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MEMORANDUM NO. 002-09M  CHILD NUTRITION SERVICES

TO:

Educational Service District Superintendents



Potential Sponsors of the Simplified Summer Food Program

FROM:
Randy I. Dorn, State Superintendent of Public Instruction

RE:

Simplified Summer Food Program for New Sponsors

CONTACT:
Nancy Van’t Hul, Summer Program Specialist



Phone:  (360) 725-6222

TTY:  (360) 664-3631

E-mail:  nancy.vanthul@k12.wa.us
Donna Parsons, Supervisor, School and Summer Nutrition Programs



Phone:  (360) 725-6220

TTY:  (360) 664-3631

E-mail:  donna.parsons@k12.wa.us
The information contained in this memorandum is for sponsors who intend to participate in the Simplified Summer Food Program (SSFP) this summer.  Public or private nonprofit schools; educational service districts; units of local, municipal, county, or state governments; Indian Tribes; public or private nonprofit residential summer camps; public or private nonprofit colleges or universities sponsoring the Upward Bound Program; and certain private nonprofit organizations that wish to operate a SSFP must submit a completed application packet by May 12, 2009.  Applications are reviewed and approved in the order in which they are received.  Approval may be delayed for applications received after the May 12 deadline or if missing necessary information.  A sponsor will not be reimbursed for program operations until the application has been approved by Child Nutrition Services (CNS), Office of Superintendent of Public Instruction (OSPI).  

Instructions are attached to aid you in completing the application packet.  A full application must be submitted if you fall into one of the following categories:

· Sponsors new to the SSFP must complete the paper application form in its entirety.  The application packet must be returned to OSPI by mail.
· Sponsors participating in the SSFP in 2001–07 but not in 2008 must follow instructions for new sponsors and submit the paper application packet by mail to OSPI.  However, if you would like to submit information via the Internet for the sponsor application, site application, and the SSFP budget, please contact CNS office at (360) 725-6200.
Washington State law mandates that school districts offering any sort of academic, enrichment, or remedial program during the summer months at qualifying sites offer a food program.  Qualifying sites are defined as those schools which have 50 percent or more of the children enrolled during the regular school year that qualify for free and reduced-price meals.
Summer School Programs
A school sponsor intending to operate a SSFP at a site where an academic summer school program is in session must ensure the food service is open and meals are served to all children residing in the area.  The sponsor must make every reasonable effort to promote the availability of the program to the children in the surrounding community.  School sponsors may be asked to show OSPI the efforts made to encourage community participation in the SSFP.

A summer school site which provides meals only to students enrolled in an academic summer school program cannot participate in the SSFP.  The Local Education Agency (LEA) must submit an amendment to the National School Lunch and/or School Breakfast Program (NSLP/SBP) agreement to continue to serve meals to students during the summer months.

Eligibility for Sites

Site eligibility must be submitted to OSPI as part of the completed application.  If you have difficulty obtaining eligibility information from a school district, please contact (360) 725-6200.  It is important to note that when defining a site, it is only in reference to the “meal service site;” the definition does not include other activities/programs that may occur throughout the day.
Types of Sites:

A. Open Sites:

An open site feeds any child 18 years of age and younger who comes for a meal.  Children participating in the meal service are not required to be enrolled in your district.  Eligibility criteria must be submitted to OSPI for all open sites.  Open sites may be qualified by one of the following methods:

(1) Free and reduced-price criteria from the school which established eligibility by having 50 percent or more of the enrolled students qualifying for free and reduced-price meals.  Documentation from school districts must be on letterhead and signed by a district official.  The letter must include the name of the school, total number of children enrolled, total number of children eligible for free meals, and total number of children eligible for reduced-price meals.  Note:  eligibility may be used from any month of the school year that reached 50 percent or more free and reduced-price eligibility.

(2) Census tract data.
(3) Housing authority data.
(4) Bureau of Indian Affairs (BIA) data.

B. Enrolled Sites:

An enrolled site is a site offering an enrichment or activity program to only a specific group of children.  The children must be “enrolled” in this enrichment/activity program in order to receive a meal(s).  To qualify as an enrolled site, at least 50 percent of the children enrolled must qualify for free and reduced-price meal benefits.

