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Administrative Review Checklist
&
Reviewer’s Guidance

	            Teaching and Learning Support
             Child Nutrition Programs 
801 West 10th Street, Suite 200 
P.O. Box 110500
Juneau, Alaska 99811-0500
(907) 465-8709
                                  Fax (907) 465-8910



The Following checklist can be used as a guide for what to have prepared for an Administrative Review to be in compliance with USDA program regulations. Please note: Financial penalties may apply to areas marked with a ►. Sections with a (*) are not required for RCCI’s.

►A. *Free & Reduced Price Meal Application Process: RCCI’s must keep court or placement paperwork on file for each resident 

______	The Household Income Applications for the current year to determine free and reduced price meals has been used.

______	Free & reduced-price meal applications are readily retrievable by school.

______	Household Income Applications must contain the required information in order to be complete:
· Name(s) of All student(s) for whom the application is made
· Names of All household members
· Income of each household member and how frequently received
· PFD information 
· Signature of an adult household member
· Last 4 digits of Social security number of the signing adult or no social security number box is checked.

______	Temporary Assistance for Needy Families (TANF), Supplemental Nutrition Assistance Program (SNAP), and Food Distribution on Indian Reservations (FDPIR) applications must contain the following information to be complete:
· Name(s) of student(s) for whom the application is made
· Accurate case number
· Signature of adult household member

______	Foster child(ren) are included in the household income application (No longer separate):
· Personal-use income for the foster child or “0” if the child has no personal-use income
· Signature of an adult household member
· Check processing of income for other children in household

______	Missing information on an application has been obtained before eligibility is determined.

______	Household Income Applications must be correctly approved for free and reduced-price meal based on the current USDA income guidelines as follows:
· Incomes of multiple frequencies (e.g. weekly, monthly) are converted to annual income using the conversion formulas listed on the application
· Determining official compares the annualized amount to the current years Income Eligibility Guidelines to determine eligibility 
· Determining official signs and dates each application indicating the benefit level
· Confirming official reviews for accuracy; signs and dates each application (Only required if selected for Second review of Applications)

______	Correct eligibility determinations were made for each reviewed application

______	Direct Certification/Foster and Migrant (if applicable) lists:
· Lists are on file for each month (printed, labeled, and processed)
· Benefit Issuance is made current with lists
· Letters of notification are sent out within 10 business days of direct certification

______	Documentation for categorically eligible children are kept on file by month of received

______	Categorical eligible includes: foster children, migrant, homeless, runaway, and children enrolled in Head Start or Even Start

B. Benefit Issuance Document (Roster of free, reduced price, and paid eligible students):

______	Is available by individual school site with student names in alphabetical order
______	Lists the names and correct determination matching approved applications, direct certification lists and categorical eligible lists on file
______	Is maintained in the office where applications are kept and updated as student eligibility changes
______	Is used to issue benefits to students eligible for free or reduced price meals but not used at point of service
______	Reflects how a student’s eligibility was determined (i.e. Free by application, free by sibling match, free by direct cert. / Oct. list, etc…)
C. *Verification of Household Income Applications: RCCI are required to complete and submit the first 2 sections of the Verification Summary Report 
______ A total count of approved meal applications were on file as of October 1st
______ 3 % of applications were pulled for verification (no more, no less):
· These applications are available for review
· *Acceptable documentation was received and appropriate notes made along the way
(* for Acceptable documentation see the Eligibility Manual for School Meals)

______	The verification process was completed by November 15th. If the review is before November 15th check to see what part(s) of verification have been completed. Also check last year’s verification to see that it’s understood and done correctly.
· Verification Summary Report was completed and includes the number of approved applications of file as of Oct. 1st, the selected method used, number of verified, and results
· Verification Summary was sent to CNP by February 1st 
· Households whose benefits were reduced or terminated were given the required 10-days notification prior to change
· Households whose benefits were increased were made effective within 3 operating days
D. Menu Certification:

