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Child Nutrition Programs Handbook 

The Pinnacle School Food Authority (PSFA) has put together this handbook to 

transparently communicate the regulations, requirements, and standards that CDE and 

PSFA set forth for the National School Lunch Program and School Breakfast Program.  

The majority of this handbook came from the CDE Administrators Reference Manual as 

well as other CDE Child Nutrition Publications, which can be found online at: 

http://www.cde.state.co.us/nutrition  

Each staff member involved with the Child Nutrition Program at each school is to read 

and review the handbook and sign below to confirm that they understand and assume 

the division of responsibility for the Child Nutrition Programs your school is operating.   

 

 

 

 

 

 

By signing this document, I attest that I have read this handbook and assume the 

division of responsibility for the operation of my school’s Child Nutrition Programs.  I 

understand by not complying with the requirements laid out in this handbook could 

result in a corrective action from PSFA.   

 

X   

Signature Title                                  Date 

X   

Signature Title                                  Date 

X   

Signature Title                                  Date 

   

 

 

http://www.cde.state.co.us/nutrition
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Meal Benefit Applications 

Beginning July 1st each year, the Meal Benefit Applications becomes available for 

households to apply.  Students may be eligible for free or reduced meals through the 

process of Direct Certification, or if the household submits an application (paper or 

online). PSFA processes all Meal Benefit Applications for schools operating a nutrition 

program.  Students are not eligible to receive free or reduced priced meals until the 

application has been processed. The date that the application is processed will be the 

effective date of eligibility. Schools must charge a full-priced meal until the eligibility 

status is effective (as it will appear in Newton).  

MEAL BENEFIT APPLICATION PROCESS 

PSFA will develop and release the meal benefit application for the new school year in 

July.  This is after USDA and CDE release the requirements for the new school year’s 

application form. A parent letter provided by PSFA that explains the application 

process must be sent to all parents at your school. Paper applications do not need to 

be sent to every parent, but there needs to be enough paper applications available 

throughout the school year for those households that wish to apply with a paper 

application. PSFA can only accept applications for the specific school year.  Previous 

years unused meal benefit applications should be discarded of at the end of the year 

to eliminate confusion.   

The school staff receiving applications should do their best to see that applications are 

returned complete (please see guidelines to a complete application below in 

Recognizing a Complete Application). Only schools staff that have completed Free 

and Reduced Priced Training by PSFA may have access to applications (paper or 

online). The school should not delay sending the applications to PSFA.  Upon receipt, 

The PSFA is required to process all applications within 10 business days.   PSFA will then 

send a confirmation letter or email to the household regarding the benefits that they 

have been awarded.  Households should be advised they cannot assume they are 

receiving benefits until after they receive a confirmation letter.   

If an application is missing information, the application will be processed as incomplete 

and the household will be sent a letter stating they have been denied and the 

reasoning as to why (Ex. Incomplete due to missing income).  PSFA will send each 

school a list of the incomplete applications on file for their particular school.  The school 

is not obligated to contact these households but it is recommended so that schools can 

resolve these discrepancies. School contacts that have completed Free and Reduced 

training may call PSFA manager to get missing information, or have the parent call the 

PSFA Manager at (303) 450-3985 x1136.    
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SCHOOLS’ APPLICATION RESPONSIBILITIES 

 Maintain all submitted applications under lock and key until sent securely to PSFA. 

Do not leave applications sitting out for other staff and parents to see  

 Ensure data on applications and eligibility statuses are only shared with authorized 

programs 

 Ensure all staff with access to applications and eligibility statues have signed and 

submitted Disclosure Agreement to PSFA and completed Free and Reduced 

Training from PSFA  

 Ensure parents or legal guardians who want eligibility released for specific programs 

for benefits have a signed Information Release Form on file at school for the specific 

program 

 Distribute, collect, and maintain Information Release Forms if your school chooses to 

offer them 

PSFA APPLICATION RESPONSIBILITIES  

 Maintain applications under lock and key 

 Maintain information on a secure server 

 Ensure data on meal benefit applications and eligibility statues are only shared with 

authorized programs 

 Provide and maintain Disclosure Agreements for Charter Schools and PSFA staff  

 Process applications within 10 business days 

 Run Direct Certification process to extend benefits to eligible students 

 Answer all parent questions 

RECOGNIZING A COMPLETE APPLICATION 

PSFA cannot process incomplete applications.  It is important to recognize missing 

information before the household submits the application to expedite receiving 

benefits.  Households are responsible for contacting PSFA to complete the application 

and are responsible for any balance incurred during this time.  PSFA will be providing 

schools with a list of incomplete applications on a weekly basis for schools to follow up 

with households.   

