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USDA requires that state 
agencies monitor any repeat 
findings from previous review

 Check the overview report to 
ensure that these areas have been 
addressed, corrected and fully 
implemented

A Word About Repeat Findings
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Especially in areas of 

 missing meal components

 missing vegetable subgroups over the course 
of a week

 insufficient food quantities 

 not offering whole grain-rich foods

 not offering a variety of milk   

Repeat Findings

REPEAT FINDINGS MAY LEAD TO 
FISCAL ACTION DURING THIS REVIEW!! 
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• Consolidates Administrative 
Review (AR) processes 

• Incorporates school breakfast, 
new meal pattern and 
dietary specifications, and
6-cent performance-based reimbursement 

• Implements 3-year review cycle 

• Provides for off-site monitoring approaches

• Provides training and technical assistance 

Healthy, Hunger-Free Kids Act (HHFKA) of 2010
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 Ensure program integrity 

 Ensure school food authority (SFA) 
compliance with USDA regulations

 Ensure children are fed 
healthy, nutritious meals in 
compliance with Dietary 
Guidelines for Americans and 
Institute of Medicine’s 
recommendations 

Purpose of Administrative Review (AR)
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1. In summer prior to review year, CSDE 
IDENTIFIES SFAS requiring a review 

2. In August, CSDE sends letters to business 
officials informing SFA of DATE scheduled 
for review

3. In advance of on-site review, CSDE issues 
second letter to food service director with 
SPECIFIC INFORMATION
 Schools receiving on-site reviews and programs 

being reviewed

 Process for completing off-site portion of review 

Connecticut AR Process
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4. SFAs submit completed OFF-SITE REVIEW 
and all REQUESTED DOCUMENTS to lead 
reviewer by specified due date in the 
CNP Online Claiming and Application 
System 

Connecticut AR Process
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5. Based on responses provided for off-site 
review, CSDE sends e-mail to food service 
director/business official specifying 
ADDITIONAL DOCUMENTS needed during 
on-site review
 Some responses from off-site review form may result 

in a comprehensive review of certain sections of AR

Connecticut AR Process

CSDE may provide technical assistance prior to 
on-site visit so SFA can take corrective measures 
prior to arrival of CSDE review team 
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6. The CSDE review team (one or more 
consultants) arrives to CONDUCT ON-SITE 
PORTION of review (two or more days)

• Upon arrival, team conducts ENTRANCE 
CONFERENCE with food service director and 
at least one SFA administrator 

• WORKSPACE AND INTERNET ACCESS required 
for review of documentation

• All DOCUMENTS should be organized and 
ready for review on first day team arrives

Connecticut AR Process
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7. In addition to review of documentation, 
on-site visits of the following programs 
will occur in selected schools 

• National School Lunch Program
• School Breakfast Program
• Fresh Fruit and Vegetable Program
• Seamless Summer Option

Documentation Review only 
(unless concerns are identified) 

• Afterschool Snack Program
• Special Milk Program

Connecticut AR Process
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8. After completing review of all required 
documentation and on-site visits, team 
conducts EXIT CONFERENCE with food 
service director and SFA administrator 

9. Team provides OVERVIEW REPORT of 
AR, which identifies
• areas requiring corrective action
• areas which may result in fiscal action
• corrective action due date

Connecticut AR Process
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10.SFA may need to submit a CORRECTIVE 
ACTION PLAN to lead reviewer

11. When all corrective action has been 
received, reviewed and approved in 
the CNP Online System, CSDE sends 
LETTER CLOSING THE AR to 
superintendent, business official and 
food service director

Connecticut AR Process
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 CSDE is responsible for ensuring 
that information regarding AR is 
made easily accessible to all 
members of the public

 CSDE must publicly post a summary 
of AR Report for each SFA on the 
CSDE’s publicly available Web site

Posting of the Overview Report

NEW
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1. Off-site Assessment

2. On-site Assessment

3. Corrective Action

Three Phases to AR Process



Connecticut State Department of Education   September 2016 17

 Completed in the CNP online system 

 Asks SFA questions about their program 
and requests information 

 CSDE works collaboratively with SFA to 
gather the information

 Decreases time needed for on-site review 

 Allows CSDE time to focus on areas of 
noncompliance and provide technical 
assistance 

Off-site Assessment Tool
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Off-site Assessment Tool
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 Validates information collected on 
Off-site Assessment Tool through 
review of documents

 Provides opportunity for CSDE to 
observe operation of school nutrition 
programs at selected schools

On-site Assessment Tool
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 SFA provides DOCUMENTATION of 
corrective action for any AR findings 
identified in the SFA’s overview report

 CSDE reviews submitted correction 
action and determines if it is complete 
and has RESOLVED identified findings

 The CSDE APPROVES corrective action 
and CLOSES review

Corrective Action
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How Does CSDE Select Sites? 
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 Site name 

 Site type 

 Number of serving days 

 Number eligible for free meals 

 Number of free meals claimed 

 Whether a school participates in a special 
provision option, such as

 Provision 2 
 Community Eligibility Provision

How Does CSDE Select Sites? 
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AR Organizational 
Tool (AROT)
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 Developed to assist SFAs in ORGANIZING
DOCUMENTS need for on-site review

 To facilitate review process, SFAs should 
organize all documents needed for AR as 
outlined in AROT

AROT

Having all documents ready and in good order 
prior to arrival of CSDE review team allows for 
an efficient review of required documents
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 CSDE will provide to all SFAs receiving 
a review 

 Provides cover sheet for each review 
section 

• contains checklist of documents that 
must be available for CSDE review team

AROT
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 SFA should collect all documents 
listed on each cover sheet and place 
in a pile/folder/binder with cover 
sheet on top

AROT

IMPORTANT

 All documents listed on cover sheets are 
REQUIRED, unless otherwise noted

 If you do not know what is being requested, 
please CONTACT LEAD REVIEWER prior to 
arrival of review team



Connecticut State Department of Education   September 2016 27

AROT
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Have Available

Copy

District Information
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CSDE has agreement with each school food 
authority (SFA)/local educational agency (LEA) 

29

Permanent Agreement  ED-099

SFA/LEA CSDE

 Follow all laws, 
rules and 
regulations for 
CNPs

 Administers CNPs for SFA/LEA
 Publish laws, rules, 

regulations 
 Pay claims to SFA/LEA if USDA 

provides money  
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AGREEMENT
 SFA/LEA and CSDE agree to follow all 

federal and state rules and regulations

POLICY STATEMENT 
 Methods and procedures district will use to 

implement  free and reduced-price meals

• Determine meal eligibility
• Count and claim meals
• Inform public
• Report to CSDE people responsible for each 

aspect of program

Permanent Agreement versus Policy Statement
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Policy Statement (Revised July 2016)

