the end of the school year by food service. 

Question: does the SAU’s or school districts written meal charging policy match what is being done in the schools? 


· Previously copies of the Paid Lunch Equity (PLE) worksheets were sent to the SA to review offsite. New for this school year 2014-15, copies of the Paid Lunch Equity (PLE) worksheets are now part of the sponsor application (attachment) to participate in School Nutrition Programs.


· Menus for both breakfast and lunch for each school being reviewed:
· Review week in the review month selected
 
· week of the onsite review


· Production Records (PR) for the review month for both breakfast and lunch for each school being reviewed. 
Question: Do your PR’s include the following information and match your menus?
· Records include all information necessary to support the claiming of reimbursable meals and any additional SA requirements (i.e., all menu items are listed and all required meal components are offered);

· Records are used for proper planning (e.g., evaluate for consumption and leftovers);

· Records document food prepared is creditable for the total number of reimbursable meals offered and served;

· Records document a la carte, adult, and/or other non-reimbursable meals, including number of portions for each of these food items;

· Records document that 2 types of allowable milk types, whole grain-rich, and vegetable sub-group requirements are met;

· Records document weekly quantity requirements for grains, meat/meat alternates, vegetables, fruit, and milk; and

· Records align with standardized recipes

· Connecticut has PR’s that may be viewed and downloaded to use http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320672  


· Supportive documentation for the menu to validate the meal pattern
· Child Nutrition (CN) Labels:
CN labels are available only for main dish entrees that contribute to the meat/meat alternates component of the meal pattern requirements, e.g., beef patties, cheese or meat pizzas, meat or cheese and bean burritos, egg rolls and breaded fish portions. CN labels will also indicate the contribution of other meal components that are part of these products, for example:
· CN labeled pizza may list contributions to the meat/meat alternates, grains and vegetables components of the meal pattern; and

· CN labeled breaded chicken nuggets may list contributions to the meat/meat alternates and grains components.

· Product formulation statements are developed by manufacturers to provide specific information about their products. They generally include a detailed explanation of what the product contains and the amount of each ingredient in the product by weight. Since product formulation statements are not regulated, their information varies from manufacturer to manufacturer. Unlike a CN label, a product formulation statement does not provide any warranty against audit claims for reimbursable meals. Any crediting information received from a manufacturer other than a valid CN label should be checked by the SFA for accuracy prior to the item being included in the reimbursable meal.

· Recipes
· Grain ounce equivalents calculations; steps to determine how many credible grain servings a recipe yields
· Resource: Food Buying Guide, Section 3, Grains and Breads; pgs. 3-11 to 3-13. Note: Replace the 14.75 grams with 16 oz. eq. 

· Product labels
· Whole grain rich definition:
· Whole grain listed as the first ingredient
· 8 grams of whole grain per serving
· FDA – approved whole grain health claim on package
· No trans fat


· Food Establishment Inspection Reports (food safety inspections) 
· Copies of the most current food safety inspections from the past 
2 years for each school being reviewed.

· Documentation to support 2 food safety inspections per school, or documentation validating an attempt was made for the second food safety inspection. 


· Equipment temperature logs for a selected week


· Local School Wellness Policy (LWP) (yellow handout)
· Compare your LWP to the Local School Wellness Policies (LWP) Comparison Chart of 2004 vs. 2010 Requirements.
        
· Questions to help ensure the LWP is active and compliant with implementation, evaluation and publicly reporting on the LWP progress:
· How does the public know about your LWP?

· Are periodic reviews and updates done?
 
· How are stakeholders made aware of their ability to participate?

· What are the goals for nutrition education, physical activity, school based activities promoting wellness?

· How are nutrition promotion goals met?

· Who is the designated LWP oversight official?

· Are there nutrition guidelines?

· What are the plans for measuring implementation?

· How is the public notified of the results from the most recent assessment on the implementation of the LWP?