______ Completed USDA .06 cent certification worksheets for Breakfast and Lunch for the site selected 
for review, for each menu type offered.  Complete certification worksheets and submit the CNP electronically for the week of review (School-September 19-23, RCCI’s-September 19-25) To obtain the most current versions of these worksheets you may go to: http://www.fns.usda.gov/school-meals/certification-compliance

______ Menus; have been submitted with the above USDA .06 cent certification worksheets for the site selected week of review is as follows:
· Schools – Breakfast and Lunch menus for the week of September 19-23
· [bookmark: _GoBack]RCCI’s – Breakfast and Lunch menus for the week of September 19-25

______ Nutrient Analysis Spreadsheet submitted (If applicable)
· Print a menu spreadsheet, Report Style-Detail, Portion Values, and include planned quantity

______ Production Records; All production records completed for the week of review.  Production records reflect of the following:
· All planned items on the menu
· Planned number of students & adults
· Serving sizes for each age/grade group (including condiments)
· Form (e.g. fresh, frozen, or canned) and pack size (e.g. can size, amount used, etc..) of these menu item
· Actual number of students & adults served
· Total amount of food prepared
· Number of a la carte servings (estimates or actuals)	
· Actual number of each type of milk served each day
· All condiments listed

______ Recipes; Submitted all recipes being used for the week of review. Your recipes should be standardized and include:
· All ingredients
· Correct measures and amounts of each ingredient
· Serving sizes 
· Yield made by recipe
· Meal pattern contribution

