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I. GENERAL PROGRAM ADMINISTRATION

TEACH Public Schools is a sponsor of the U.S. Department of Agriculture (USDA) Food and Nutrition
Services (FNS) Child Nutrition Programs. All programs are operated in compliance with Federal and
State regulations.

Meal Pattern Compliance: TEACH Public Schools serves meals that meet the nutrition
standards for the National School Lunch Program (NSLP) and School Breakfast Program (SBP)
as set forth in 7 CFR Parts 210 and 220. This specifically includes:
o Compliance with Sodium Target 2 limits.
o Ensuring all grains served are Whole Grain-Rich (at least 51% whole grain).
o Compliance with USDA-added sugar limits for breakfast cereals and yogurt as defined in 7
CFR 210 & 220.
o Meeting Weekly Vegetable Subgroup minimums (Dark Green, Red/Orange, Legumes,
Starchy, and Other).
Water Availability: Free potable water is available to students in the food service area, or within
a reasonable distance from the serving area (e.g., adjacent drinking fountains or water
dispensers with provided cups), during the meal service period to ensure all students have
convenient access to water while consuming their meals.
Manual Maintenance: A physical copy of this manual and all supporting materials
(Attachments A-M) must be held in the school's administrative office for auditor review.
Standard Record Retention: All program documentation, including claims, production records,
and vendor invoices, must be kept for at least 3 years plus the current year.
CEP Base Year Retention: Documentation from the 2023-2024 Base Year (Direct Certification
and enrollment rosters) must be retained for the entire duration of CEP participation plus
three years after the final claim is submitted.
o Storage Location: Base Year documentation is maintained in a secured digital archive
accessible to the Program Officer and Superintendent to ensure long-term accessibility.

II. COMMUNITY ELIGIBILITY PROVISION (CEP)

TEACH Public Schools operates under the Community Eligibility Provision (CEP), allowing all students
at participating sites to receive breakfast and lunch at no cost.

Non-Pricing Status: All TEACH sites are "Non-Pricing"; no payments are requested from or
deposited by students. No cash is handled at the Point of Service.

Direct Certification (DC): The SFA conducts Direct Certification via CALPADS at least three
times per year: July 1 (or prior to the start of school), October, and March. This data is used to
calculate and maintain the Identified Student Percentage (ISP).

Cycle Timeline: The current CEP cycle for TEACH Public Schools was established in
2023-2024 and remains in effect through SY 2026—-2027.

Reapplication: The Program Officer is responsible for submitting the reapplication to the
California Department of Education (CDE) by June 30, 2027, to establish a new base year or
continue the current cycle.



lll. PROCUREMENT & CONTRACT MANAGEMENT

TEACH Public Schools follows a code of conduct and procurement procedures that comply with 2 CFR
Part 200 and 7 CFR Part 210.

FSMC Contract Type: TEACH operates under a competitively procured fixed-price
per-meal Food Service Management Company (FSMC) contract. This ensures predictable
costs and simplified oversight of vended services.
Code of Conduct: No employee, officer, or agent shall participate in the selection, award, or
administration of a contract supported by Federal funds if a real or apparent conflict of interest is
involved. No employee shall solicit or accept gratuities, favors, or anything of monetary value
from contractors or parties to subcontracts.
Procurement Methods: * Micro-purchase: (Below $10,000) - Prices are compared from
qualified sources to ensure "reasonable" cost. No formal quotes are required, but prices must be
documented.
o Small Purchase: ($10,000 - $250,000) - Informal "Three-Bids-and-a-Buy" method.
Written price quotes are obtained from at least three qualified sources.
o Formal Procurement: (Above $250,000) - Sealed Bids (IFB) or Competitive Proposals
(RFP) are required, including public advertising and a formal evaluation process.
Contract Monitoring: The Program Officer performs an annual FSMC contract monitoring
review before the end of the school year. This review ensures:
o The vendor is billing the fixed price per meal agreed upon in the contract.
o All USDA Foods (commodities) are properly credited to the SFA’'s account.
o The vendor is meeting the meal pattern and food safety requirements specified in the
agreement.

Buy American Provision

In accordance with 7 CFR Part 210.21(d), TEACH requires the FSMC to purchase, to the maximum
extent practicable, domestic commodities or products.