· On-site Monitoring –Accuclaim. An SAU with more than one school must conduct an onsite review of the lunch meal counting and claiming system at each school under its jurisdiction by February 1 of each year.

· The on-site monitoring should be done by individuals that have knowledge of USDA regulation associated with School Nutrition Programs.
 
· The forms are located on the BNPS website under http://www.education.nh.gov/program/nutrition/nslp_application.htm
· Food Service Management Company (FSMC)  
· Questions to determine whether an SAU is compliant with responsibilities when contracting with an FSMC for food service operations:
· Does the SAU retain signature authority on the SA-SFA agreement, free and reduced-price policy statement and monthly Claim for Reimbursement?

· Who performs aspects of the application, certification and/or verification process of eligibility for school meal programs?

· Who establishes prices for all meals served under the nonprofit school food service account (e.g. pricing for reimbursable meals, a la carte foods including vending machine items, and adult meals, as applicable)?

· Does the SAU retain control of the nonprofit school food service account and overall financial responsibility for the school nutrition programs?

· Does the SAU conduct a reconciliation at least annually to ensure the FSMC has credited it for the value of all USDA Foods received?

· Does the SAU maintain the applicable health certification(s) necessary and ensure that all State and local regulations are being met by a FSMC preparing or serving meals?

· Is there an advisory board to assist in menu planning?

· Are periodic on-site monitoring visits made to ensure that the FSMC is operating in conformance with the SAU’s agreement?

· To review onsite:  documentation of advisory board meetings; any written findings documented during periodic onsite review of FSMC’s meal service.









Onsite Review . . . . . .

The onsite portion of the AR is scheduled for at least 2 days. The time needed to complete the onsite review will depend on the number of schools being reviewed, the number of SA reviewers and if any concerns have surfaced during the offsite review process. 

On the first day of the AR, a brief entrance conference will take place which outlines how the AR will proceed. 

Once the AR is completed, an exit conference is held on the last review day. During this time, the SA provides and discusses the Draft Action Summary Form. This document contains offsite and onsite information and is a “snapshot” outlining all areas of the review, noting any Findings requiring Corrective Action plans, Technical Assistance, recommendations and possible Fiscal Action that may be taken. This document allows the SAU/RA an opportunity to correct Findings prior to the written report being sent out by the SA.

What is reviewed during the Onsite Review?

Meal Access and Reimbursement
· Resource: Eligibility Manual for School Meals; Note-updated version for SY 2014-15; forth coming http://www.fns.usda.gov/cnd/guidance/EliMan.pdf 

Certification and Benefit Issuance. 
The certification and benefit process reviews the SFA’s certification of a student’s eligibility for free or reduced-price meals and the link to the SFA’s meal counting and claiming system. This is to ensure eligible children receive the meal benefit to which they are entitled, and the Claims for Reimbursement are valid. 

· Review of the Free and Reduced Price School Meals Family Applications. If there are under 100 applications in the SAU, the SA will review all of them. If there are more than 100 applications in the SAU, the SA uses a Statistical Generator Calculator for a sampling of applications SAU wide. The selection is done prior to the onsite portion of the AR. 
· Ensure the application was completed in its entirety by the parent/guardian and Determining Official in a timely manner.

· The application was determined correctly for the meal benefit using the current income eligibility guidelines and application.

· The meal benefit matches the roster and the Point of Service (POS).

· There is an organized system in place for tracking applications, Direct Certification, homeless students and categorically eligible students based on assistance programs.


· Avoid 5 common application errors by making sure:
· The application has the last 4 digits of the Social Security Number. or the box is checked off “ I do not have a Social Security Number”.

· The parent or guardian signed and dated the application

· The income is legible and frequency of income is documented

· The family size is documented
 
· The determining official has signed/dated the application and completed their portion on the application


· Direct Certification (DC) is utilized:
· Direct Certification is downloaded at the beginning of each month and the roster and the Point of Service (POS) is updated.

· There is a system in place for applications superseded by the DC list.


