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[bookmark: _GoBack]According to 7 CFR 210.8(a)(1) and 7 CFR 220.11(d)(1), every school year, prior to February 1, each School Division with more than one school (as defined by 7 CFR Part 210.2 to include Residential Child Care Institutions (RCCIs)) must perform no less than one on-site review of the meal counting and claiming system, and the general areas of review identified under 7 CFR 210.18(h), in each school operating the National School Lunch Program (NSLP) and 50% of schools operating the School Breakfast Program (SBP) under its jurisdiction.
Each on-site review must ensure the school’s claim is based on the counting and claiming system, as approved and implemented, and yields the actual number of reimbursable free, reduced price, and paid meals, respectively, served for each day of operation. 
If the review identifies issues with a school’s meal counting and claiming procedures or general review areas, the SFA must ensure corrective action is taken within 45 days of the review.  A follow-up on-site review must be conducted within the 45 day period to determine that the issue has been resolved. 
A School Nutrition Program (SNP) staff member from the SNP department should conduct the review.  The reviewer should have working knowledge of SNP regulations and policies.  The reviewer should not be a staff member at the reviewed school. 
A. Complete all information requested at the top of the review form. 
B. Refer to the approved SNPWeb Annual Agreement and Collection Procedures.  Meals should be observed throughout the entire meal period and should include all lines where reimbursable meals are served.  It is recommended that at least 25% of the meals claimed be observed.    
Note:  The entire meal service period must be observed during the review. Observations for breakfast and lunch do not have to be conducted on the same day.
MEAL COUNTING AND CLAIMING SYSTEM
1. Are meals counted and claimed, at the end of the serving line, after it has been determined that the meal selected meets the requirements for reimbursement? 
2. Are meal counts used for claims based on counts taken at the point of service for breakfast and lunch?  Do the source documents used for claims indicate that a meal was served by student name and eligibility category?  Source documents include point of service (POS) software reports, rosters, meal tickets, etc.  Are prepaid and charged breakfasts and lunches claimed, by category, on the day they are served, not when payment is received?  Is a system in place to handle lost or stolen mediums of exchange? 
3. Do meal counts used for claims at alternative meal sites have procedures in place to correctly identify meal counts by student name and eligibility category based on source documents for breakfast and/or lunch?  You will need to review two or three alternative sites for the review for either breakfast or lunch.
4. Can the person responsible (cashier, school personnel) for counting and claiming meals correctly interpret and record the eligibility information coded on the medium of exchange, i.e. PINs, rosters, ticket, etc.?  Do meal counts reflect the actual number of meals claimed by eligibility category for the breakfast or lunch meal service? 
5. Compare the site’s collection procedures to observation of the meal service to ensure they are consistent. You will need to have the meal collection procedures readily available.   If any of the areas are not included in the collection procedures, steps must be taken to update the collection procedures to include these areas.
· Incomplete meals – The person identifying reimbursable meals recognizes incomplete meals and suggests the student take an additional food item or the student is charged a la carte pricing.
· Second Meals - Controls are established to prevent a medium of exchange, i.e. PIN, ticket, token, etc. from being used twice on the same day for the same meal service.  In the case of name or numbered rosters, they are reviewed at the end of the meal service to ensure a name or number is used only once.
· Lost, stolen, misused, forgotten or destroyed tickets, tokens, IDs, PINs – A system is in place to handle lost, stolen, misused, etc. mediums of exchange.  All cashiers identifying reimbursable meals know the policy and can correctly apply it. 
· Visiting student meals – A system is in place to identify visiting students from another school in the division.  All cashiers identifying reimbursable meals know the division’s policy and procedures for counting and claiming these meals.  
· Adult and non-student meals and identifying program employees vs. non-program – At the point of service, the person identifying meals has a method to identify SNP employees (receiving free meals as a benefit of employment) and non-program staff who are charged for their meals.  Any child not enrolled in school is a non-student; are their meals identified and charged accordingly?
· A la carte meals – A la carte items served in the cafeteria must meet the current federal and state regulations for a la carte foods sold.  Are a la carte foods priced and charged correctly? 