Sponsors operating enrolled sites must check their enrollment status regularly to ensure at least 50 percent or more of the children are eligible for free and reduced-price meals.  Residential camps must check enrollment status for each session.  Some sponsors may have enrollment that fluctuates on a daily basis.  As each new child receives a meal, their eligibility status must be verified.  For example, if you have 50 applications on file and all month you have 33 applications that are eligible for free and reduced-price lunches, the sponsor would qualify for reimbursement, as 66 percent meet eligibility requirements.  On the other hand, if the sponsor has 50 applications on file with 25 meeting eligibility requirements and on the second to the last day of the month, a new application is submitted which does not meet the free or reduced-price criteria, the sponsor would be able to claim meals for all days of the month except for the last two, as now only 49 percent meet eligibility requirements.  If you have questions about enrollment, contact (360) 725-6200.

The United States Department of Agriculture (USDA) allows schools to release the free and reduced-price eligibility status of children to SSFP sponsors with enrolled programs.  Schools are encouraged to share this information with sponsors.  Sponsors should contact the food service department of the school district to request the eligibility status of children enrolled in their summer programs.  Contact OSPI if assistance is needed.  If the school agrees to share this information, an agreement must be drawn up between the sponsor and the school.  This agreement is to obtain assurance from the sponsor that the information will be used only for qualifying the site under the SSFP.  A sample agreement is attached.
Meal Service

Sponsors may serve up to two meal types or one meal and one snack per day at each site.  In some instances, sponsors who have special programs in the late afternoon or evening for children in low-income areas may be approved for a supper meal at that site.  Sponsors must check with OSPI for approval of a supper meal service.  If a lunch has been served at the site, the supper meal will not be allowed.  Residential camps and migrant sites may serve up to three meals at a site.  
The meal service time for breakfast, lunch, and supper cannot exceed a maximum of two hours.  There must be three hours between the start of one meal and the beginning of the next.  Snacks must be served within a one hour time frame.

All food must be consumed onsite.  However, USDA regulations allow the sponsor to let children take the fruit/vegetable component with them.  If a sponsor selects this option, you must request approval from OSPI during the application process and provide a written explanation of how you will monitor that children take only a fruit/vegetable component off-site.

Children age 18 and younger may receive meals through the SSFP.  A person 19 years of age or older who has a mental or physical disability and who participates during the school year in a public or private nonprofit school program is eligible to receive meals.  

Note:  Students enrolled in night classes, including migrant programs, 19 years of age and older do not qualify for meals, and sponsors must have a way to exclude these students from their daily meal counts and claim for reimbursement.

Offer Versus Serve for School Sponsors

School sponsors who use the offer versus serve (ovs) provision in their NSLP/SBP during the year may continue to use this provision at all sites for the SSFP.  However, if OVS is used for breakfast, schools must use the SBP meal pattern instead of the SSFP breakfast meal pattern.  If the school is planning to serve sack lunches, the OVS option cannot be implemented, and all meal components must be served as a unitized meal.

Menus

Sponsors must submit one month’s menu for each type of meal service the sponsor intends to have—breakfast, lunch, supper, and/or snack.  Schools using the Nutrient Standard Menu Planning (NSMP) option during the regular school year may use this option for the SSFP.  These school sponsors must submit the menus and nutritional analysis for one month for all meal types planned.
OSPI requests menus to ascertain that sponsors are familiar with meal pattern requirements.  However, if during a SSFP review, a menu submitted during the application process is served and has a missing component, the meal will be disallowed for reimbursement.
Food Service Management Companies

LEA sponsors that use a commercial food service management company (FSMC) to prepare meals for their SSFP program must have included the SSFP as part of the LEA/FSMC contract.  If the SSFP was not included in the contract, the LEA must either go out to bid for FSMC services, enter into a written agreement with another LEA that does not use a FSMC, or operate the program itself.

Nonschool SSFP sponsors may not contract with a school district that uses a FSMC.  These sponsors may sign a written agreement with another LEA that self-operates their food service or the sponsor must issue a request for proposal (RFP) to commercial for-profit companies.  Sponsors should refer to Part III—Food Service Management Companies of the 2009 Administrative Guidance for Sponsors and must carefully read the enclosed procurement standards. (See Attachment 10.)  A list of school districts currently using a FSMC is enclosed (Attachment 12).  Sponsors contracting with a school district for meals must submit the 15-Point Amendment to Food Service Agreement, which is included in the attached application materials. (See Attachment 11.)
Media Release

All sponsors operating the SSFP, including enrolled sites and residential camps, must submit a press release to the local media.  A copy of the letter to the media and media release must be submitted with the application materials.  A sample media release is attached. (See Attachment 25.)
Notice to Health Department