INCOME ELIGIBILITY 

A complete application must provide:  

 Names of all household members 

 Amount and source of current income for each member and the frequency of the 

income 

 Signature of an adult household member 
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 Last four digits of the social security number of the adult household member who 

signs the application or an indication that the household member does not have 

one 

ASSISTANCE PROGRAMS 

A complete application must provide:  

 Names of the children for whom the application is made 

 SNAP or FDPIR case number, or other FDPIR identifier, for the child(ren) or for any 

household member listed on the application  

 Signature of an adult household member 

OTHER SOURCE CATEGORICAL ELIGIBILITY (EXCEPT FOSTER CHILDREN) 

A complete application must provide:  

 Names of children for whom application is made 

 Indication of child’s categorical eligibility status (a box for each category is shown 

on the prototype application and households must check the appropriate one) 

 Signature of adult household member 

OTHER SOURCE CATEGORICAL ELIGIBILITY FOR FOSTER CHILDREN 

A complete application must provide:  

 Name of the foster child 

 Checked box indicating a child’s foster care status  

 Signature of an adult household member 

DIRECT CERTIFICATION 

Direct certification means determining children eligible for free meals benefits based on 

documentation obtained directly from the appropriate State or local agency or other 

authorized individual. In most situations, direct certification of a child’s eligibility status 

should not involve the household. The communication exchange should be between 

an appropriate agency and the LEA/school.  

PSFA performs the direct certification process at specified times during the year 

according to CDE, beginning in July. If a student is determined free by direct 

certification, the household will be notified with a letter and the student does not need 

to complete an application. Direct certification is student specific during the process; 

however, students living in the same household are to receive the same benefits.  If the 

parents or school staff realizes students are receiving different benefits in the same 

household, households can submit written notice of the students to extend benefits.  
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The Extended Eligibility Form in both English and Spanish can be used easy written 

notice.   

HOMELESS, MIGRANT, OR RUNAWAY 

The PSFA application includes a section for households to select homeless, migrant, or 

runaway.  PSFA staff will confirm the eligibility for these classifications.   

Paperwork become effective from the time the Homeless Liaison signs the form, not the 

time the Head of School signs.  PSFA Nutrition staff will then process any changes to the 

student’s account to reflect new statuses.  Please contact CSI’s Homeless Liaison at 303-

866-3299.   

MAINTAINING CONFIDENTIALITY 

Overt identification is any action that may result in a child being recognized as 

potentially eligible to receive or certified for free or reduced price school meals or free 

milk. SFAs must assure that a child’s eligibility status is not disclosed at any point in the 

process of providing free or reduced price meals, including notification of the 

availability of free or reduced price benefits; certification and notification of eligibility; 

provision of meals in the cafeteria; the point of service; and through the method of 

payment. 

SFAs and schools must avoid any policy or practice that has the effect of overtly 

identifying eligible children. LEAs must assure that their policy statement complies with 

this guidance. State agencies must assure during an administrative review as part of the 

general areas that an LEA’s policy statement addresses ways to prevent overt 

identification. 

Information collected on the Meal Benefit Application as well as the Student Status 

MUST be kept confidential.  Maintaining this confidentiality includes PSFA maintaining 

secure servers and keeping applications under lock and key.  This information MUST only 

be disclosed to authorized programs. 

PROGRAMS AUTHORIZED TO COLLECT INFORMATION WITHOUT SIGNED INFORMATION RELEASE FORMS 

 Title 1, Part A Allocation and Evaluation  

 National Assessment of Educational Progress  

 On behalf of the U.S. Department of Education’s Office of Educational Research 

and Improvement 

 October 1 Pupil Count  

 Including End of Year Count Report 

 GearUp – Governor’s program 
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 Colorado Student Assessment Program (TSAP, to include the COACT)  

 Colorado Student Assessment Program – Alternate (CSAP-A) 

 Transitional Colorado Assessment Program (TCAP) 

 Colorado English Language Assessment  (WIDA) 

 WIC, CACFP, SFSP 

 Comptroller General of the United States for auditing purposes. 

DISCLOSURE AGREEMENTS 

To ensure that all staff with access to meal benefit applications and eligibly statuses 

shares information with only authorized programs, PSFA requires that managers, 

cashiers, and any other staff with access to the Newton point-of-sale system, meal 

benefit applications or access to the School Information System (i.e. Power School or 

Infinite Campus) MUST sign a PSFA Disclosure Agreement for the current school year.  

These completed forms must be signed and submitted to PSFA.  