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/forms/policystatement.pdf
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 Schools/districts must have UPDATED POLICY 
on file that addresses charging of meals and a 
child’s inability to pay

 Schools/districts providing meals to 
nonpaying students should establish a written 
policy on WHAT FOOD WILL BE PROVIDED to 
nonpaying full or reduced-price students 

Charge Policy
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 Schools/districts must make this written 
policy WIDELY AVAILABLE to parents, 
guardians and students

 All CASHIERS/FOODSERVICE STAFF 
should be aware of the policies and 
enforce them at the school 

Charge Policy
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 SP 46-2016: Unpaid Meal Charges: Local 
Meal Charge Policies, July 8, 2016
www.fns.usda.gov/unpaid-meal-charges-local-
meal-charge-policies

 SP 47-2016: Unpaid Meal Charges: 
Clarification on Collection of Delinquent 
Meal Payments, July 8, 2016
www.fns.usda.gov/unpaid-meal-charges-
clarification-collection-delinquent-meal-payments

USDA Charge Policy Guidance
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 SP 57-2016: Unpaid Meal Charges: Guidance 
and Q&As , September 16, 2016
www.fns.usda.gov/unpaid-meal-charges-guidance-and-
qas

 SP 58-2016: 2016 Edition: Overcoming the 
Unpaid Meal Challenge: Proven Strategies from 
Our Nation’s Schools, September 19, 2016
www.fns.usda.gov/2016-edition-overcoming-unpaid-
meal-challenge-proven-strategies-our-
nation%E2%80%99s-schools

USDA Charge Policy Guidance
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Guidance on Unpaid 
Meal Charges and 
Collection of 
Delinquent Meal 
Payments 

CSDE Operational Memo No. 4-17

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/opmemos/17/om04-17.pdf
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USDA Resource

www.fns.usda.gov/sites/default/files/cn/unpaidmealcharges_guide.pdf
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 Funds from nonprofit school 
food service account CANNOT
be used to cover the cost of 
charged meals that have not 
been paid 

• includes money received for 
a la carte sales, catering, etc.

Policy for Covering Unpaid Meal Charges

OM 19-10: Unallowable Charges to Non-profit School Food Service Accounts 
and the Serving of Meals to Non-paying Full and Reduced-price Students

www.sde.ct.gov/sde/LIB/sde/pdf/DEPS/Nutrition/OPmemos/10/OM_19-10.pdf
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AROT
MEAL ACCESS AND REIMBURSEMENT 

1. Certification and Benefit Issuance 

2. Meal Counting and Claiming
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AROT
MEAL ACCESS AND REIMBURSEMENT 

1 – Certification and Benefit Issuance 
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Have Available

Copy

Certification and Benefit Issuance 
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 Applications for ALL SCHOOLS/SITES
(not just schools/sites selected for 
on-site visits) will be part of review 
process 

• Includes sites that participate through 
INTERSCHOOL AGREEMENT

Certification and Benefit Issuance 
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Number of Students 
Certified for Free or 
Reduced-price Meals 

Percentage of Student 
Applications Reviewed

100 or less 100%

More than 100 100% OR
a statistical sampling of all 
free and reduced-price 
eligible student 
applications reviewed

Certification and Benefit Issuance 
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SFA Submits Benefit Issuance Document 
prior to review

 District will receive EXCEL spreadsheet to submit 
benefit issuance information

 Include only free and reduced-price eligible 
students (not denied or paid students)

 Include first name, last name, certification 
method and date, and whether they were verified 

 Do not include duplicate names

Certification and Benefit Issuance 
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 All free and reduced-price eligible 
children from all sites that are being 
claimed by the sponsor must be included 
on this list and are subject to review

Certification and Benefit Issuance 
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 The benefit issuance documents that 
generate this list must be those used at 
the POINT OF SERVICE

 The list must be generated from first day 
of review month 

Certification and Benefit Issuance 
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 The benefit issuance document will be 
uploaded as an attachment in the SFA’s 
AR module (CNP online system)

 Free and reduced-price student 
information is confidential

Do not transmit via email!

Certification and Benefit Issuance 
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 Must have proof if you find a student 
via the State Wide Search Link

 Make copy of page or print out as 
proof of eligibility 

Direct Certification
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Case Management 

 Check at least weekly

Direct Certification
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=335442

CSDE Direct Certification Web Page
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WHILE ON SITE

 Validate SFA’s procedures described on 
Off-site Assessment Tool 

 Validate student applications and direct 
certification

 Validate Benefit Issuance document 

 Confirm that Benefit Issuance document 
is the one used at point of service

 Review denied applications 

Certification and Benefit Issuance 
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 Applications MUST be in the same order 
as statistical sample sent to you by lead 
reviewer

 Include ALL free, reduced-price and 
directly certified students on Benefit 
Issuance Excel spreadsheet

Common Problems with Benefit Issuance
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 Do NOT include denied students 
(although CSDE will review all denied 
applications on site)

 Make sure students are coded as 
indicated on the document

Common Problems with Benefit Issuance



Connecticut State Department of Education   September 2016 54

 Not including students from all schools 

 Not including students from Interschool 
Agreement sites 

 Office benefit issuance document does not 
match the POS benefit issuance document

Common Problems with Benefit Issuance
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INDEPENDENT REVIEW OF APPLICATIONS

 HHFKA includes several provisions aimed 
at helping increase EFFECTIVENESS AND 
INTEGRITY in Child Nutrition Programs

 Section 304 requires that certain LEAs conduct 
a SECOND REVIEW of applications for free and 
reduced-price meal benefits before eligibility 
determinations are made if, during an AR, the 
LEA DEMONSTRATES HIGH RISK

Certification and Benefit Issuance 
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INDEPENDENT REVIEW OF APPLICATIONS

 To avoid conducting a second review of 
applications next year (and having to file 
additional reports) make sure applications and 
benefit issuance documents are in GOOD ORDER 
before the AR

 LEAs considered to be high risk must conduct a 
second review of all applications until they can 
demonstrate to CSDE’s satisfaction that no more 
than 5% of reviewed applications required a 
change in eligibility determinations

Certification and Benefit Issuance 
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Verification