Each sponsor must submit a letter to the local health department with the name and address of the site(s) where meals will be served, the dates of meal service, and meal 

service times. (See Attachment 26.)  The health department must also be notified of sites taking field trips, including the date, location, and the intended field trip meal service time. (See Attachment 18.)
Field Trips

OSPI must be notified of field trips which affect meal service for each site, at least 

24 hours in advance.  If OSPI is not notified prior to the field trip, meals will be considered “consumed off-site” and will not be eligible for reimbursement.  Faxes received on the day of the field trip will not be accepted, and meals will be disallowed.  In addition, OSPI must be notified of any changes to field trips that were previously submitted to OSPI.  A copy of your calendar containing the date, location, type, and time of meal service may be submitted in place of the field trip notification form.  The field trip notification form (Attachment 18) is included as part of the application packet.  For unexpected field trips or changes to previously submitted field trips, use the enclosed field trip fax notification (Attachment 27) and fax it to OSPI at least 24 hours in advance.  A sponsor may also submit field trip information via e-mail.  If requested, OSPI can provide a sample e-mail notification log for field trip(s).

A point-of-service meal count must be implemented for those children receiving meals on a field trip.  In addition, open sites must remain open for meal service even if the majority of the children are on a field trip.
Federal regulation does not require that sponsors receive formal approval for field trips from the state agency.  Therefore, OSPI does not send the sponsor a written approval form.  However, if the field trip submission did not meet all requirements, the sponsor will receive a written notice that meals served on the field trip were disallowed and cannot be claimed for reimbursement.
Commodities

Sponsors new to the SSFP or returning to the program after a break in service may be able to pick up commodities at one of the central warehouses located in Spokane, Yakima, or King counties.  However, we are unable to determine at this point in time what items may be available or the quantities available.  A list of commodities available and the pick-up locations will be provided to you at a later date.  Once a sponsor has operated a SSFP for a summer, they are automatically notified of the opportunity to order commodities the following summer.  If you have specific questions about commodities, please contact Skip Skinner, Food Distribution Program Supervisor, at (360) 725-6209.
User Authorization for Child Nutrition Programs
The User Authorization form (SPI 1532A CNP User Auth, Attachment 17) must be submitted as part of the application process only if there are changes from what is already on file.  If we receive a user authorization, the user identification, password, and instructions will be e-mailed to each user authorized on the form once your application has been received.  OSPI will allow up to two passwords per category per sponsor, two for application information and two for claim submission.  LEAs already using the NSLP/SBP electronic claim system will still need to complete this form.

Audits

An audit must be submitted to OSPI as part of the application process if the total amount of federal funds expended was $500,000 or more for the most recent fiscal year.

 

Public school districts; educational service districts; public colleges; city, county, and other municipalities; military; and federal government agencies are exempt from these requirements and may answer “n/a” to the audit question found on the Sponsor Application.  However, Tribal Organizations, as well as other private, nonprofit organizations, must submit an audit if the above criteria applies to your organization.
Federal regulations require that audits of nonprofit institutions are conducted in accordance with Office of Management and Budget (OMB) Circular A-133.  An audit under OMB Circular A-133 is generally an organizationwide audit.  A program specific audit may be performed under OMB Circular A-133 requirements if the institution expends federal awards under only one program.

Questions regarding audits may be referred to OSPI, Audit Management and Resolution/Internal Audit section, at (360) 725-6285.

Electronic Submission of Reimbursement Claims

CNS requires all sponsors to submit claims for reimbursement over the Internet.  Once the application has been approved, instructions for submitting claims will be sent to the authorized sponsor representative by e-mail.

Return copies of all applicable forms, exhibits, and other items noted on the checklist, as well as the checklist itself.

All program sponsors must receive administrative training by Child Nutrition Services staff before their applications can be approved for the Simplified Summer Food Program.

Questions regarding this memorandum may be referred to Nancy Van’t Hul, Program Specialist, (360) 725-6222, or by e-mail at nancy.vanthul@k12.wa.us; or Donna Parsons, Program Supervisor, (360) 725-6220, or by e-mail at donna.parsons@k12.wa.us.  The agency TTY number is (360) 664-3631.  This memorandum is also available on the agency Web site at the following URL:  http://www.k12.wa.us/BulletinsMemos/memoranda2009.aspx.  
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