PSFA reserves the right to lock any school failing to submit these forms by the deadline 

above from the point-of-sale system.  This would inhibit meals from being counted for 

reimbursement and no retroactive reimbursement will be accepted before the signed 

agreement is on file.  Any changes in staffing must be communicated to PSFA and a 

disclosure agreement must be submitted to PSFA.   

INFORMATION RELEASE FORM 

The Information Release Forms are available for parents to choose to release their 

eligibility information.  The Program name must be descriptive and fully identify to a 

parent the reason for release of student’s eligibility status. Generic terms such as “other” 

or “fee waiver” are not acceptable.  Parents do not need to sign if they provide a copy 

of their status letter.  When this form is signed by a parent or legal guardian, the child’s 

eligibility status may be released to specified school related/education programs for 

benefits, such as the waiving of fees for athletic activities or reduced fees, etc. 

A school may choose to offer these forms for in-house purposes, but must maintain all 

forms and make them available for review upon PSFA request. Please do not include 

these forms when sending in student applications to PSFA. These forms should NOT be 

attached to the application and distributed to parents.   

 

CONSEQUENCES FOR RELEASING INFORMATION 

 $1,000 Fine 

 Up to 1 year in prison 

 Or, both 
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VERIFICATION PROCESS  

Verification is confirmation of eligibility for free and reduced price meals under the NSLP 

and SBP. Verification is only required when eligibility is determined through the 

application process, not through direct certification conducted with an Assistance 

Program or officials or agencies that documented Other Source Categorical Eligibility.  

 Verification must include either confirmation of: 

 Income eligibility  

 Confirmation that the child or any member of the household is receiving assistance 

under SNAP or FDPIR  

 Child is Other Source Categorically Eligible.  

PSFA must annually verify eligibility of children from a sample of household applications 

approved for free and reduced price meal benefits for that school year.   PSFA uses the 

final sample pool as the actual number of approved applications on file as of October 

1. The sample size must be based on the October 1 sample pool.  PSFA must complete 

the verification activities specified in this section not later than November 15 of each 

school year.  

Households will be notified upon selection and sent documentation which must be 

completed and returned to PSFA.  PSFA will release a confidential list of the households 

selected to the nutrition contact, at each school, who has completed and submitted a 

nondisclosure agreement once the sample pool has been finalized, along with the 

same forms that the households must fill out in order to complete the verification 

process.  The school is not responsible for the verification process but households may 

have questions.   

The household is concerned in verification for the remainder of the school year.  

Documentation must be submitted to CSI before November 15th in order to not affect 

the households’ benefits.  Any documentation received after November 15th will 

require a new application as well as the documentations.  Households are encouraged 

to reapply and/or submit new documentation at any time if their situation changes.   

VERIFICATION FOR CAUSE 

PSFA has an obligation to verify all questionable applications as verification “for cause”.  

Such verification efforts cannot delay the approval of applications. If an application is 

complete and indicates that the child is eligible for free or reduced price benefits, the 

application must be approved. Only after the determination of eligibility has been 

made can PSFA begin the verification process.  
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To verify an approved application for cause, PSFA must send the household a letter 

explaining that it must submit verification of eligibility information with the application 

for continued eligibility. The verification letter may be sent at the same time as a notice 

of eligibility.  

Any household that fails to submit requested verification information by the date 

specified by PSFA or that submits verification information that does not support the initial 

determination of eligibility must be sent a notice of adverse action.  

Please contact the PSFA Manager if you have reason to question the validity of an 

application or eligibility status.   

OPERATING A COMPUTER KIOSK FOR ONLINE APPLICATIONS 

PSFA schools have the option to operate a computer kiosk in their school to encourage 

households to fill out an online application while on site.  Online applications cannot be 

submitted as incomplete and a delay with application processing is greatly reduced.  

School staff who have completed Free and Reduced Training may assist parents in 

completing the online application.  

However, in order to avoid overt identification, the computer cannot be limited to use 

for only applications.   Items like signage around the computer cannot indicate that is 

used for meal benefit applications.  If you are interested in operating a computer kiosk, 

please contact the PSFA Manager for advice and set up.  

FREQUENTLY ASKED QUESTIONS 

Q How can I check on student statuses? 

A In Newton, Select the Reports and Letters Tab and Select Master Customer List.  This 

report indicates the future status and when the change will take effect.   

 

Q A parent comes to see me wondering why their application has not been 

processed, or returned as incomplete. What can I do to help them? 

A If they have a letter from PSFA stating why the application is incomplete, use that 

along with the guidelines for recognizing a complete application listed above to 

help them figure out what needs to be sent in. You may call the PSFA manager if the 

parent is present, or have the parent call the PSFA manager directly at (303) 450-

3985 x1136.   