Have Available

Copy
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WHILE ON SITE

 Validate SFA’s procedures as described 
on Off-site Assessment Tool 

 Determine compliance with verification 
requirements, for example
 confirmation reviews conducted correctly
 sample size calculated correctly
 correct language on notification letters

Verification
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WHILE ON SITE

 Evaluate accuracy of verified applications

 Review the most recently submitted 
Verification Collection Report (FNS-742)

Verification
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Verification

Now 
completed 

online! 
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VERIFICATION REMINDERS

 Use CSDE sample forms

 Make copies of all correspondence and 
documentation

 Organize materials for each application selected

 Complete Verification Checklist and include with 
paperwork

Verification

www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320644

Document, Document, Document!
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FOLDER FOR EACH APPLICATION THAT INCLUDES

 Verification Type Worksheet 
 Standard Sample Size Worksheet OR
 Alternate One Sampling Worksheet OR
 Alternate Two Sampling Worksheet

 Verification Selection Worksheet

 Selected application

 Household Notification of Selection form

 Other household letters as applicable, 
e.g., employer letter, etc.

 Second Household Notification of Selection form

 Notification of adverse action or continuation of benefits

Verification
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www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/verification/VerSelect.pdf

Sample Verification Selection Worksheet
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 Poor documentation to support numbers

 Confirmation review is not completed

 Eligibility changes not made to POS

 Accepting improper documentation to 
confirm eligibility

 Incorrect nondiscrimination statement  used 
on verification letters 

 Not submitting FNS-742 as required 

 Required language not included on 
verification letters

Common Problems with Verification
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AROT
MEAL ACCESS AND REIMBURSEMENT 

2 – Meal Counting and Claiming
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Meal Counting and Claiming

Have Available

Copy
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WHILE ON SITE

 Validate SFA’s procedures described 
in Off-site Assessment Tool 

 Validate SFA’s meal counting and 
claiming process 

 Observe how SFA prevents overt 
identification, ensures accurate counts by category 
and addresses overrides

 Observe how SFA calculates and uses attendance 
factor and daily edit checks

Meal Counting and Claiming
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WHILE ON SITE 

 Review reimbursement claim and 
supporting documentation for 
review month at all school CNPs at 
all schools/sites

 Includes edit check (worksheet or 
computerized)

Edit checks are a required part of claim consolidation 
process and are required at each school

Meal Counting and Claiming
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WHILE ON SITE 

 Includes determination and use 
of attendance factor (AF) which 
must be applied daily

 If daily meal counts exceed attendance 
factor multiplied by free or reduced 
enrollment more than 50 percent of the 
time, SFA must investigate why

 Sites can NEVER claim more than total free 
or reduced eligible

Meal Counting and Claiming
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 Prevent over claims and meal 

counting problems BEFORE claim 

submitted to CSDE for payment 

 Must be performed on daily meal
counts BEFORE submitting 
monthly claim for reimbursement

 SFA must update number of free, reduced and paid 
eligible students as changes occur and apply 
appropriate attendance factor 

Edit Checks
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 May be done manually or 
automated through a POS system

 Check with your POS company to 
see if your system has this ability

 Confirm that it functions correctly 
and correct attendance factor is applied as 
required by USDA regulations

Edit Checks
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 CSDE “Forms” Web page under “E”

 Use if POS does not have edit check function 
or if another meal counting system is used

CSDE Edit Check Worksheets

www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320680#e
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 Edits Checks are required for CEP schools

 CSDE Program Guidance Web page under “C”

 Use if POS does not have edit check function or if 
another meal counting system is used

CSDE Edit Check Worksheets

www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=335336
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Sample Completed Edit Check Worksheet
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WHILE ON SITE

 Percentage of meal service for breakfast and 
lunch

 Counting and claiming practices 

 Proper identification of a reimbursable meal

 Cashing out procedures

 Storage of cash and checks, including daily 
deposit

Meal Counting and Claiming
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 Edit checks not being done

 Not taking point of service counts

 Edit checks do not include paid meals

 Site enrollment not updated daily

 More meals claimed than eligible students

 Staff do not understand importance of 
edit check

Common Problems with 
Meal Counting and Claiming
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Edit Check Activity



Connecticut State Department of Education   September 2016 78

AROT
NUTRITIONAL QUALITY AND MEAL PATTERN

1. Meal Components and Quantities

2. Offer versus Serve (OVS)

3. Dietary Specifications and Nutrient Analysis
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Nutritional Quality and Meal Pattern

Have Available

Copy
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 Support learning and educational achievement

• Provide students with well-balanced meals
• Combat childhood hunger

 Nutrition education

• Teach students components of a well-balanced 
meal, variety

 Stewardship of federal dollars

• Ensure that meals reimbursed with federal dollars 
contain required components

Nutritional Quality and Meal Pattern
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 Assess meal components and quantities 

 Document review, menus, production 
records, recipes and labels

 Meal observation

 Menu Worksheets review 
 All sections except Simplified Nutrient Assessment tab

Nutritional Quality and Meal Pattern
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 Evaluate OVS policy and implementation

 Staff and students understand what 
constitutes a reimbursable meal

 Signage

 NSLP and SBP – ½ cup of fruit or vegetable 
selected with all reimbursable meals

Nutritional Quality and Meal Pattern
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 Assess compliance with dietary specifications

 Menus consistent with federal standards 

• calories

• saturated fat

• sodium

• trans fat

Nutritional Quality and Meal Pattern
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AROT
NUTRITIONAL QUALITY AND MEAL PATTERN

1 – Meal Components and Quantities
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PRIOR TO ON-SITE REVIEW

 SFAs must complete USDA Meal Pattern 
Compliance Worksheet or USDA-approved Menu 
Planning Tool for Certification for each reviewed 
school for ONE WEEK from review period for
• breakfast and lunch
• each age/grade group 
• first full week of review period (may have flexibility)

 Worksheet must include ALL MEALS SERVED 
DAILY including all daily alternate meals offered

 Not required to complete simplified nutrient 
assessment portion of Compliance Worksheet

Meal Quantities and Components
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CSDE USDA Certification of Meal Pattern 
Compliance Web Page

www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=334232
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USDA Certification Worksheet
For Meal Pattern Compliance
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 Use cycle menus

 Complete worksheets BEFORE 
you implement the week to 
ensure all items meet 
requirements

 Compile all supporting documentation 
(recipes, CN labels, product formulation 
statements (PFS), production records) 
BEFORE you implement the week

Helpful Hints for Preparing Menu Week
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 Use the same menu the week 
of the on-site review