Compliance Statement: A "domestic commodity or product” is one that is produced in the U.S.
and is processed in the U.S. substantially using agricultural commaodities produced in the U.S.
(at least 51% U.S. content).

Vendor Certification: The FSMC must provide a written certification (annually or per product)
verifying the domestic status of food products delivered to TEACH.

Exception Documentation: Limited exceptions (e.g., non-availability or cost-prohibitive nature
of domestic pineapples or bananas) must be documented using the Buy American Exception
Log (Attachment H). The SOM must monitor deliveries for foreign products and ensure they
are listed on the exception log.

IV. BENEFIT ISSUANCE & DATABASE MANAGEMENT

The SFA utilizes MealTime as the primary system of record for student eligibility, enroliment tracking,
and benefit issuance.



A. Database Maintenance & Enroliment Integration

e System of Record: Student demographic data (Name, SSID, Grade, School Site) is exported
from the Student Information System (SIS) and uploaded into MealTime.

e Data Accuracy: The Program Officer is responsible for ensuring that student identifiers (SSID)
are accurate and that students are assigned to the correct school site in the database to prevent
duplicate claiming across the SFA.

e Daily Syncs: Enroliment updates should be reviewed frequently to ensure the MealTime roster
matches the physical attendance roster at each site.

B. Student Status Management (Active/lnactive)

e Withdrawal Protocol: When a student withdraws from TEACH Public Schools, the School
Operations Manager (SOM) must notify the Program Officer within 24 hours.

e Immediate Inactivation: The Program Officer must change the student’s status to "Inactive" in
MealTime immediately. This prevents the student from being included in daily meal counts or
appearing on check-off lists after their official exit date.

e Re-enrollment: If a student returns, their record must be re-activated rather than creating a
duplicate entry to maintain a clean longitudinal record for the CEP cycle.

C. Determining Eligibility under CEP

e ISP Tracking: Although all students eat at no cost, TEACH must maintain the Identified Student
Percentage (ISP). The Program Officer runs the Direct Certification (DC) export in CALPADS at
least three times annually (July, October, March).

e Categorical Flags: Students who are Foster, Homeless, Migrant, or Runaway are manually
flagged in MealTime based on official lists provided by the district's Homeless Liaison. These
flags must be updated as soon as new lists are received.

e Archive Security: Eligibility data establishing the 2023-2024 Base Year is maintained in a
secured digital archive accessible only to the Program Officer and Superintendent to protect
student privacy and ensure audit readiness.

D. Confidentiality & Overt Identification Prevention

e Password Protection: Access to MealTime is password-protected and restricted by role. Point
of Service (POS) operators have "User" access only, preventing them from altering eligibility
data.

e Screen Privacy: The MealTime serving screen is configured to show all students as "Eligible."
No categorical codes (e.g., "DC," "Foster," "Homeless") are visible to the operator or other
students during the meal line.

e Non-Discriminatory Language: Staff are prohibited from using language that distinguishes
between students' economic backgrounds (e.g., never using words like "Free" or "Paid").

V. MEAL ORDERING PROCEDURES (VENDED MODEL)

As a vended meal service model with no on-site production kitchen, TEACH Public Schools relies on
a Food Service Management Company (FSMC) for all preparation, packaging, and delivery. Accurate



ordering is the SFA’'s primary control against food waste and fiscal over-billing.

e A. Forecasting and Base Orders:

o Base Orders: Orders are generated by the School Operations Manager (SOM) and
placed via the FSMC'’s digital platform one month in advance.

o Lead Times: All final modifications must be submitted within 2—3 weeks of the service
date to ensure the vendor can secure ingredients and plan production routes.

e B. Count Adjustments (The 72-Hour Rule):

o The SFA may increase or decrease order counts within a 72-hour window (excluding
weekends) of the service date to account for sudden changes in attendance or
enroliment.

o Any adjustments made within this window are contingent upon FSMC fulfillment
capabilities and must be confirmed via email or the vendor portal.

e C. Field Trip and Special Event Procedures:

o Field Trips: The SOM must notify the FSMC at least two weeks prior to a field trip to
request "Sack Lunch" patterns. These meals must meet the specific portability and meal
pattern requirements of the NSLP (e.g., specific fruit/'vegetable types that do not require
refrigeration for short periods).

o Special Events: For school-wide events (e.g., early dismissal or celebrations), the SOM
must adjust the delivery time and quantity with the same two-week lead time.

e D. Order Oversight:

o The Program Officer reviews weekly order summaries to ensure sites are not ordering
significantly above their Attendance Adjusted Enrollment. Discrepancies of more than
5% must be justified by the SOM.