 

Q Can I make copies of the applications for my schools records? 

A Schools are strongly discouraged from making copies of applications.  If a school 

chooses to make copies of the application, they must keep these applications 

under lock and key.  These copies may only be used to verify whether or not PSFA 
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has received a particular application.  In order to purge these documents, they 

must be shredded.  

 

Q Where can parents fill out online applications? 

A www.applyforlunch.com  

Families must select the Pinnacle School Food Authority as their district when they 

are filling out the online application.  It is a common mistake for households to select 

their local district.  The local district and PSFA has no way of knowing when this 

happens to notify households that they do not have benefits.   

 

Q How do we avoid overt identification with a computer kiosk?   

A The computer setup must not contain any indication or label that it is for parents to 

fill out an eligibility application.  Parents must have other reasons to use the 

computer such as visit the schools website or check their email.  Please contact 

PSFA if you need more clarification.   

 

Q I had a family contact me after November 15th to tell me they have lost their 

benefits.  How could this be? 

A The family has been selected for verification and failure to give a complete 

response with proper documentation before the deadline of November 15th.  They 

would have received an original selection letter as well as a warning letter before 

the deadline.  They will have to reapply at this point and submit the appropriate 

documents.  Please have them contact the PSFA Manager at 303-450-3985 x1136 to 

help them complete the process.   

 

Q How will I know that a family is selected for verification? 

A Verification selections are made at the beginning of October.  PSFA will send each 

school a list of the households that have been selected as well as the information 

and forms in order to complete verification.  Schools are not obligated to assist in 

the verification process but the information will be provided in case the household 

needs assistance.   

 

Q One of my families has the free status but I have seen mom driving an expensive 

car.  I am concerned that their information on their application is inaccurate.  What 

should I do? 

A PSFA can perform what is called “verification for cause.”  This requires the parent to 

submit documentation as they would if selected in October for the normal 

verification process.  Failure to provide documents by a set deadline will result in a 

loss of benefits until a new application and proper documentation is received and 

processed.   

http://www.applyforlunch.com/
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Record Keeping Requirements 

SUBMITTING DOCUMENTATION TO PSFA 

Submit By July. 1st: 

☐ Disclosure Agreement for All Staff Involved with Meal Benefit Applications  

 

Submit by August 1st: 

☐ Direct Deposit Form 

 

Submit Weekly: (if applicable) 

☐ Food Temperature Logs 

☐ Equipment Temperature Logs 

☐ Thermometer Calibration Logs 

☐ Production Records 

 

Submit Monthly: 

☐ Signed Federal Edit Check Report from Newton by the 4th of each month (if 7th falls 

on weekend, the following Monday)   

 

Submit Within The Month Of The Start Of School: 

☐ PSFA Nutrition Checklist  

 

Submit When They Occur: 

☐ Health Department Inspections 

 

 

 

Failure to submit the above documentation can result in corrective action from PSFA or 

loss of access to the Newton Point of Sale System until documentation is on file with 

PSFA.  Contact the PSFA Manager if you have any questions regarding submitting 

documentation.  
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PRODUCTION RECORDS 

During an Administrative review, two methods are used to evaluate district menus with 

regard to meeting minimum requirements of the school lunch pattern: 

 Meals served on the day of the review are observed 

 Menus and production records for previously served meals are examined 

A complete and accurate production record must be maintained on all meals claimed 

for reimbursement. Production records are the only records that demonstrate that the 

meals served and claimed met meal pattern requirements and were thus reimbursable. 

Keep in mind that this requirement includes breakfasts as well as all lunches, including 

salad and other food bars, sack lunches, etc. Any meal claimed for reimbursement 

must be supported by a production record. 

Completing production records are crucial to receiving and retaining reimbursement.  

Failure to complete any production records will result in corrective action from PSFA.   

PSFA schools use a variety of production records templates in order to complete this 

recordkeeping requirement.  These templates are decided upon based on the school’s 

operational set up such as if a food service management company provides the 

production record each day or if the kitchen has its own computer system to generate 

them.  Below are the minimum requirements specified by CDE.  All production records 

must contain these items and complete records have each item filled out completely.   

CDE SPECIFIED MINIMUM REQUIREMENTS FOR DAILY PRODUCTION RECORD 

 School Name 

 Date meal is served 

 Indication of meal served (breakfast or lunch) 

 Actual number of reimbursable meals (by grade levels) and adult meals obtained 

from the point-of-sale (POS) record or attach electronic POS report  

 List of all menu items (including condiments) that contribute to the reimbursable 

meal 

 Recipe number or brand name and code number of processed food. 