 Include all items offered

• main menu 

• alternate menu options

Helpful Hints for Preparing Menu Week
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 Must list ALL reimbursable meals 
• Meals
• Sides
• Fruits
• Vegetables
• Milk
• Alternate meals

 Must include SEPARATE MENUS for each 
age/grade group

 Must list VARIETY OF MILK served

 Must list VEGETABLE SUBGROUPS

Menus
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 MENUS that correspond to each completed 
Meal Pattern Compliance Worksheet

 RECIPES for all items served 

 FOOD LABELS (CN labels, PFS to show crediting 
information, labels with WGR information)

 Completed PRODUCTION RECORDS for 
breakfast and lunch from each selected school

Supporting Documentation 
for Menu Worksheets
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 List all menu items

 Offer all required meal components

 Used for proper planning, e.g., evaluate for 
consumption and leftovers

 Document food prepared is creditable for the total 
number of portions served

 Include adult meals and a la carte sales

 Document weekly quantity requirements for grains, 
meat/meat alternates, vegetables, fruit and milk

 Identify if seconds are offered

 Align with standardized recipes

 Include condiments

Requirements for Production Records 
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Sample Incomplete Production Record
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 Missing production records may result in 
disallowance of meals and fiscal action

 If production records reveal problems with 
meal components or quantities, CSDE is 
REQUIRED to expand the review of 
production records to, at a MINIMUM, the 
entire review period

Production Records 
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320672

CSDE Production Records Web Page
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 Helps organize documents for review of 
Meal Components and Quantities 

 Assists menu planners in completing the 
USDA Meal Pattern Compliance 
Worksheets by having all needed 
documents in order for selected week

Menu Documentation 
Organizational Tool (MDOT)
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Menu Documentation 
Organizational Tool (MDOT)
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Lunch Menu

Grades 9-12

Deli Turkey and  Cheese (2 M/MA) on 
WGR Bread (2 oz eq)

Potato Salad (½ cup Other)

Carrot Sticks (½ cup Red/Orange)

Diced Peaches (1 cup)

Choice of Milk – Fat Free, FF Chocolate, 1% (8 fl oz)

Menu Example
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Recipe 120 Deli Turkey and Cheese on WGR Bread

Menu Example
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Boar’s Head Ovengold Breast 

of Turkey

Product Formulation Sheet (PFS)

2.75 oz = 1.61 M/MA

Menu Example
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USDA American Cheese 
100019

USDA Food Fact Sheet

1 slice = .5 oz m/ma

Menu Example

www.fns.usda.gov/fdd/nslp-usda-foods-fact-sheets
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Rockland Bakery
WG Wheat Bread 
WGR Ounce Equivalent Sheet
2 slices = 2 oz eq

Menu Example

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/nslp/crediting/grainsozeq.pdf
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Potato Salad

USDA Recipe E-09

2/3 cup or #6 scoop 

= ½ cup Other

www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTEwMiZpc01ncj10cnVl

Menu Example
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Carrot Sticks

Food Buying Guide or 

Start w/ Half a Cup Guide

2.2 oz or 6 sticks = ½ cup 
red/orange

www.swhacct.org/#!portion-guides/cknz

Menu Example
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USDA Diced Peaches 110234

USDA Food Fact Sheets

½ cup drained diced peaches 
= ½ cup fruit *

*For grades 9-12, students 
must be offered 1 cup of 
fruit, but only have to take 
a ½ cup for OVS

Menu Example

www.fns.usda.gov/fdd/nslp-usda-foods-fact-sheets
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Milk Varieties 

Menu Example
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Condiments

Menu Example
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Production Record

Menu Example
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PRIOR TO MEAL SERVICE

 Ensure all reimbursable meal lines offer all 
required components

 Observe meal preparation

 Ensure signage is posted and students are 
instructed how to select a reimbursable meal

On-site Meal Service Observation 
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DURING MEAL SERVICE

 Observe percentage of meal service for 
each line

 Determine if meal contains components 
and quantities for age/grade group

 Ensure students have access to and know 
how to select a reimbursable meal

On-site Meal Service Observation 
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AROT
NUTRITIONAL QUALITY AND MEAL PATTERN

2 – OVS
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 Reduces food waste in school 
meals while permitting 
students to decline foods they 
do not intend to eat

 Optional for lower grade 
levels in NSLP 

 Optional for SBP

OVS
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 At senior high school level, OVS is required at 
lunch unless school or SFA demonstrates to 
CSDE that their system does not accommodate 
OVS 

 OVS not required (even at senior high level) for 

 pre-packaged Meals (Bagged or “Grab and 
Go” Meals) offered as part of breakfast in 
the classroom or field trips

 students leaving the campus for work study

OVS
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PRIOR TO MEAL SERVICE

 Ensure school is offering enough 
food on all reimbursable meal 
service lines

 Ensure signage for breakfast and 
lunch is posted on service line 

On-site OVS Observation 



Connecticut State Department of Education   September 2016 115

DURING MEAL SERVICE

 Ensure students are selecting enough 
components/items for a reimbursable 
meal 

 Ensure food service staff are accurately 
judging quantities on self-serve bars

 Ensure food service staff at POS are 
trained and can recognize reimbursable meals

 Ensure staff can properly distinguish reimbursable 
meals from a la carte purchases 

On-site OVS Observation 
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www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/nslp/ovsmanual.pdf

USDA OVS Manual
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www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/mpg/mpg4.pdf

CSDE Menu Planning Guide
Section 4 – Meal Service
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AROT
NUTRITIONAL QUALITY AND MEAL PATTERN

3 – Dietary Specifications and Nutrient Analysis
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 Determine if SFA is serving reimbursable 
meals according to Dietary Specifications at 
one targeted school

 Calories

 Saturated Fat

 Sodium 

 Trans Fat

 Nutrient Analysis ONLY REQUIRED if you are 
notified by CSDE

Dietary Specifications and Nutrient Analysis
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MEAL COMPLIANCE RISK ASSESSMENT TOOL (MCRAT)

 Completed in the CNP online system for each 
reviewed school as part of Off-site Assessment Tool

 Used to assess schools most at risk for 
error-prone areas such as

 multiple meal service lines
 multiple age groups
 alternate meal service locations

 School with highest score identified for 
TARGETED MENU REVIEW

SFAs with More than One School being Reviewed
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 Completed for school chosen for TARGETED 
MENU REVIEW