Fi$cal Action may be taken for:
Incorrectly assigned meal benefits



Verification. 
Verification is a process to confirm selected student’s eligibility for free and reduced-price meals in NSLP and SBP. The verification process must be implemented in accordance with Federal Regulation (7 CFR 245.6a). 

· October 1 – sample size based on the sample pool from the total number of error prone applications (error prone are applications that are within $100 per month of the Income Eligibility Guidelines). Reminder: do not include students in the verification pool that have been Directly Certified.

· Second party edit: Confirmation Official signature on selected applications prior to the verification process taking place.

· November 15 – deadline to complete verification activities.

· Verification packets: It is important to maintain a complete verification packet for each application selected.  This packet would include:
· a copy of both the front and back of the application.

· the letter to the household which notifies them of their selection; the  best practice is to  send this by certified mail. 
· at least one documented follow up attempt by phone or email.
 
· the household’s response to the letter sent to the household with the results of the verification process.

· any appeal documentation and any additional correspondence regarding the process.


Meal Counting and Claiming. 
The meal counting and claiming system must accurately count, record, consolidate and report the numbers of reimbursable meals claimed by category (i.e. free, reduced-price or paid). The meal counting and claiming process must include a mechanism for counting and consolidating meal totals at each school within the SAU/RA. The mechanism must include an internal control system that validates the total meal counts prior to the submission of the Claim for Reimbursement to the State agency.

· Can you answer “yes” to the following questions?
 
· Have cashiers and other staff been trained to identify a reimbursable/complete meal at the Point of Service (POS)?

· Are meal counts checked for accuracy prior to entering the numbers into the claiming system?
 
· Is there a second check of the claims prior to submission to the DOE?

Fi$cal Action may be taken for:
Errors in the meal counting and claiming system 

Meal Pattern and Nutritional Quality
Resources:
· Food Buying Guide http://www.fns.usda.gov/tn/food-buying-guide-school-meal-programs  

· A Menu Planner for Healthy School Meals http://cnn.k12.ar.us/Files/admin_guidance/Menu%20Planner%20All.pdf  

· Whole Grain Resource for the National School Lunch and School Breakfast Programs
http://www.fns.usda.gov/tn/whole-grain-resource   

· USDA http://www.fns.usda.gov/school-meals/nutrition-standards-school-meals  



Meal Components and Quantities. 
The meal pattern for each age/grade group is the foundation of federal school nutrition programs and SFA’s must ensure they are offering reimbursable meals at breakfast and lunch according to the regulations. Part of the review process is to establish meals claimed for reimbursement contain the appropriate meal components and quantities for the SBP and the NSLP. Every reimbursable meal service line must meet the daily and weekly meal pattern requirements for the appropriate age/grade group being served, including self-service stations. The review extends to the supportive documentation that validates the meal pattern requirements for the age/grade group. These documents include production records, Child Nutrition (CN) labels, food labels and standardized recipes. 

· School Breakfast Program (SBP), SY 2014-15.                                                    There are 3 age-grade groups (K-5, 6-8 and 9-12) used for menu planning.

· 3 required food components must consist of at least:
1. Fruits – Effective July 1, 2014: the daily fruit quantity increases from 1/2cup to 1cup for all age/grade groups
· Vegetables may be offered in place of fruits [see note below]

· Full strength juice may be offered to meet up to ½ the weekly fruit requirement 

· Dried fruit offered credits for double the amount offered. (EX) ¼ cup of raisins credits as ½ cup of fruit 


Note: The first 2 cups of vegetables offered for breakfast for the week must be from the dark green, red/orange, beans/legumes or other vegetable subgroups. Therefore, any white potato food item, such as, hash brown potatoes or home fries (starchy vegetable subgroup) can only be served after the above guideline has been met.