VI. MEAL RECEIVING & SAFETY (SATELLITE SITES)

The moment of delivery is a Critical Control Point (CCP) under the SFA's HACCP-based Food Safety
Plan. TEACH assumes legal liability for the safety and quality of the meals the moment the delivery is
signed for.

e A.Visual Inspection and Quantity Verification:
o Upon arrival, the SOM or a designated trained staff member must immediately verify the
physical count of meals against the Vendor Transportation Sheet.
o Discrepancies: If the number of meals delivered is less than the number ordered, the
SOM must note the shortage on the transportation sheet and contact the vendor
immediately. The vendor must provide a "hot-shot" delivery if the shortage prevents a
student from receiving a meal.
e B. Temperature Documentation (Mandatory):
o Staff must use a calibrated stem thermometer to probe food temperatures immediately
upon arrival.
o Hot Holding: Must arrive at 135°F or higher.
o Cold Holding: Must arrive at 41°F or lower.
e C. Rejection Policy: * Any food arriving in the "Danger Zone" (between 41°F and 135°F) must
be rejected.
o The SOM must document the rejection, the reason, and the corrective action taken (e.g.,



"Vendor contacted for replacement”) on the transportation sheet and the Daily Receiving
Log.
e D. Recordkeeping: * Arrival times and temperatures must be recorded on the Daily Receiving
Log (Attachment F).
o The SOM signs the transportation sheet only after temperature and quantity verification.
These signed sheets are the primary source documents for reconciling monthly FSMC
invoices.

VII. POINT OF SERVICE (POS) & COUNTING

The Point of Service is the specific moment when a meal is determined to be "reimbursable." TEACH
Public Schools uses MealTime to capture these counts in real-time.

A. Definition and Execution

e Definition: The POS is the end of the serving line, after all components have been offered. A
trained staff member must observe the student’s tray to ensure a complete, reimbursable meal
has been selected before the meal is recorded in the system.

e Real-Time Entry: Meals must be clicked or scanned into MealTime at the exact moment the
student receives the meal.

e Prohibition of "Back-Counting”: Counting students after they have already left the service
area, or using attendance records to generate meal counts ("back-counting"), is strictly
prohibited and constitutes a major compliance violation.

e Second Meals: While students may be offered seconds of certain items if waste is available,
only one reimbursable meal per student per session may be claimed. MealTime is programmed
to block the recording of a second meal for the same student.

B. Meal Service Models (TK-12)

e Grades TK-8 (Serve-All): TEACH follows a "Serve" model for younger students. Staff must
ensure the student receives all required components for the meal to be considered

reimbursable.
e Grades 9-12 (Offer Versus Serve - OVS): High school sites must implement OVS to reduce
food waste and allow student choice.
o Students are offered 5 components (Meat/Meat Alternate, Grains, Fruit, Vegetable, and
Milk).
Students must select at least 3 of the 5 components.
Crucial Requirement: At least one of the selected components must be a 1/2 cup of
fruit or vegetable (or a combination thereof).

C. SFA Internal Controls & Daily Edit Checks
To ensure claiming accuracy, TEACH performs a multi-tiered verification process:

e Daily Edit Checks: Daily edit checks are performed each day prior to claim consolidation.
The POS operator or SOM must review the daily total against the site's enroliment.



Monthly Consolidation: A monthly summary review is conducted by the Program Officer
before CNIPS submission. This review compares daily counts against the Attendance
Adjusted Enroliment (AAE).

The AAE Formula: (Total Enroliment) x (Attendance Factor, e.g., 93.8%).

Discrepancy Investigation: If a daily count exceeds the AAE, the Program Officer must
investigate. Documentation must be kept explaining the surge (e.g., "Field trip from Site B
visited Site A" or "Special school-wide event with 100% attendance").