· Student worker meals – Is the school following the division policy on student workers?  Are student worker meals determined to meet reimbursable meal requirements claimed based on the student’s correct eligibility status?
· Field trips – Are meals available for students going on field trips?  Are division policies and procedures followed to ensure that meals planned are reimbursable and that meals are counted and claimed accurately? 
· Charged and/or prepaid meals – Does the division have a charge policy? Is the SNP staff following the policy for all students to prevent discrimination?  If an alternative meal is presented, is it done in a discreet manner?
· Offer vs. Serve – The choice of which food items to select is strictly the student’s decision, with the exception of one fruit or vegetable.  School staff may not specify which food items a student must select.  The cashier may encourage students to take additional item(s) to complete a reimbursable meal.  If the child refuses, they must pay a la carte prices for their selections.
· Unpaid meal charges – The approved policy is being followed at the school.
6. Is it determined that a reimbursable meal has been selected before the meal is claimed for reimbursement?  Can the cashier identifying reimbursable meals correctly identify all meal components/food items and determine that the required components/food items, in the correct portion sizes, were selected for a reimbursable meal?  


Are the required food components/food items selected, as approved in the SNPWeb Agreement?
Lunch: 		Offer vs. Serve: at least 3 of 5 components have been selected?
			One ½ cup serving of fruit or vegetable must be one of the components 				selected for a reimbursable meal for lunch.
 		No Offer vs. Serve: 5 of 5 components have been selected?
Breakfast: 	Offer vs. Serve: at least the equivalent of 3 food items has been selected?
			One ½ cup serving of fruit or vegetable must be one of the items 				selected for a reimbursable meal for breakfast.
 	      	No Offer vs. Serve: all food items have been selected?
			All food items planned and offered must be selected and must include a 				1-cup serving of fruit and/or vegetable.
7. Are SNP staff members cross-trained as cashiers? Are all cashiers able to recognize a reimbursable meal and accurately record a meal claim based on the requirements as noted in the previous questions? 
8. Is there a backup system in place, i.e. rosters, for computer systems?  Coded rosters are updated on a regular basis, especially when status changes have occurred.  Does the cashier know how to use the back-up system and is it readily available? 
9. Are rosters counted and checked to ensure counts are correct?   POS software daily sales reports are checked to ensure accuracy.  Counts from any other medium of exchange are checked daily to verify accuracy.  Systems are in place to ensure counts on source documents are correctly transferred to claim reports (SNP012)
10. A school claiming meals for another school or education program has a system in place that accurately combines the meal claim totals.  A school claiming meals for another school or education program has a system in place that accurately combines the meal claim totals.  If the school being reviewed claims meals for another location, that location should also be reviewed. 
11. Is a system in place for SNP staff to check the number of meals claimed against the adjusted eligible attendance number of free and reduced price students?  When meal counts are greater than the adjusted eligible attendance number of free or reduced price students, are absentee list(s) for the days in question coded with the meal status for absent students and are counts in excess of adjusted eligible attendance verified with attendance records or meal counts disallowed?  Are notations for meal count adjustments made on the SNP12 report?  Is the coded absentee list used to conduct the attendance adjusted eligible edit maintained as documentation of the meal count with the SNP12 report? 
12. Does the system in place prevent an observer from determining the status of a student? SNP staff does not disclose the student’s status at the point of service.  School staff does not ask or know an individual student’s status. 
13. Does the meal counting system in place update daily? Is the current list of students and their eligibility status updated so the breakfast and lunch reimbursable meal counts by category (free, reduced priced and paid) are correct?
14. Is there a system in place to compare the breakfast totals of free, reduced price, and paid meals to the number of approved eligible for the school at either the school and/or the SNP office?  Are all discrepancies documented and resolved prior to using the count in the claim for reimbursement?  Does the SNP staff follow the procedures in place? If a comparison is conducted at the central SNP office, was it completed and meal counts adjusted prior to submitting the monthly claim for reimbursement?  Was implementation of the counting and claiming system reviewed to determine why count errors occurred? 