______ Food Labels; CN labels and Nutrition Facts labels which should be found on packaging of ALL commercially processed food items listed on your menu for the week of review. These labels should include the following information:
· Serving size or cooked weight per serving
· Calories per serving
· Total fat (grams) per serving
· Total saturated fat (grams) per serving
· Sodium
E. Meal Counting Procedure:
______ Students are not being overtly identified:
· Tickets or tokens issued to students receiving free, reduced or paid meals are exactly the same by observation
· Color coding by category or obvious identifiers such as F, R and P are NOT used on tickets or cash register/ computer keys
· Rosters/ computer screens are not coded in such a way that it is obvious to others which students are receiving free or reduced priced meals
· The same procedures for collecting money and distributing tickets apply to all students receiving free, reduced or paid meals
______ Adult meals are handled correctly:
· Meals are priced appropriately; sponsor receives payment
· Serving sizes are consistent with student serving sizes
· Counts are being recorded
· Meals are not being included in meal count for reimbursement
______ ► An acceptable Point of Service meal count by category is being used:
· The meal count is taken at the END of all serving/self-service lines where it can be accurately determined that a reimbursable meal has been served
· Meal counts are NOT based on tray counts, classroom counts or back-out counts where the number of paid meals is obtained by subtracting the free and reduced price count from the total meal count
______ Allow a maximum of one breakfast and one lunch per student per day to be claimed for    reimbursement
______ There’s a system in place to ensure that second meals are not claimed for reimbursement
______ There’s a system in place for lost tickets or charges
______ A review of the meal counting and claiming procedures was completed (if a school district has more than one school site)
· One review for each school site
· Self-Monitoring was completed by February 1st for each school year. If Admin. Review is prior to February 1st, request the previous year’s self-monitoring reviews
· Meal Counting and Claiming Summary is sent to CNP on time
F. Reimbursable Meals:
______ All serving lines offering reimbursable meals are available to all students
______ All serving lines have appropriate signage at the start of each line informing students what a reimbursable meal is
______ Meals are priced as a unit
______ Meals planned and served meet USDA’s meal pattern requirements
______ Meals offer a choice of two milk types, e.g., 1% white and Non-fat white or flavored. If serving flavored milk, note: only Non-fat flavored milk can be offered.
______ Offer Versus Serve has been properly implemented:
· All high school students are allowed to turn down food items (RCCIs have an exception)
· All required meal components are offered; the meal may be claimed if at least three components are selected, (So long as one of the three is a full serving of fruit or vegetable)
· Students decide which 3,4 or 5 food components they will take
· The meal price is the same whether 3,4 or 5 food components are taken
· The person responsible for the Point of Service meal count has been trained to evaluate students trays to ensure all meals claimed contain at least 3 food components and one is a full serving of a fruit or vegetable
______ Production records are complete and maintained on all meals served
______ Fruit and vegetable components are offered, and weekly vegetable subgroups are being met in each serving line
______ Serving sizes are correct:
· Utensils are used to yield minimum serving size
· Servings are consistent from one student to the next
· Checked by point of service person
G. Smart Snack:
______ All Ala carte items meet smart snack standards
______ All venues that serve food or beverages on campus are aware of and following smart snack requirements
______ Have the food and beverages being sold been run through the smart snack calculator, if so are they on file for all items being sold. The following link will get you to the Smart Snack Calculator:https://www.healthiergeneration.org/take_action/schools/snacks_and_beverages/smart_snacks/alliance_product_calculator/ 
H. Record Retention:
______ All records pertaining to the Child Nutrition Programs are kept for a period of three years plus   the current year.
______ If records are part of an audit, the requirement is to keep records for 3 years past the audit year
______ If a provision district or school site under provision, records must be kept for the entire length of  provision cycle according to base year, plus three years after cycle ends
I. Local Wellness Policy:
______ Has the sponsor established a wellness committee
______ Has the committee reviewed and updated the policy as needed
______ Has the local wellness policy been submitted to CNP for review
______ Has the sponsor assessed the implementation of the wellness policy 
______ Are all assessments of the local wellness policy on file
______ Has the sponsor publicized the wellness policy as assessments
J. Food Safety Plan:
______ Has the food safety plan been submitted to CNP for review
______ If the district has more than one site does each site have a food safety plan
______ Is the food safety plan being followed
______ Is there a Certified Food Protection Manager on staff
______ Do all food service staff have Food Worker cards
______ Are all temperature logs up to date and recorded daily for all food storage areas
______ Are the food safety inspections posted in a public area
______ If the sponsor has not received two food safety inspections this year, has the sponsor requested them
K. Civil Rights:
______ Have all staff been trained in Civil Rights, if not we offer Civil Rights training on our ELearning web site at: https://education.alaska.gov/ELearning/ 
· Who attended the training?
· What topics were covered by the training?
· Do you have supporting documentation
______ Is the Non-discrimination statement used for appropriate program materials
______ Are the “Justice for All” posters posted in the serving areas
______ Has the sponsor received any Civil Rights complaints
L. Procurement:
______ Does the sponsor have a procurement plan
______ Does the procurement plan address “conflict of interest” 
______ Has the procurement plan been submitted to CNP for review
______ Does the sponsor follow appropriate procurement processes for food, supplies and other goods purchased for the Child Nutrition Program 
______ Are all procurement records kept on file for 3 plus the current year (e.g. quotes, bids, invoices, receipts, etc…)
M. Professional Standards: Here is a link to the USDA Professional Standards web page where you may find a downloadable tracking tool: http://professionalstandards.nal.usda.gov/content/professional-standards-information, If you utilize the Primero Edge system you may use there tracking tool as well called (Team Work)
______ Did the sponsor hire a new Food Service Director on or before July 1, 2015. (Please Note: All new directors are required to have at least 8 hours of food safety training either within 5 years prior or 30 days from start date.)
______ Does the Food Service Director meet hiring requirements
______ Have training records been submitted to CNP for review
______ Does the sponsor have training records that reflect the appropriate amount of required continuing education/training for the corresponding position levels
· All Directors must have at least 8 hours of continuing education/training (SY 2015-2016 ONLY) Beginning SY 2016-2017: at least 12 hours of required education/training. This required education/training is in addition to the food safety training required in the first year of employment
· All Managers must have at least 6 hours of continuing education/training (SY 2015-2016 ONLY) Beginning SY 2016-2017: at least 10 hours
· All Other Staff must have at least 4 hours of continuing education/training (SY 2015-2016 ONLY) Beginning SY 2016-2017: at least 6 hours.
· Part-Time Staff must have at least 4 hours of continuing education/training (Work <20 hours per week)
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