 Portion sizes and planned number of servings of each menu item by grade levels 

(i.e., K-5, K-8, 6-8, 9-12) 

 Number of servings planned of each menu item for adults (program and non-

program) and a la carte 

 Total amount prepared of each menu item by pound, quantity, or number of 

servings 

 Total amount of leftovers for each menu item by pound, quantity, or number of 

servings 
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Schools are required to submit these records each week to PSFA for review.  PSFA will 

provide feedback if these records do not meet the standard for CDE requirements.  The 

following page contains the CDE production record template including instructions for 

each column.  These records must be retained for three years plus the current year.   
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STANDARD OPERATING PROCEDURE (SOP) MANUALS 

PSFA adapts the National Food Service Management Institute’s Standard Operating 

Procedure (SOP) manual.  Each school will be provided with a SOP manual adapted for 

the schools specific situation.  Each school is then expected to read and sign each 

section of the manual under the Verification and Recording Keeping section under 

each procedure.  PSFA school site reviews will include a review of the SOPs to ensure 

compliance.   Written corrective action can occur if the school is found to not be using 

the manual. 

 

 

School Requirements 

 Main nutrition contact must review and implement each chapter 

 Main nutrition contact must train each nutrition employee on SOPs 

 All nutrition employees must sign and date each chapter indicating they 

understand and will adhere to SOPs 

 

Examples of the Procedures included in the SOP Manuals 

Cleaning and Sanitizing Food Contact Surfaces 

Holding Hot and Cold Potentially Hazardous Foods 

Personal Hygiene 

Preventing Cross-Contamination During Storage and Preparation 

Receiving Deliveries 

Reheating Potentially Hazardous Foods 

Serving Food 

Storing and Using Poisonous or Toxic Chemicals 

Using and Calibrating Thermometers 

Using Suitable Utensils When Handling Ready-to-Eat Foods 

Washing Hands 

 

RECEIVING AND REJECTING FOOD 

SELF-OPERATIONAL KITCHENS 

Kitchen staff upon receiving product must take the temperature for each item to 

ensure it meets the standards for food safety.  If it does not, staff must reject the items.   

FOOD SERVICE MANAGEMENT COMPANY AND DISTRICT SITES 
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Sites that receive food from food service management companies and districts where 

the school staff serves the food must be present with the delivery staff when delivery 

temperatures are taken.  If the delivery temperature is not within the acceptable 

ranges, the temperature logs for when the food left the primary location must be 

reviewed.  

If those temperature logs are able to establish that the food left the production location 

at the proper holding temperature and it is within a four hour window from time the 

temperature was taken and the end of meal service than the school can accept the 

food.   

If unable to establish the temperature of the food when it left the location or 

documentation does not support the proper holding temperatures then food must be 

rejected and a credit must be issued to the school.    

TEMPERATURE AND CALIBRATION LOGS 

Proper techniques for completing temperature and calibration logs are outlined in the 

Standard Operating Procedures Manual as well as proper sanitation and heating 

procedures.  These records must be maintained every day and submitted to PSFA for 

review each week.  Maintaining these records not only satisfies the Health Department 

requirements but protects the school’s operation in case of a food borne illness 

accusation.   

Failure to maintain these records puts your operation at risk and could result in a 

corrective action from PSFA.   
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Point of Sale and Reimbursement 

Our Point-of-Sale System, Newton, is used to determine the claims for reimbursement 

each month.  Below is the process required of all schools in order to claim 

reimbursement for the National School Lunch Program and School Breakfast Program.   

When a new staff member takes on the POS system it is important they are properly 

trained.  The staff member should review the Newton Point-Of-Sale Manual which can 

be found on the PSFA website. Please include PSFA so that all new employees can be 

properly trained on Newton procedures.  

Reimbursement amounts for category and meal change each year.  PSFA will inform 

the schools of the reimbursement rate before the beginning of the school year.   

IMPORTANCE OF STATE ASSIGNED STUDENT IDENTIFICATION (SASID) NUMBERS 

WHAT IS A SASID? 

State Assigned Student Identification, or SASIDs, are state assigned ID numbers which 

are assigned to all students who attend public school in Colorado.  SASIDs are 

particularly important for PSFA because the Nutrition systems Franklin and Newton pull 

students using this unique data point.  For example, one student in a school may have 

the same PowerSchool number as a student in another school. These systems would not 

be able to recognize two separate students with the same PowerSchool number.  

SASIDs are the only unique identifier for all of our schools.    

HOW ARE SASIDS OBTAINED? 

New SASIDs must be obtained through CSI.  In order to obtain a new SASID, the 

student’s full name, birthdate, grade, and gender must be provided to CSI.  Please see 

the SASID portion of the CSI website.   