15. Is there a system in place to document edit checks at either the school and/or the SNP office?  Are edit checks completed accurately and are all discrepancies documented and resolved prior to using the count in the claim for reimbursement?  Does the SNP staff follow the edit check systems in place? If edit checks are conducted at the central SNP office, were they completed and meal counts adjusted prior to submitting the monthly claim for reimbursement?  Was implementation of the counting and claiming system reviewed to determine why count errors occurred? 
16. Fill in the number of approved students by eligibility category on the day of review.  Enter the total meal counts for the day for breakfast and/or lunch.  If non-reimbursable meals were observed they must be recorded on the form, and immediate corrective action taken.  
Non-reimbursable Breakfast – a student does not have the required 3 food items (in the correct serving sizes) including the required ½ cup of fruit or vegetable; 
Non-reimbursable Lunch – a student is missing the required three of five food components (in the correct serving sizes) including the required ½ cup of fruit or vegetable.

PROVISIONS 1, 2, OR 3 (NON-BASE YEAR) AND CEP
17. Can the person responsible (cashier, SNP personnel) for counting and claiming meals correctly identify that each student has selected a reimbursable meal? 
18. Do all students who participate receive a reimbursable meal without being charged a fee?  A student is only charged for a la carte items or second meals, if purchased. 
19. Is there a system in place to ensure that only one reimbursable meal is served and claimed per student?
GENERAL AREAS OF REVIEW
CIVIL RIGHTS
20. Is the most current USDA “And Justice for All” poster displayed in a prominent location and visible to recipients?   
21. Did meal service observations indicate that program benefits were made available to all children without discrimination?  A student’s status was not stated in line?  Children were not made to take additional food items or components based on their eligibility status (free or reduced)? All children are treated equally regarding unpaid meal charges.
22. Are students with special dietary needs accommodated according to requirements?  Is there documentation stating the dietary need and substitutions?  Is there a system in place to identify those students with dietary needs in a manner that doesn’t single them out?
FOOD SAFETY
23. Is the most recent food safety inspection posted in a publically visible location such as the seating area of the cafeteria, or in the serving line?
24. Are the required freezer, refrigeration, and storeroom temperatures being recorded daily?  Are food temperatures being taken according to the food safety plan and recorded as required?
25. Is there a copy of the food safety plan on site? Has the staff been trained on the SOPs (Standard Operating Procedures)? 
26. Are food containers labeled, dated, and stored correctly in all refrigerators, freezers, and storage areas? Are all food items stored off of the floor?  Are raw and cooked foods stored correctly in the refrigerator?  Are chemicals clearly labeled and stored away from food items or paper supplies?
OFFER VS. SERVE 
27. Is the required offer vs. serve signage posted at the beginning of the serving line? 
28. Are the required menu choices for the day and the amounts that can be selected by students for each food item or food component posted at the beginning of the serving line?
29. Was the posted menu served that day?  Were menu changes noted on the menu board? 
WATER AVAILABILITY
30. Is there a clean, working water fountain available to all students in each location where lunches and breakfasts are served?  If not, is free drinking water available to all students using another method such as a container and cups?  Are students allowed to get water during their meal period?
VIRGINIA COMPETITIVE FOODS
31. Is any school organization, other than the school nutrition program (SNP), selling any foods or beverages during the protected times for lunch? If there are vending machines that are not operated by the SNP available to students, are they operating during the protected times?  You may need to interview the principal, or the designated school staff member, and observe the machines during lunch. Any foods or beverages pre-ordered through a school organization and delivered to students for consumption during lunch are included in this restriction.
32. Is any school organization, other than the school nutrition program (SNP), selling any foods or beverages during the protected times for breakfast? If there are vending machines that are not operated by the SNP available to students, are they operating during the protected times?  You may need to interview the principal, or the designated school staff member, and observe the machines during breakfast. Any foods or beverages pre-ordered through a school organization and delivered to students for consumption during breakfast are included in this restriction.
33. Review 10% of the a la carte food and beverage items sold.  Do the food items meet the Smart Snack nutritional regulations?  Do the beverages sold meet the Smart Snack requirements for each grade level?  Obtain documentation for the a la carte items reviewed, such as printouts from the Smart Foods Calculator, to confirm the Smart Snack nutritional requirements are met.
 