2. Grains – Effective July 1, 2014, all grains must be whole grain-rich.
At least 1 ounce equivalent (oz. eq.) of whole grain-rich grains for all age/grade groups

· Whole grain-rich is defined as: 
· Whole grain listed as the first ingredient 

· 8 grams of whole grains per serving 

· FDA approved whole grain health claim on package, “Diets rich in whole-grain foods and other plant foods and low in total fat, saturated fat and cholesterol may reduce the risk of heart disease and some cancers”

· Weekly requirements for age/grade group:
· K-5: 	7-10 oz. eq.
· 6-8: 	8-10 oz. eq.
· 9-12: 	9-10 oz. eq.

· Offer additional WGR grains over the week to meet the weekly grain requirements for each age and grade group

· Meat/meat alternate (M/MA) may be offered to meet part of the grains component IF the minimum daily grain requirement (1 oz. eq.) is offered; 1oz. eq. M/MA may credit as 1 oz. eq. of grains 

· M/MA may be offered as an “extra” food and not credit towards the grain component. However, it must be calculated in with the calories, saturated fats, sodium and trans-fat requirements 

3. Fluid milk – 1 cup

· Allowed: Low fat (1%) plain; fat-free (skim) plain or flavored

· 2 varieties of milk must be offered

· Not allowed: Reduced fat (2%) or whole milk

Offer Versus Serve: (OVS) A food component is 1 of the 3 food groups that comprise reimbursable breakfasts; fruits (or vegetables as substitutes), grains (with optional M/MA) and fluid milk. A food item is a specific food offered within the 3 food components. 

· Effective July 1, 2014, students must be offered 1 cup of fruit but are only required to select a ½ cup of fruits (or vegetables, if offered in place of fruit) as part of the reimbursable breakfast with OVS.

· 4 food items must be offered

· A student must select 3 food items one of which is at least  ½ c fruit for a reimbursable meal

· SY 2014-15: The breakfast on average offered over the course of the week must not exceed the first sodium target established for each age-grade group. 
· Grades K-5: 	540 mg or less
· Grades 6-8: 	600 mg or less
· Grades 9-12: 	640 mg or less
 
· Calorie ranges for each age-grade group remain the same.

· Saturated fat restrictions (less than 10% of calories) remain the same.

· Trans fat restriction remains in effect (o grams of trans-fat per serving).
 
Note: Specifications for sodium, calories and saturated fat apply to breakfasts offered by a weighted average over the course of the week and do not apply to each individual meal or per student.

· National School Lunch Program (NSLP), SY 2014-15:                                 There are 3 age-grade groups (K-5, 6-8 and 9-12) used for menu planning.

· 5 meal components offered with lunch:
1. Fluid Milk
· Allowed: Low fat (1%) plain, fat-free (skim) plain or flavored

· 2 varieties of milk must be offered

· Not allowed: Reduced fat (2%) or whole milk                                           


2.  Meat/Meat Alternates
· Nuts and seeds cannot count for more than half of the meat/meat alternates requirement. They must be combined with another meat/meat alternate to meet the full requirement for each grade group.



3. Grains
· Effective July 1, 2014, all grains must be whole grain-rich.

· Whole grain-rich is defined as: 
· Whole grain listed as the first ingredient 
· 8 grams of whole grains per serving 
· FDA approved whole grain health claim on package, “Diets rich in whole-grain foods and other plant foods and low in total fat, saturated fat and cholesterol may reduce the risk of heart disease and some cancers”

· Menus must meet the minimum daily and weekly grains requirement.


4. Fruits
· The number of ½-cup portions of fruit juice is calculated based on the weekly meal pattern requirements for fruits (2 ½ cups for grades K-5 and 6-8 and 5 cups for grades 9-12). This limits fruit juice to 1 ¼ cups for grades K-5 and 6-8 and 2 ½ cups for 
grades 9-12.