WHEN SHOULD NEW STUDENTS BE ENTERED INTO THE STUDENT INFORMATION SYSTEM? 

As soon as possible, new students and their SASID should be entered into the Student 

Information System (e.g. PowerSchool, Infinite Campus, etc.). Entered SASIDS must be 

double checked for accuracy.  Delay on SASIDs could cause a delay in processing 

applications and students who would qualify for free or reduced price meals may 

choose not to participate or will participate and refuse to pay full price.  

HOW ARE SASIDS UPDATED IN NEWTON? 

The PSFA free and reduced software, Franklin, and Newton Point-of-Sale (POS) software 

communicates all student eligibility data between the systems.  Each student is 
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“matched” or “updated” in Franklin and Newton based on their SASID number. A 

student without a SASID will not be added to or updated in the Franklin or Newton 

systems.  Any changes made in the school’s student information system to the address, 

parent name, date of enrollment, primary language, etc. will be updated into Newton 

each night.    

CAN A SASID BE CHANGED? 

A SASID can be changed; however, PSFA must be notified so the two student accounts 

(one active, one inactive) can be merged. Merging of the two accounts is essential for 

accurate student records, account balances, and reimbursement claims.   

Any changes made in the student information system to SASID numbers will be 

recognized as a new entry and a new record is created for the same student in 

Newton.  In Newton, the old record becomes inactive and the new record becomes 

active.  Student eligibility status is not carried over to the new record meaning the 

system will create a new full pay student. 

WHAT ISSUES ARISE FROM HAVING TWO RECORDS FOR THE SAME STUDENT IN NEWTON? 

If a status determination of free or reduced was made before the new record was 

created, the new record will not reflect the correct status.  A free or reduced student 

will begin to be charged for full pay meals and their account balance will be 

inaccurate.  Additionally, the school’s federal edit check will not be accurate because 

the student meals will be counted under the incorrect category of paid. Failure to notify 

PSFA could potentially cost the school in reimbursement if the multiple student accounts 

are not caught and merged before a monthly claim submission (monthly claims cannot 

be edited once they have been submitted). Schools cannot collect on this student’s 

account balance because it was charged in error on the school’s part.  The PSFA 

Manager must be notified in order to merge the accounts (the school cannot do this) 

and the money must be credited back to the students account.   

MONTHLY CLAIM FOR REIMBURSEMENT PROCEDURE 

Each month, your school will receive federal and state funds for each eligible student 

meal that is entered into Newton.  Reimbursement amounts are decided by the 

student’s eligibility categorical rate (free, reduced, and full pay).  

In order for PSFA to receive funds, a claim must be submitted to CDE each month.  PSFA 

requires that all schools submit a signed copy of their Federal Edit Check report for the 

month by the 4th of the following month (or the following Monday, if the 4th falls on a 

weekend).  It is essential that the information submitted is verified to be accurate and 

correct before submitting to CSI.  Delays in submitting the Federal Edit Check results in 
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all schools delaying in receiving their monthly reimbursements so missing the deadline 

three times or more will result in a formal notice of concern.  The following is the process 

in order to submit the Federal Edit Check report to PSFA: 

Beginning of new month: 

Print Federal Edit Check from Previous Month in Newton:   

Reports and Letters → Sales and Revenue → Federal Edit Check → Select School 

→ Select Dates for Entire Month (example: 10/1/2015 – 10/31/2015) → Print 

Review Federal Edit Check:  

Review federal edit check and verify for accuracy, completion, and that no 

dates are over the claim threshold.  Investigate and fix errors, contact PSFA as 

needed for assistance. If there are issues with monthly claims the Head of School 

will be notified. 

Sign Federal Edit Check: 

Main Nutrition Contact signs to certify that the information is complete, 

accurate, and verifiable to the best of your knowledge.   

Submit signed Federal Edit Check to PSFA: 

Submit to PSFA by the 4th of Every Month (If the 4th falls on a weekend, the 

following Monday)  
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Identifying a Reimbursable Meal 

IMPORTANCE 

Reimbursement can only be claimed for reimbursable meals. In order to receive federal 

funding for your program, students must take the right amount of and type of foods to 

equal a reimbursable meal.  Reimbursable meals are designed to ensure that students 

have a balanced, healthful meal.   

 

OFFER VS. SERVE (OVS) 

OVS is a requirement in the NSLP for high schools and is an option for lower grade levels. 

It is also an option for all grades in the SBP.  It is highly recommended for elementary 

and middle school.  This service style leads to lower food waste and higher participation 

rates due to a perception of choice.   