 Analyzes SFA’s food service practices for 
breakfast and lunch

 Determines whether meals are at risk for not 
meeting required dietary specifications

 SFA should exercise best judgment and select 
most appropriate response

Dietary Specifications Questionnaire
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 Must be completed by SFA prior to review

 Completed in the CNP online system

 Will be verified by reviewer on site

 Depending on results and on-site 
confirmation

 Technical assistance may be provided

 Nutrient analysis may be required

Dietary Specifications Questionnaire

Nutrient analysis may also be 
conducted at CSDE’s discretion
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 One week weighted nutrient analysis of 
breakfast and lunch required for each menu 
type offered for TARGETED SITE 

OR
 Validate existing nutrient analysis of breakfast 

and lunch for each menu type offered if SFA is 
using USDA-approved nutrient analysis 
software for TARGETED SITE

Nutrient Analysis
Sponsors Determined High Risk
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=334320

CSDE Menu Planning Guide
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 Menus do not include all available items

 Sufficient documentation not provided to 
support crediting

 Supporting documentation poorly organized

 Alternate meals not included on menu 
compliance worksheets

 Incorrect crediting of deli meats (may not 
credit ounce-per-ounce)

Common Problems with
Nutritional Quality and Meal Pattern
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 Portion sizes listed on recipes not consistent 
with what is listed on production record

 Productions records not complete

 Kitchen staff not following standardized 
recipes

 Serving utensils used do not match what is 
listed on recipes

 Staff make menu changes (substitutions) 
without consulting menu planner

Common Problems with
Nutritional Quality and Meal Pattern



Connecticut State Department of Education   September 2016 127

AROT
RESOURCE MANAGEMENT

1. Maintenance of Nonprofit School Food 
Service Account

2. Paid Lunch Equity (PLE)

3. Revenue from Nonprogram Foods 

4. Indirect Costs 
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AROT
RESOURCE MANAGEMENT

1. Maintenance of Nonprofit School Food 
Service Account

2. Paid Lunch Equity (PLE)

3. Revenue from Nonprogram Foods 

4. Indirect Costs 

If a sponsor flags in a particular area, then a 
Comprehensive Resource Management Review 
will be conducted in that area. 
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 CSDE conducts risk assessment based on 
completed Resource Management section 
of Off-site Assessment Tool 

 completed in the CNP Online System

 must be completed at least four weeks prior 
to the on-site review

Resource Management
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Resource Management

1 or more risk               
indicators in 1
of the 4 areas

Comprehensive Review 
of the identified area is 
required

1 or more risk        
indicators in more         
than 1 area

Comprehensive Review 
of each identified area is 
required

1 or more risk                   
indicators in each              
of the 4 areas

Comprehensive Review 
of all four areas is 
required
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Resource Management

 Results of Resource Management Risk 
Indicator Tool determines if a 
Comprehensive Review is required

 CSDE lead reviewer will notify SFA if this 
part of the review is being conducted
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 At reviewer’s discretion, may need some 
or all documents to review a risk indicator

• Know what these documents are and how to 
access them during review, just in case

Resource Management
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AROT
RESOURCE MANAGEMENT

1 – Maintenance of Nonprofit 
School Food Service Account



Connecticut State Department of Education   September 2016 134

Maintenance of Nonprofit School Food Service Account

Have Available

Copy
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 SFAs must maintain nonprofit school food 
service account

• Maximize program benefits to enrolled students 

• Federal funds must be used only for operation 
and improvement of school food service 

• SFA compliance with regulations (7 CFR 
210.14(a)) 

Maintenance of Nonprofit School Food Service Account
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THREE COMPONENTS

1. Nonprofit School Food Service Revenue

2. Net Cash Resources 

3. Allowable Costs

Maintenance of Nonprofit School Food Service Account
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ALLOWABLE COSTS 

 Ensure costs are reasonable and necessary 
for specific program functions 

 Use Appendixes A and B of 2 CFR 225 as 
guidance to determine if cost is allowable 

 Review actual invoices and receipts as 
necessary to verify compliance 

 Identify unallowable costs 

Maintenance of Nonprofit School Food Service Account
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Annual Revenue and Cost Expenditure Report

Now 
completed 

online! 
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 Bad debts, including losses (whether actual or 
estimated) arising from uncollectible 
accounts and other claims, related 
collection costs, and related legal 
costs are unallowable 

 Funds from nonprofit school food service account 
(including dollars received for a la carte sales, 
catering, etc.) CANNOT be used to cover cost of 
charged meals that have not been paid

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/opmemos/10/om_19-10.pdf

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/opmemos/09/om_18-09.pdf

Maintenance of Nonprofit School Food Service Account
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AROT
RESOURCE MANAGEMENT

2 – Paid Lunch Equity (PLE)

Not applicable UNLESS you charge students for their meals
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Paid Lunch Equity 

Have Available

Copy
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CSDE must ensure that SFAs comply 
with the requirements for pricing 
paid lunches (7 CFR 210.14 (e))

Paid Lunch Equity 
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 USDA developed PAID LUNCH EQUITY 
TOOL for SFAs to use in determining 
compliance with this provision

• See USDA Memo SP 09-2016 for school 
year 2016-17

www.fns.usda.gov/sites/default/files/cn/SP09-2016os.pdf

Paid Lunch Equity 
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SCHOOL YEAR 2016-17

 SFAs that on a weighted average, charged 
LESS THAN $2.78 FOR PAID LUNCHES in school 
year 2015-16 are required to adjust their 
weighted average lunch price or add 
nonfederal funds to the nonprofit food 
service account

Paid Lunch Equity 
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AROT
RESOURCE MANAGEMENT

3 – Revenue from Nonprogram Foods 
Not applicable UNLESS you charge students for buying 

foods/beverages a la carte
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Revenue from Nonprogram Foods

Have Available

Copy
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 Except for reimbursable meals, all foods 
sold in schools that are purchased with 
funds from the nonprofit school food 
service MUST GENERATE REVENUE AT 
LEAST EQUAL TO THE COST OF SUCH 
FOODS

- HHFKA Section 206

Revenue from Nonprogram Foods
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USDA defines NONPROGRAM FOODS as those 
foods and beverages sold in a participating 
school other than reimbursable meals and ASP 
supplements (snacks)

 A la carte items and adult meals

 Items purchased with nonprofit school food service 
account funds for vending machines, fundraisers, 
school stores, and catered and vended meals

Revenue from Nonprogram Foods
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Revenue from Nonprogram Foods