D. Annual On-Site Monitoring

Deadline: The Program Officer must complete a formal On-Site Review (Attachment D) of the
POS at every school site by February 1st of each school year.

Scope: The review must cover both Breakfast and Lunch and involve observing a full meal
service to ensure the POS operator correctly identifies reimbursable meals and follows OVS
rules.

VIIl. LOCAL SCHOOL WELLNESS POLICY (LSWP)

TEACH Public Schools maintains a Local School Wellness Policy (LSWP) that guides the effort to
establish school environments that promote students’ health, well-being, and academic success
through healthy eating, physical activity, and social-emotional wellness.

A

Leadership: The Executive Director (or designee) serves as the Network Wellness Coordinator
and is responsible for ensuring each school site complies with the LSWP. The Director of
Operations serves as the Program Officer and overall lead on the School Nutrition Program,
overseeing operational compliance with federal and state Child Nutrition Program requirements
and supporting implementation of wellness policy initiatives.

Public Involvement: TEACH Public Schools ensures stakeholder participation through
Site-Based Wellness Teams (SBWT) at each campus. These teams include representation from
school administrators, teachers, school nutrition staff, parents/guardians, students, and
community members who participate in the periodic review and implementation of the wellness
policy.

Smart Snacks & Competitive Foods: All foods and beverages sold to students on the school
campus during the “School Day” (midnight until 30 minutes after dismissal) must meet USDA
Smart Snacks in School nutrition standards and applicable California Education Code
requirements. This applies to all “Competitive Foods,” including those sold in vending machines,
student stores, or other campus sales.

Fundraisers: TEACH Public Schools permits zero (0) exempt fundraisers per year. All
food-based fundraisers conducted during the school day must comply with USDA Smart Snacks
standards.

. Triennial Assessment: At least once every three years, the SFA conducts a triennial

assessment to measure compliance with the wellness policy, compare TEACH’s policy with
model wellness policies, and evaluate progress toward achieving wellness goals.
Transparency: The Local School Wellness Policy and the results of the triennial assessment
are posted on the TEACH Public Schools website and may be shared during public Board



meetings to ensure transparency and community awareness.

IX. PROFESSIONAL STANDARDS

The SFA ensures that all personnel overseeing or operating the school nutrition programs meet the
hiring and annual training standards required by the USDA.

e Training Tracking: The School Operations Manager (SOM) maintains a Professional
Standards Training Tracker (Attachment K). This log must document the date of training, the
topic, and the total duration.

e Annual Minimum Hour Requirements:

o SFA Director (Program Officer): 12 hours annually.

o Site Managers (SOM): 10 hours annually.

o Food Service Staff (working >20 hrs/week): 6 hours annually.
o Food Service Staff (working <20 hrs/week): 4 hours annually.

e Mandatory Training Topics: Training must cover Food Safety (HACCP), Civil Rights, Meal
Counting/Point of Service, and Offer Versus Serve (OVS).

e Civil Rights Training: Annual Civil Rights training is mandatory for all food service staff.
Documentation (sign-in sheets and agendas) must be maintained to prove all front-line staff
completed this training before the start of the school year.

e Retention: Training records and certificates are retained for 3 years plus the current year.

X. CIVIL RIGHTS COMPLIANCE & COMPLAINT PROCEDURES

TEACH Public Schools provides benefits to all eligible individuals without discrimination in accordance
with Federal civil rights laws and USDA policy.

e Nondiscrimination Statement: All program materials and public-facing documents (websites,
handbooks, menus) must include the Current USDA Nondiscrimination Statement.

e Justice for All Poster: The most current version of the USDA "Justice for All" poster must be
prominently displayed in the meal service area where students can clearly see it.

e Racial and Ethnic Data Collection: Racial and ethnic data is collected annually and
maintained confidentially for review purposes only. This data is used to ensure the program
is reaching all demographic groups equally.

e Language Access: Complaints may be filed in any language; translation services will be
provided for individuals with limited English proficiency (LEP).