5. Vegetables
· The lunch meal pattern requires weekly servings of five vegetable subgroups, which include: dark green, red/orange, beans/peas (legumes), starchy and other for each age/grade group

· All vegetables credit based on volume except raw leafy greens credit as half the volume served (e.g., 1 cup of leafy greens credits as                 ½ cup of vegetables)
· Cooked leafy greens such as spinach and kale credit based on the actual volume served, e.g., ½ cup of cooked spinach credits as           ½ cup of cooked vegetables (dark green subgroup)

· Dry/mature beans and peas (legumes) may be offered as either a meat/meat alternate or a vegetable (legumes subgroup). However, a serving of legumes cannot count toward both components in the same meal.

· All students must have access to the appropriate quantities of all vegetable subgroups each week. If a school has multiple serving lines, each serving line must offer all vegetable subgroups on a weekly basis.

· If the menu planner does not know the quantities of the different vegetables in a mixture such as a frozen vegetable blend of peas, carrots and corn, it credits as “other” vegetable subgroup; “other unspecified” vegetables must then be identified underneath this vegetable subgroup section. 


Fi$cal Action may be taken for: 
Missing food components
Insufficient quantities of food items resulting in incomplete meals
Missing or incomplete production records
Incomplete meals, such as missing a required fruit or vegetable serving with OVS



Fi$cal Action may be taken for repeated violations for:
Vegetable subgroups
Milk type varieties or usage of unallowable milk types
Whole grain–rich foods
Insufficient food quantities

Reminder . . . In July 2013, the USDA announced it would permanently eliminate the maximums for meat/meat alternates and grains at lunch and breakfast. However, meals must still meet the weekly minimums, dietary specifications and be within the applicable caloric range. 
Signage. 
Signage is a requirement for students to identify and understand what makes a reimbursable/complete meal; this helps to reduce the unintended purchase of a la carte items and guide students to selecting healthier food choices. 



Offer Versus Serve. “Offer Versus Serve” (OVS) is a provision in the SBP and the NSLP that allows students to decline some of the food components/items offered. The goals of OVS are to reduce food waste in the meals program while giving students choices. 

Resource:
· [bookmark: _GoBack]USDA has updated the OVS guidance for SY 2014-15;                                 memo SP57-2014: Updated Offer Versus Serve Guidance

· Students are selecting at least 3 food components/items in the proper serving size to make a reimbursable meal (1 food item taken must be a ½ c of a fruit or vegetable for both breakfast and lunch)

· Food service staff at the POS must be trained to understand and recognize what makes a reimbursable/complete meal

· Lunch only: All high schools (grades 9-12) must utilize the OVS option; OVS is optional at breakfast for all age and grade groups. 


Water. 
The goal of the free potable water is to ensure that students have access to water during the breakfast and lunch meal service.
· The water requirement for breakfast ONLY applies when breakfast is served in the cafeteria.


General Program Compliance

Civil Rights. 
The administration of program services and benefits is in accordance with all laws, regulations, instructions, policies and guidance related to nondiscrimination in program delivery. 

· USDA non-discrimination poster And Justice for All must be posted in a publicly visible location where meals are served. Until the larger size is available through USDA, additional copies of the poster can be printed on 81/2 x 11 paper http://www.fns.usda.gov/cr/and-justice-all-posters version 475C.pdf (159kb); this is the Special Nutrition Programs version that should be used in offices, schools, and other sites that administer Special Nutrition Programs (including WIC). Once the new full size posters become available from USDA, the State agency will notify the field.

· Annual civil rights training for frontline staff; documented with an agenda and sign in sheet:
· Subject areas to train to include: Collection and Use of Data, Effective Public Notification Systems, Complaint Procedures, Compliance Review Techniques, Resolution of Noncompliance, Requirements for Reasonable Accommodations of Persons with Disabilities, Requirements for Language Assistance, Conflict Resolution, and Customer Service. 

· Please refer to the PowerPoint presentation on BNPS website for further guidance. 

