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[bookmark: _GoBack]On-Site Accountability Review Checklist for School Breakfast and National School Lunch Programs
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 implemented, and yields the actual number of reimbursable free, reduced price, and paid meals, respectively, served for each day of operation.
If the review discloses problems with a school’s meal counting and claiming procedures or general review areas, the SFA must ensure that the school implements corrective action, and within 45 days of the review, conduct a follow-up on-site review to determine that the corrective action resolved the problems.
School Division/Sponsor Information
· School Division/Sponsoring Agency Name:
· School Name/RCCI:
· Reviewer:
· Manager:
· Breakfast Review Date(s):
· Lunch Review Date(s):
· Meal Service Locations Observed:
School Breakfast Program and National School Lunch Program On-Site Review
The following questions are recommended at a minimum to complete the on-site review requirement. For each question included in the checklists below, please check/mark the cell corresponding to the correct answer, which is based upon your review/observation.


Checklist 1: Meal Counting and Claiming System
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	1. Is the method used for counting reimbursable meals in compliance with the approved point of service requirement? (Meal counts must be taken at the location(s) where complete meals are served to children.)
	
	
	
	
	
	

	2. Is the point of service meal count used to determine the school’s claim for reimbursement?
	
	
	
	
	
	

	3. For alternative meal sites, do procedures to record meals at the point of service accurately identify the number of free, reduced price, and paid meals to be claimed?
	
	
	
	
	
	

	4. Is the person responsible for monitoring and counting meals correctly identifying reimbursable meals?
	
	
	
	
	
	

	5. Is the school correctly implementing policies for handling the following items (a-j) listed in the rows below (as applicable):
	
	
	
	
	
	

	a. Incomplete meals?
	
	
	
	
	
	

	b. Second meals?
	
	
	
	
	
	

	c. Lost, stolen, misused, forgotten, or destroyed tickets, tokens, IDs, etc.?
	
	
	
	
	
	

	d. Visiting student meals?
	
	
	
	
	
	

	e. Adult and non-student meals (and identifying program vs. non-program)?
	
	
	
	
	
	

	f. A la carte?
	
	
	
	
	
	

	g. Student worker meals?
	
	
	
	
	
	

	h. Field trips?
	
	
	
	
	
	

	i. Charged and/or prepaid meals?
	
	
	
	
	
	

	j. Offer vs. Serve?
	
	
	
	
	
	

	k. Unpaid meal charges?
	
	
	
	
	
	

	6. Is there a method of identifying non-reimbursable meals (i.e., not meeting meal pattern requirements, seconds, adult meals, etc.) and distinguishing them from reimbursable meals?
	
	
	
	
	
	

	7. Is someone trained as a backup for the monitor and meal counter?
	
	
	
	
	
	

	8. Are there procedures for meal counting and claiming when the primary counting and claiming system is not available? Do staff know when and how to implement them?
	
	
	
	
	
	

	9. Are daily counts correctly totaled and recorded?
	
	
	
	
	
	

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

	11. 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 is made?
	
	
	
	
	
	

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

	13. Is a current eligibility list kept up-to-date and used by the meal counting system to provide an accurate daily count of reimbursable meals by category (free, reduced price, and paid)?
	
	
	
	
	
	

	14. If applicable according to 7 CFR 220.8(a)(3), are comparisons of daily free, reduced price, and paid breakfast counts against data, which will assist in the identification of breakfast counts in excess of the number of free, reduced price, and paid breakfasts or lunches served each day to children eligible, completed?
	
	
	
	
	
	

	15. If applicable according to 7 CFR 220.8(a)(3), are edit checks completed and documented to compare the daily counts of free, reduced price, and paid meals against the product of the number of children currently eligible for free, reduced price, and paid meals, respectively, times an attendance factor (and any discrepancies accounted for)?
	
	
	
	
	
	


Checklist 2: Provision 1, 2, or 3 (Non-Base Year) and CEP
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	16. Is the meal count person checking to be sure that each student has selected a reimbursable meal?
	