It is a concept that applies to menu planning and determination of reimbursable school 

meals.  It allows students to decline some food components offered for breakfast and 

lunch.   

The components of a reimbursable meal must be identified at or near the beginning of 

the serving line.  Schools may determine the best way to present this information such 

as with a sample tray, poster, digital picture frame, and food models.   

LUNCH OFFER VS. SERVE  

 

Must offer all the required food components and quantities, and students are required 

to select at least 3 full components and fruit or vegetable must be one of the 

components.  See below for examples. 

Student MUST Select At Least 

3 Components 1 must = ½ c F/V

Student May Decline

Up to 2 Components 

OVS: Must Offer All 5 Lunch Components

Meat/Alternate, Grain, Fruit, Veg., Milk
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EXAMPLE LUNCH MENU #1: 

What’s Missing?  Although Meal #2 has three components, it is missing the ½ cup fruit or 

vegetable in order to make this a reimbursable meal.  

EXAMPLE LUNCH MENU #2:  

What’s Missing? Meal #1 has three components in their meal; fruit, vegetable, and milk.  

Meal #2 has only two component, vegetables and milk.  In order for Meal #2 to be 

reimbursable, the student would have to take any of the other remaining components 

on the menu, fruit or entrée.  

SALAD BARS 

Salad bars can be used in order to allow students to self-serve themselves fresh fruit and 

vegetable components.  Fruit and vegetable can be offered on the serving line as well.  

If a student selects a fruit or vegetable before they reach the salad bar, they are not 

required to take an item off the salad bar as well.   

Access to the salad bar cannot be removed as a form of punishment.  If vegetable 

subgroups are present on the salad bar, all students must be able to make selections off 

the salad bar.   

BREAKFAST OFFER VS. SERVE  

3 Food Components for Breakfast: 

Menu Offered Meal #1: Acceptable as a 

Reimbursable Meal 

Meal #2: Not Acceptable 

as a Reimbursable Meal 

Hot Ham & Cheese 

Sandwich 

Whole Apple/ Diced Pears 

Carrot Sticks/Oven Fries 

Milk 1%, Skim 

Hot Ham & Cheese 

Sandwich 

Whole Apple 

Hot Ham & Cheese 

Sandwich 

Milk 

Menu Offered Meal #1: Acceptable as a 

Reimbursable Meal 

Meal #2: Not Acceptable 

as a Reimbursable Meal 

Hot Ham & Cheese 

Sandwich 

Whole Apple/ Diced Pears 

Carrot Sticks/Oven Fries 

Milk 1%, Skim 

Whole Apple 

Oven Fries 

Milk 

 

Carrot Sticks 

Oven Fries 

Milk 
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 Milk 

 Fruit/Vegetable/Juice 

 Grains/Breads  

o Meat/Meat Alternate can now be offered only after 1 oz. equivalent of 

Grain is offered on the menu first  

o Serving of Grain can be identically duplicated and count as two items 

(example. 2 slices of toast) 

 

 

Four food items must be offered to students and priced as a unit.  Serving sizes are equal to the 

minimum quantities required by grade group.  Students have the option of which one item to 

decline.  

 

EXAMPLE BREAKFAST MENU #1: 

What’s Missing?  Meal #2 has only two items.  Any additional item would make this meal 

reimbursable.   

 

EXAMPLE BREAKFAST MENU #2: 

Student MUST Select At Least 

2 Components 3 Items 1 must = ½ c F/V

Student May Decline

Up to 1 Item 

OVS: Must Offer All 3 Components and a Total of 4 Items

Grain, Fruit, Milk

Example Menu #1 Offered Meal #1: Acceptable as a 

Reimbursable Meal 

Meal #2: Not Acceptable 

as a Reimbursable Meal 

Fresh Apple 

Granola Bar 

Cheese Stick 

Milk 

Fresh Apple 

Cheese Stick 

Milk 

Milk 

Fresh Apple 

Example #2 Menu Offered Meal #1: Acceptable as a 

Reimbursable Meal 

Meal #2: Not Acceptable 

as a Reimbursable Meal 

Fresh Apple Fresh Apple Milk 



 

26 

 

What’s Missing?  The Muffin size counts as two items because one ounce of grain is one 

item.  Meal #1 technically has three items.  Meal #2 has two items.  With this menu, no 

one can refuse the muffin because of its size.   

 

 

EXAMPLE BREAKFAST MENU #3: 

What’s Missing?  Meal # 1 contains three items, two grains and one fruit.  Meal #2 

contains only two items, one fruit and one grain.  Grain is the only component that can 

be counted as two items when the serving size equals two items.  Fruit cannot be 

counted twice.   