· The current non-discrimination statement (May 2013) must be on all materials referencing Child Nutrition Programs. The non-discrimination statement is found on the Bureaus website home page http://www.education.nh.gov/program/nutrition/index.htm.There is also a link under the non-discrimination statement for Frequently Asked Questions (FAQ) - USDA Child Nutrition Program Non-Discrimination Statement, Updated May 2013. 


Food Safety.  (lilac handout)            ACTIVITY
To ensure that all selected schools meet the food safety requirements specified by regulations. This includes any facility where food is stored, prepared or served for the purposes of the SBP, NSLP, or other FNS programs.


Resource: 
· National Food Service Management Institute (NFSMI) http://www.nfsmi.org/   

· The Food Safety plan should be based on Hazard Analysis Critical Control Point (HACCP) principles and contain standard operating procedures (SOP) for safe food handling. 


· The Food Safety plan is specific to the school and menu; employees at each school should review the SOP’s initial and date once complete for understanding and compliance; maintain documents for 3 years plus the current.  


· Two food safety inspections are required per school per school year. When a request for a second food safety inspection is requested, document the information to validate an attempt was made to be in compliance. 


· A copy of the most current food safety inspection must be posted in a public, visible location.


· Each SFA is required to ensure that facilities for the handling, storage, and distribution of purchased and donated foods are properly safeguarded against theft, spoilage and other loss.


· Reminder: if a Food Service Management Company (FSMC) is operating at an SAU/RA, it is the SAU/RA who is responsible for maintaining the food safety inspections and ensure that all State and local regulations are being met by a FSMC preparing or serving meals in an SAU. 


Smart Snacks. 
Any competitive foods and/or beverages must meet the nutrition standards. 

Resources:
· Smart Snacks Product Calculator developed by the Alliance for a Healthier Generation will help you determine if your product meets the USDA Smart Snacks in school nutrition standards*http://rdp.healthiergeneration.org/calc/calculator/   

· Additional information on Smart Snacks in School can be found at: http://www.fns.usda.gov/school-meals/smart-snacks-schools

· The New Federal Competitive Food Rule. NH DOE BNPS Smart Snacks Power Point Presentation presented on June 12, 2014 located on our web site http://www.education.nh.gov/program/nutrition/trainings_index.htm . 


Reporting and Recordkeeping. 
This review area ensures reports are submitted, as required by the State agency, and maintained with other program records (any documents pertaining to operating Child Nutrition Programs with the exception of temperature logs) for a period of three years after submission of the final claim for reimbursement for the fiscal year. If audit findings have not been resolved, the three year period is extended as long as required for resolution of audit issues.

· All documents pertaining to the Child Nutrition Programs must be kept for             3 years plus the current; exception temperature logs, only required to keep for 
6 months.


Other Federal Program Reviews

Reporting/Record keeping: All of the following programs must adhere to maintaining documentation for the period of three years after submission of the final claim for reimbursement for the fiscal year. If audit findings have not been resolved, the three year period is extended as long as required for resolution of audit issues.

School Breakfast Program (SBP) Outreach

Promote and market the SBP. SFAs must inform eligible families of the availability of reimbursable breakfasts served under the SBP. At the beginning of the school year, the SFA must send all households informational packets with free and reduced‐price meal application. In addition, schools must send reminders regarding the availability of the SBP multiple times throughout the school year. Schools may provide reminders to children through their public address systems or through means normally used to communicate with the households of enrolled children. Other acceptable outreach activities may include developing or disseminating printed or electronic material to families and school children. 

Special Milk Program (SMP)

The Special Milk Program (SMP) provides milk to children in schools, residential child care institutions and eligible camps that do not participate in other Federal child nutrition meal service programs. The Program reimburses schools and institutions for the milk served to eligible children. Schools participating in the NSLP or SBP may also participate in the SMP to provide milk to children in half‐day pre‐kindergarten and kindergarten programs where children do not have access to the school meal programs.

· The SA will review SMP documentation for each school selected for the AR that operates the SMP. If none of the selected schools for the AR operate the SMP, the SA is not required to select another school.
 