 Regulations at 7 CFR 210.14(f) require SFAs to 
ensure the revenue ratio is greater than or equal 
to the food cost ratio, as follows: 

𝑵𝒐𝒏𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒇𝒐𝒐𝒅 𝒓𝒆𝒗𝒆𝒏𝒖𝒆

𝑻𝒐𝒕𝒂𝒍 𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒂𝒏𝒅 𝒏𝒐𝒏𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒓𝒆𝒗𝒆𝒏𝒖𝒆
≥

𝑻𝒐𝒕𝒂𝒍 𝒏𝒐𝒏𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒇𝒐𝒐𝒅 𝒄𝒐𝒔𝒕𝒔

𝑻𝒐𝒕𝒂𝒍 𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒂𝒏𝒅 𝒏𝒐𝒏𝒑𝒓𝒐𝒈𝒓𝒂𝒎 𝒇𝒐𝒐𝒅 𝒄𝒐𝒔𝒕𝒔
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www.fns.usda.gov/sites/default/files/cn/SP20-2016os.pdf

 The reference period may be a school 
week, a month, or year

 The reference period must include at 
least 5 consecutive operating days (or 
4 consecutive days for schools 
operating a 4 day week)

 The selected days must represent 
typical food service operations

Revenue from Nonprogram Foods
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www.fns.usda.gov/sites/default/files/cn/SP20-2016os.pdf

 Assessments cannot include data from 
summer school, holidays, or vacations or 
special circumstances that might distort the 
program and nonprogram foods data

 The percentage of nonprogram revenue 
generated must be at least as great as the 
percentage of nonprogram food costs 
incurred during the reference period to be 
in compliance with federal Requirements

Revenue from Nonprogram Foods
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www.fns.usda.gov/guidance-paid-lunch-equity-and-revenue-nonprogram-foods

Nonprogram Food Revenue Tool
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www.sde.ct.gov/sde/lib/sde/excel/deps/nutrition/np_pricing.pdf

CSDE Pricing Worksheet for 
Adult Meals and A la Carte Sales 
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CSDE Pricing Worksheet for 
Adult Meals and A la Carte Sales 

www.sde.ct.gov/sde/lib/sde/excel/deps/nutrition/np_pricing.pdf
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AROT
RESOURCE MANAGEMENT

4 – Indirect Costs 
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Indirect Costs

Have Available

Copy
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 SFAs can only charge indirect costs if 
they receive an indirect cost rate 
provided by the CSDE

Indirect Costs
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 Cannot bill school food service account for 
any costs unless an agreement exists to 
show that the SFA was “loaned” the 
nonprofit school food service account 
funds to cover the costs in one or more 
prior years WITH the expectation of 
repayment

 Accounting records must support 
implementation of the loan agreement  

Prior Years Retroactive Billing
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 Operational Memorandum 33-11: 
Child Nutrition Reauthorization 2010 –
Indirect Cost Guidance 

 USDA Indirect Costs Manual 

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/Indirect_Cost_Guidance.pdf

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/opmemos/11/om_33-11.pdf

Indirect Costs
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 Adult meals not being tracked 
or accounted for

 If program is being charged 
for any allowable costs, those 
costs must be supported by 
documentation to show how 
the charge was calculated

Common Problems with 
Resource Management
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320674

CSDE Program Guidance Web Page
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AROT
GENERAL AREAS

1. Civil Rights 

2. On-site Monitoring

3. School Wellness Policy

4. Smart Snacks

5. Food Safety/Storage/Buy American

6. School Breakfast Program (SBP) and 
Summer Food Service Program (SFSP) Outreach

7. Professional Standards



Connecticut State Department of Education   September 2016 163

AROT
GENERAL AREAS

1 – Civil Rights
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General Areas
Civil Rights

Have Available

Copy
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 Reviewed to ensure that SFAs are 
administering program services and 
benefits in accordance with all laws, 
regulations, instructions, policies and 
guidance related to nondiscrimination 
in program delivery

Civil Rights
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333768

CSDE Civil Rights PowerPoint Presentation
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 SFA’s procedures for receiving and processing 
complaints alleging civil rights discrimination 
within USDA CNPs must
 indicate whether allegation is made verbally or in 

person

 transcribe the complaint

 Identify the outside agency to which complaints are 
forwarded

 Procedures CANNOT indicate that attempts to 
resolve the complaint can be made at the local 
level

Civil Rights
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Civil Rights Nondiscrimination Statement
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WHILE ON SITE

 Confirm that USDA’s “And 
Justice for All” posters are 
prominently displayed 

 Observe during meal service 
that program benefits were 
made available to all children 
without discrimination

Civil Rights
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 Not all staff members associated with CNPs 
have received training

 Nondiscrimination “And Justice for All” 
posters not displayed in serving line

 CNP civil rights complaints are about human 
resources issues not about CNPs

 CNP civil rights complaints not reported to 
CSDE or USDA and are handled internally

Common Problems with Civil Rights



Connecticut State Department of Education   September 2016 171

AROT
GENERAL AREAS

2 – On-site Monitoring
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General Areas
On-site Monitoring

Have Available

Copy
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On-site Monitoring 

 SFAs with MORE THAN ONE SCHOOL must 
perform AT LEAST ONE on-site review of the 
lunch counting and claiming system used in 
each school under its jurisdiction by 
FEBRUARY 1 of each year
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On-site Monitoring 

 On-site monitoring must 
occur in 50% of all SBP 
schools, prior to February 1 
each school year 

NEW
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www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/forms/monitorlunch.pdf

www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/forms/monitorbreakfast.pdf

NSLP SBP

On-site Monitoring Checklist 

NEW
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 Form not being utilized effectively

 Form not completed at all sites

• interschool agreement site

 Forms all completed on same day

 Did not watch the full service

 Incomplete forms

 No follow-up documented,  if required

Common Problems with 
On-site Monitoring



Connecticut State Department of Education   September 2016 177

 Person conducting review has limited 
knowledge of what they are observing

 FSMC conducts on-site monitoring 

• Responsibility of LEA not FSMC

Common Problems with 
On-site Monitoring
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AROT
GENERAL AREAS

3 – School Wellness Policy
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General Areas
Local School Wellness Policy
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 HHFKA Section 204 strengthens wellness 
policies by emphasizing ongoing 
implementation, assessment and 
communication

 Intended to foster broad-based 
community support for the development 
and implementation of effective SWPs

Local School Wellness Policy (SWP)
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 All Wellness Policies were reviewed as part 
of the 2013-2014 AR (Cycle 1-Year 1)