	
	
	
	
	

	17. Is the program a non-pricing program?
	
	
	
	
	
	

	18. Does the meal count process ensure that only one meal is served per student?
	
	
	
	
	
	


Checklist 3: General Review Area - Civil Rights
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	19. Is the most current USDA “And Justice for All” poster displayed in a prominent location and visible to recipients of benefits?
	
	
	
	
	
	

	20. Did meal service observations indicate that program benefits were made available to all children without discrimination?
	
	
	
	
	
	

	21. Are students with special dietary needs accommodated according to requirements?
	
	
	
	
	
	


Checklist 4: General Review Area – Food Safety
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	22. Is the most recent food safety inspection posted in a publicly visible location?
	
	
	
	
	
	

	23. Were required temperature logs available and up to date?
	
	
	
	
	
	

	24. Was the written food safety plan implemented?
	
	
	
	
	
	

	25. Is the school in compliance with food safety storage requirements?
	
	
	
	
	
	


Checklist 5: General Review Area – Offer vs. Serve
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	26. Is Offer vs. Serve signage posted at the beginning of the service line?
	
	
	
	
	
	

	27. Are the menu choices for the day posted at the beginning of the service line?
	
	
	
	
	
	

	28. Is the meal pattern followed?
	
	
	
	
	
	


Checklist 6: General Review Area – Water Availability
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	29. Is free potable water available to all students in each location where lunches and breakfasts are served?
	
	
	
	
	
	




Checklist 7: General Review Area – Virginia Competitive Foods
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	30. Is the sale of food items by other organizations from the beginning to the end of the scheduled lunch period in direct competition with the School Nutrition Programs prohibited (8VAC20-580-10)?
	n/a
	n/a
	n/a
	
	
	

	31. Is the sale of food items by other organizations from 6:00 a.m. to the end of the scheduled breakfast period in direct competition with the School Nutrition Programs prohibited (8VAC20-580-60)?
	
	
	
	n/a
	n/a
	n/a


Checklist 8: General Review Area – Other
	Questions
	Yes (Brk)
	No (Brk)
	N/A (Brk)
	Yes (Lun)
	No (Lun)
	N/A (Lun)

	32. Maintenance of the nonprofit school food service account? (7 CFR 210.2, 210.14, 210.19(a), 210.21)
	
	
	
	
	
	

	33. Paid lunch equity? (7 CFR 210.14e))
	
	
	
	
	
	

	34. Revenue from non-program foods? (7 CFR 210.14(f))
	
	
	
	
	
	

	35. Indirect costs? (2 CFR Part 200 and 7 CFR 210.14(g))
	
	
	
	
	
	

	36. Professional standards? (7 CFR 210.30)
	
	
	
	
	
	

	37. SBP and SFSP outreach? (7 CFR 210.12(d))
	
	
	
	
	
	

	38. Local School Wellness Policies? (7 CFR 210.30)
	
	
	
	
	
	





Meal Counts and Eligibility
Instructions: Record review day meal counts by category and compare to the total number of students eligible by category.
· Number of Students Approved by Category
· Free:
· Reduced Price:
· Paid:
· Review Day Meal Counts by Category
· Breakfast Meal Counts
· Free:
· Reduced Price:
· Paid
· Lunch Meal Counts
· Free:
· Reduced Price:
· Paid:
· Number of non-reimbursable meals observed due to missing a required component (corrective action required)
· Breakfast Meals:
· Lunch Meals:
Additional Comments:



Compliance Determination
Based on this review, are program operations in compliance with accountability requirements?
[bookmark: Check1][bookmark: Check2]|_| Yes		|_| No
Corrective Action Plan
1. Problem(s) identified (breakfast and/or lunch):
2. Corrective action required:
3. Implementation date:
4. Corrective action to be completed by:
Signatures




Follow-Up Visit (must be conducted within 45 days if corrective action was required)
1. Date of corrective action implementation observation:  
2. [bookmark: Check3][bookmark: Check4]Was the corrective action implemented successfully? |_| Yes	|_| No
Additional Comments:

Signatures


This form was updated 11/2017; all previous versions are obsolete.
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SFA Reviewer (Include Title and Date)