· The SA will review the SMP pricing policy, counting and claiming procedures to yield accurate claims, milk service procedures and record keeping. 

· The average cost of the milk per unit should be obtained by reviewing the invoice prices for months claimed. The total monetary amount divided by the number of total milk units purchased equals the “average” purchased price per unit.  

The Fresh Fruit and Vegetable Program (FFVP) 

The goal is to increase children’s exposure to and consumption of a variety of fruits and vegetables.

· FFVP site selection. Of the schools selected for an AR, the SA must select FFVP schools based on USDA’s methodology. EX. If 1-5 schools are selected for an AR and they operate the FFVP, the minimum number of FFVP schools to be reviewed is 1. If none of the schools in the SAU are selected for the AR that operates FFVP, the SA is required to select another school in the SAU to conduct the FFVP review only.
 
· The SA will validate one claim for reimbursement for each FFVP school selected for review and will request invoices, time sheets and documentation supporting the hourly rate for the period being reviewed. 

· The SA will observe the FFVP in each of the schools selected for review. 
Afterschool Snack Program 

The participating schools serve students nutritionally balanced snacks, provide appropriate educational or enrichment activities, and count and claim snacks accurately.

· The SA will review the afterschool snack documentation for each school selected for the AR. If the schools selected for the AR do not operate the afterschool snack program, the SA is not required to conduct this review. 

· Menus are required to ensure meal pattern requirements are met.


· Production Records are required to ensure that menus meet the serving size requirements and must be completed daily.


· Counting and claiming documentation is required and must support the number of snacks it serves daily and claims for reimbursement. 


· Self-monitoring of the afterschool snack program is required twice a year. 
· The 1st review is done during the first 4 weeks that the after school snack program begins.
· The 2nd review is done prior to the end of the school year.


· Food safety and Civil Rights standards are met. 

The Seamless Summer Option (SSO) 

The Seamless Summer Option (SSO) permits SFAs participating in the NSLP and/or SBP to serve meals during summer and/or other school vacation periods using the same meal service rules and claiming procedures they use during the regular school year.

· If the SAU operates one or more SSO sites, the SA must review at least one SSO site as part of the AR. The SA will conduct the SSO review after the AR. 

· Site eligibility
· Data to support open sites.
· Applications and/or Direct Certification documents. 

· Age/grade groups meal pattern requirements; menu and production records. 

· Advertise the summer feeding program to the community. All advertising materials must have the required non-discrimination statement.

· SAU self-monitoring must be done at least once a year.

· Meal counting and claiming.

· Food safety measures are in place.

Finishing Up the AR process . . . . . . 

At the exit interview on the last day of the review, the State agency will share a written report (Draft Action Summary Form) outlining a preliminary assessment (“snapshot”) of the Administrative Review outcome of Findings, Corrective Action plans, technical assistance and/or recommendations and any potential fiscal actions.

What does the written AR report include?

· The SA will provide a written report, called a Letter of Finding (LOF), to the superintendent, CC: FSD and BA. The report is generated usually between 4-8 weeks after the onsite review and completion of required documents. The report will document those areas of the review that the SA provided TA, Findings requiring plans of Corrective Action (CA) or note that CA plans had been submitted and approved and potential areas found to have financial findings.
 
· Technical Assistance (TA) is provided to strengthen current systems and understanding of USDA regulations.	

· Findings of noncompliance require a plan of Corrective Action (CA) within 30 days of receipt from when the written Letter of Finding (LOF) was issued from the SA to the SAU/RA. 

· The 6 cents per lunch meal claimed was found to be in compliance and will be maintained or was suspended due to Findings. 

· The SAU/RA is responsible for overseeing all aspects of the administration of the USDA Child Nutrition Programs.

· Once any plans of CA have been submitted to the State agency and approved, a closed letter will be sent, identifying any financial findings associated with the review. 









Thank you for attending today’s ARTs training. Have a great school year!
~Judy and Nancy
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