 SA assessed whether the SMP contained all 
the required elements

 SA assessed whether required steps have 
been taken regarding implementation, 
transparency, public input, and availability

Local School Wellness Policy (SWP)

Be sure to review the last assessment of the 
Local School Wellness Policy
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 Since SWP is a requirement of NSLP 
participants, NEW SPONSORS must 
develop and implement a SWP as 
soon as possible

Local School Wellness Policy (SWP)
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www.sde.ct.gov/sde/cwp/view.asp?a=2678&q=322438

CSD School Wellness Policies Web Page
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AROT
GENERAL AREAS

4 – Smart Snacks
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General Areas
Smart Snacks in School

Have Available

Copy
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 Documentation for first week of review 
month of ALL FOODS AND BEVERAGES 
SOLD A LA CARTE at the selected schools 

 Nutrition documentation for food items 
sold by FOOD SERVICE DEPARTMENT to 
students in ALL schools in the district

Not Healthy Food Certified
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 Nutrition documentation for food items sold 
by ENTITIES OUTSIDE of school food service, 
such as school stores, PTAs, fundraisers

Not Healthy Food Certified

ACCEPTABLE DOCUMENTATION 
 Alliance for a Healthier Generation 

Smart Snacks Calculator printouts 
 Recipes
 Product specifications
 Highlighted items on CSDE’s List of 

Acceptable Foods and Beverages
 Other documentation
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333772

CSDE Competitive Foods Web Page
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 All Connecticut public school districts 
MUST COMPLY with state beverage 
requirements even if district does NOT 
choose healthy food option of Healthy 
Food Certification

 The only beverages that can be sold to 
students in Connecticut public schools are 
those belonging to the FIVE CATEGORIES 
specified in Section 10-221q of the 
Connecticut General Statutes

Connecticut Beverage Statute
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FIVE ALLOWABLE BEVERAGE CATEGORIES

1. Milk

2. Nondairy beverages such as soy or rice milk

3. 100 percent juice (fruit, vegetable or 
combination)

4. Beverages that contain only water and fruit 
or vegetable juice

5. Water 

Connecticut Beverage Statute



Connecticut State Department of Education   September 2016 191

AROT
GENERAL AREAS

5 – Food Safety/Storage/Buy American
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General Areas
Food Safety/Storage/Buy American

Have Available

Copy
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www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333772

CSDE Food Safety Web Page
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 New sponsors must have food safety plans in place

 Food safety plan should be reviewed AT LEAST 
ANNUALLY and updated as needed throughout 
school year

 Annual review should be DOCUMENTED

 Plan should be INDIVIDUALIZED to your program

Food Safety

HACCP-based Standard Operating Procedures: http://sop.nfsmi.org/HACCPBasedSOPs.php
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WHILE ON SITE

 Observe meal preparation and service at 
selected schools

 View most recent food safety inspection posted 
in publicly visible location for all participants of 
school meal program to review 

Food Safety
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 Temperature logs not completed for 
both food and equipment and are not 
maintained for a period of 6 months

 Kitchen staff do not know where or what the 
HACCP Plan is

 HACCP Plans not reviewed and updated annually

 Food Safety Inspection Reports not posted for 
public view

Common Problems with Food Safety
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WHILE ON SITE

 Observe conditions of ON-SITE STORAGE 
FACILITIES and OFF-SITE FOOD STORAGE 
FACILTIES AS APPLICABLE to ensure proper 
storage practices
 freezers
 refrigerators
 dry good storage rooms
 other areas to ensure proper storage practices

Storage
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 SFAS are required to purchase domestic 
agricultural commodities or products that 
are produced and processed in the US

 While limited exceptions exist when 
products are prohibitively costly or not 
available in required quantities, SFAs must 
consider alternative domestic foods prior 
to automatically approving an exception

Buy American
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WHILE ON SITE

 Review a variety of products per food category

 2-3 items in each food category

 Check labels on foods in on and off-site storage 
facilities

 May review the SFAs solicitation and contract 
documents for the Buy American provisions or 
language

Buy American
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AROT
GENERAL AREAS

6 – School Breakfast Program (SBP) and 
Summer Food Service Program (SFSP) Outreach



Connecticut State Department of Education   September 2016 201

General Areas
SBP and SFSP Outreach

Have Available

Copy
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 SFAs must inform families of the availability of 
breakfasts offered under the SBP

 Beginning of school year 

 Multiple times throughout the school year

 SFAs must conduct SFSP outreach before the 
end of each school year and meals offered 
through the Summer Food Service Program 
(SFSP)

SBP and SFSP Outreach
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 SFAs must inform families of the availability of 
breakfasts offered under the SBP

 Beginning of school year 

 Multiple times throughout the school year

 SFAs must conduct SFSP outreach before the 
end of each school year and meals offered 
through the Summer Food Service Program 
(SFSP)

SBP and SFSP Outreach
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 If SFSP is administered by different SFA or 
sponsor, they must work cooperatively to 
inform eligible families of availability and 
location of SFSP meals

 All SFAs must conduct summer outreach 
regardless of whether they sponsor a program

SBP and Summer Outreach
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AROT
GENERAL AREAS

7 – Professional Standards
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General Area
Professional Standards

Have Available

Copy



Connecticut State Department of Education   September 2016 207

7 CFR 210.30 

 Established HIRING STANDARDS for new school 
nutrition program directors at the SFA level

 Established ANNUAL TRAINING STANDARDS for 
all school nutrition program directors, managers 
and staff

General Areas
Professional Standards

Required annual training hours vary according to 
the employee’s role in the management and 
operation of the school nutrition program  
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WHILE ON SITE

 Review SFA records documenting that 
applicable hiring actions for new program 
directors completed on or after July 1, 
2015 are consistent with hiring standards

 Review SFA records documenting 
completion of annual training standards 
by all personnel (program directors, 
managers and staff)

General Area
Professional Standards
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www.fns.usda.gov/school-meals/professional-standards

USDA Professional Standards Web Page
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WATER REQUIREMENT
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 Children must have ACCESS to 
water during lunch and breakfast 
meal service 

 Can provide in a variety of ways

 water pitchers and cups on a table
 a water fountain
 a faucet that allows students to fill 

their own bottles or cups

Potable Water
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 CSDE will assess whether a school 
makes free water available to 
students in any location where 
lunches are served (during meal 
service) and when breakfast is 
served in the cafeteria

 Any school that does not make 
free water available or restricts 
access during the meal periods is 
noncompliant 