A. Accepting and Transcribing a Complaint

e Contact Persons:
o Staff-Related Complaints: Dr. Maria Pimienta, Director of HR, at HR@teachps.org.
o Nutrition Program Complaints: Enrique Robles, Director of Operations, at
SchoolNutritionProgram@teachps.org.
Filing Deadline: Complaints must be filed within 180 days of the alleged incident.
Transcribing Allegations: If a complainant makes verbal allegations and refuses to put them in
writing, the staff member receiving the complaint must transcribe the elements for them.
e Anonymous Complaints: Anonymous complaints must be handled with the same level of



priority and investigated to the best of the SFA's ability.

B. Forwarding a Complaint

State Agency: Contact the CDE Nutrition Services Division at 800-952-5609 or
CNPComplaints@cde.ca.gov.
Federal Forwarding: All discrimination complaints must be forwarded to the USDA Office of
the Assistant Secretary for Civil Rights within 5 calendar days of receipt.
o Mail: 1400 Independence Avenue, SW Mail Stop 9410, Washington, D.C. 20250-9410.
o Fax: (202) 690-7442.
o Email: program.intake@usda.gov.

Xl. QUALITY CONTROL & MONITORING

Vendor Reconciliation: The Program Officer reconciles monthly FSMC invoices against
MealTime Claim Reports and Signed Transportation Sheets. Payment is only authorized
after verifying that the number of meals invoiced does not exceed the number of reimbursable
meals served.

Claim Submission: Claims for reimbursement are submitted by the Program Officer in CNIPS
within @ month of the close of the claim month, specifically, no later than the 20th. For example,
if the school is claiming for the month of January, the latest the claim would be submitted is
March 20th.

Annual On-Site Reviews: Must be completed for both Breakfast and Lunch at every site by
February 1st annually.

Xll. ATTACHMENT LIST (FULL AUDIT FOLDER)

Attachment A: Current SY Reimbursement Rates & CEP ISP Data.

o CDE Reimbursement Link: https://www.cde.ca.gov/Is/nu/rs/rates2526.asp

o CEP ISP Data: & Community Eligibility Data.pdf
Attachment B: Public Media Release (Verbatim Nondiscrimination Statement)

o Link: B 2025-26 TEACH CEP Media Release_EN + SP_07-2025.pdf
Attachment C: Medical Statement Form.

o Link: @ Medical Statement Form.pdf
Attachment D: SFA On-Site Monitoring Form (POS Review).

o Link: @ snp23_ Provision_2 CEP_Site_Monitoring1 (1).pdf
Attachment E: Offer Versus Serve (OVS) Staff Guide.

o Link: B OVS Lunch tip sheet.pdf
Attachment F: Food Safety Plan & Daily Receiving Logs.

Attachment G: Civil Rights Complaint Log.

o Link: https://www.fns.usda.gov/cr/discrimination-complaint-form
Attachment H: Buy American Exception Log & Vendor Certifications.
Attachment I: Local School Wellness Policy

o B TEACH Public Schools Wellness Policy - Updated March 2026
Attachment J: Triennial Assessment Results.

Attachment K: Professional Standards Training Tracker.



https://drive.google.com/file/d/13RUparQzFutsySNGF9QKrp-fB9vlj5Y2/view?usp=drive_link
https://drive.google.com/file/d/1VMp1OU3qqbJOizHDrm98b8ItPpauVynP/view?usp=sharing
https://drive.google.com/file/d/1S5wbQnSy_a4qrQnyFxiWzuQ7270LheuY/view?usp=sharing
https://drive.google.com/file/d/1xpIPEbjAOdKpqRa2wDIFfZoq4qo79KZJ/view?usp=sharing
https://drive.google.com/file/d/1GpoWdS-B2ikUf6Qkp8saO8ppGaQViwzn/view?usp=sharing
https://docs.google.com/document/d/1-QylcsqVlAU4fOA92uW9Nc93sup1k1gmMNbNnQYqEZY/edit?usp=sharing
https://www.cde.ca.gov/ls/nu/rs/rates2526.asp
https://www.fns.usda.gov/cr/discrimination-complaint-form

e Attachment L: Annual Racial and Ethnic Data Collection Summary.
e Attachment M: Procurement Code of Conduct.
o Link: B TEACH SFA Procurement Policy and Code of Conduct


https://docs.google.com/document/d/1IGDMhftjkTNgxmfKO_ZoXXP9LYPq4aUK8j4y8lvoDTI/edit?usp=sharing
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