Potable Water
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REQUIREMENT FOR 
REPORTING AND 
RECORDKEEPING
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 To determine if reports are submitted as 
required by CSDE, and maintained with 
other program records 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

Reporting and Recordkeeping
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On-site Monitoring Activity
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SUPPLEMENTAL REVIEW AREAS
1. Afterschool Snack Program (ASP)

2. Special Milk Program (SMP) 
(Split-day Kindergarten Milk Program)

3. Fresh Fruit and Vegetable Program (FFVP)

4. Seamless Summer Option (SSO)
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SUPPLEMENTAL REVIEW AREAS

1 – ASP
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ASP

Have Available

Copy
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 Document review conducted 
on site in schools selected for 
AR that also operate ASP

 If none of selected schools operate 
ASP, no review will be conducted

 On site observation of ASP service 
will be at CSDE’s discretion

ASP
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 Verify school eligibility

 Ensure accurate counting 
and claiming

 Verify snacks meet snack service and 
nutritional requirements

 Confirm SFA conducts self-monitoring 
activities twice per year

 Certify food safety and civil rights 
requirements are met

ASP
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SUPPLEMENTAL REVIEW AREAS

2 – SMP
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Special Milk Program 
(Split-Day Kindergarten Milk Program)

Have Available

Copy
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Special Milk Program (SMP) 
(Split-Day Kindergarten Milk Program)

Students who have access to breakfast and 
lunch cannot participate in the SMP
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 CSDE examines SMP documentation for 
each school selected for AR that operates 
SMP

 On-site SMP observation only required if 
• issues discovered during documentation 

review 
• issues with meal counting/claiming of 

NSLP/SBP

 If school selected for AR does not operate 
SMP, CSDE does not select another site

SMP (Split-Day Kindergarten Milk Program)
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WHILE ON SITE 

 Review pricing policy

 Confirm SFA is operating its approved 
SMP option

 Make sure counting and claiming 
procedures yield accurate claims

 Determine records are properly 
retained

SMP (Split-Day Kindergarten Milk Program)
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SUPPLEMENTAL REVIEW AREAS

3 – FFVP
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FFVP

Have Available

Copy
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 At least one FFVP school must be 
reviewed during AR

 Selection of schools for FFVP review 
occurs AFTER selection of sites for NSLP 
review

FFVP
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FFVP

WHILE ON SITE 

 Available to all students

 Free of charge

 Offered within school day outside of meal 
service

 Publicized

 Not serving frozen, canned, dried fruit

 Not serving juice, nuts, trail mix 

 Served only to students (teachers within 
classroom may participate as role models)

 Following Food Safety Plan
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FFVP

REMINDERS

 Dip can only be used for vegetables 
• Must be less than 2 tablespoons
• Must be low-fat or fat-free

 If cooked vegetables are served
• must be only once per week 
• must be accompanied by nutrition education lesson
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Supporting cost documentation must 
indicate 

 School uses majority of funds to purchase 
FRESH PRODUCE

 School carefully reviews and prorates 
EQUIPMENT PURCHASES

Validate FFVP Claim for Review Month
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Supporting cost documentation must 
indicate 

 Labor costs (prep/serve and administrative) 
and all other nonfood costs are minimal 

• administrative costs ≤ 10%

 Must be supported with proper 
documentation, such as
• payroll reports
• time sheets
• documentation of time 

allocated to FFVP

Validate FFVP Claim for Review Month
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SUPPLEMENTAL REVIEW AREAS

4 – SSO



Connecticut State Department of Education   September 2016 234

 Review occurs in summer 
2017 for school year 
2016-17 AR sponsors

 CSDE determines SSO 
compliance in same manner as NSLP and SBP

 CSDE will conduct on-site and off-site review 
components 

 SFA will submit off-site review materials to CSDE 
prior to on-site review

SSO
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 CSDE must review at least 
one SSO site

• Site selected for SSO 
review may be any SSO site

• Does not have to be a site 
selected for regular AR

SSO
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WHILE ON SITE 

 Verify meal counting and 
claiming

 Assess how site differentiates 
between age/grade groups

 Ensure children eat meals on-site

 Ensure one meal served prior to offering seconds

 Verify proper food safety measures are in place

 Verify meal service times are same as approved by 
CSDE

SSO
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SSO

OTHER REVIEW COMPONENTS

 Confirmation of site eligibility

 CSDE must ensure SFA makes 
reasonable effort to advertise 
the availability of free meals to 
children in community

 CSDE must examine SFA’s self 
monitoring forms

CSDE may use information obtained during the AR
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 To ensure meals are 
compliant and 
reimbursable, CSDE 
will review ONE WEEK 
of meals using the 
Menu Worksheets

SSO
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 Materials needed to 
complete worksheets
 One week of menus

 Portion sizes for all 
reimbursable items

 Contribution Information for each menu 
item (CN Label, USDA Food Fact Sheet, 
Product Formulation Statement)

 Production Records

 Standardized Recipes

SSO
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 Complete separate 
Menu Worksheet for 
each GRADE GROUP

 Complete separate 
Menu Worksheets for 
each MEAL SERVICE
• Breakfast
• Lunch
• Snack
• Supper

SSO
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CSDE SNP STAFF
COUNTY CONSULTANT

Fairfield and Litchfield Counties         
Fionnuala Brown

fionnuala.brown@ct.gov  860-807-2129

Hartford County 
Teri Dandeneau

teri.dandeneau@ct.gov  860-807-2079

Middlesex, Windham and Tolland Counties
Susan Alston

susan.alston@ct.gov  860-807-2081

New Haven County
Jackie Schipke

jackie.schipke@ct.gov  860-807-2123

New London County
Kelly Mero

kelly.mero@ct.gov  860-807-2073

OTHER CSDE STAFF

Nutrition Education Coordinator
Susan Fiore

susan.fiore@ct.gov   860-807-2075

USDA Foods
Allison Calhoun-White

allison.calhoun-white@ct.gov   860-807-2008 

Procurement, USDA Foods, and Farm to School
Monica Pacheco

monica.pacheco@ct.gov   860-807-2086 
Procurement, Food Service and Management 
Company Contracts 

Andy Paul
andrew.paul@ct.gov   860-807-2048

Summer Meals
Caroline Cooke

caroline.cooke@ct.gov   860-807-2144

Connecticut State Department of Education
Bureau of Health/Nutrition, Family Services and Adult Education

25 Industrial Park Road  Middletown, CT  06457