  

Blueberry Muffin (2oz)* 

Milk 

Blueberry Muffin (2oz)* Fresh Apple 

*Muffin counts as two items because it is two servings of grain.  This is the only 

component that this is the case. 

Example #3 Menu Offered Acceptable as a 

Reimbursable Meal 

Not Acceptable as a 

Reimbursable Meal 

Orange Juice 

Toast 

Breakfast Sausage 

Milk 

Toast (2x) 

Orange Juice 

 

 

Orange Juice (2x) 

Toast 
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Meal Pattern Regulations 

The following section outlines the Meal Pattern for the National School Lunch Program 

and School Breakfast Program.   

NATIONAL SCHOOL LUNCH PROGRAM MEAL PATTERN REQUIREMENTS 

Five Components  

 Grain  

 Meat 

 Fruit 

 Vegetable 

 Milk 

1 One quarter-cup of dried fruit counts as ½ cup of fruit; 1 cup of leafy greens counts as ½ cup of 

vegetables. Minimum creditable serving is 1/8 cup. No more than half of the fruit or vegetable offerings 

may be in the form of juice. All juice must be 100% full-strength. 

School Lunch Patterns Daily Requirements 

Meal Pattern K-5 6-8 9-12  

Fruit 1 ½ cup ½ cup 1 cup 

Vegetables1 ¾ cup ¾ cup 1 cup 

Dark green   (½ c weekly K-12) -  - 

Red/Orange   (¾ c weekly K-8; 1 ¼ c weekly 9-12)        -  - 

Beans/Peas (Legumes)   (½ c weekly K-12) -  - 

Starchy   (½ c weekly K-12) 

Corn, green peas, green lima beans, potatoes 

-  - 

Other2  (½ c weekly K-8, ¾ c weekly 9-12) -  - 

Additional Vegetables3   (1 c weekly K-8, 1 ½ c 

weekly 9-12) 

-  - 

Grains4 

K-5: 8 oz minimum weekly 

6-8: 8 oz minimum weekly 

9-12: 10 oz minimum weekly 

1 oz eq. 1 oz eq. 2 oz eq. 

Meats/Meat Alternates  

K-5: 8 oz minimum weekly 

6-8: 9 oz minimum weekly 

9-12: 10 oz minimum weekly 

1 oz eq. 

 

1 oz eq. 2 oz eq. 

Fluid Milk5  1 cup 1 cup 1 cup 

Calories (average calories per week) 550 – 650  600 – 700  750 - 850  

Sodium ≤1230 

mg 

≤ 1360 mg ≤ 1420 mg 
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2
 This category consists of “Other vegetables” as defined in §210.10(c)(2)(iii)(E). For the purposes of the 

NSLP, “Other vegetables” requirement may be met with any additional amounts from the dark green, 

red/orange, and beans/peas (legumes)vegetable subgroups as defined in §210.10(c)(2)(iii). 
3Any vegetable subgroup may be offered to meet the “Additional” total weekly vegetable requirement. 
4 At least half of the grains offered must be whole grain-rich. 
5 Fluid milk must be low-fat (1 percent milk fat or less, unflavored) or fat-free (unflavored or flavored). 
6≤10% calories from Saturated fat and 0 grams of trans fat per serving for all grade groups.   

NATIONAL SCHOOL LUNCH PROGRAM COMPONENT REQUIREMENTS 

FRUIT 

The minimum required serving of fruit is ½ cup for grades K-8 and 1 cup for grades 9-12. 

Fruit is a separate component and must be offered daily at lunch. Although schools 

must offer the full amount, to minimize the potential for food waste, all students are 

allowed to select ½ cup fruit for a reimbursable meal under Offer vs. Serve, instead of 

requiring them to take the full component. 

Schools may offer fruit that is fresh canned in fruit juice, water or light syrup frozen 

without added sugar, or dried. Although 100% juice can be offered, no more than half 

of the weekly fruit component may be juice because it lacks dietary fiber and when 

consumed in excess, can contribute extra calories. Schools should offer fresh fruit 

whenever possible. 

FRUITS MINIMUM AMOUNTS TO BE CREDITED: 

The minimum amount that may be credited towards the daily requirement of fruit is ⅛ 

cup. Fruit in recipes that contain small amounts, less than ⅛ cup per serving, may not be 

credited. 

JUICE 

The following juice products may be used toward meeting the vegetable/fruit 

component when these conditions are met: 

1. Full-strength fruit or vegetable juice is an undiluted product obtained by 

extraction from sound fruit. It may be fresh, canned, frozen or reconstituted from 

a concentrate and may be served in either liquid or frozen state or as an 

ingredient in a recipe.  

 

Examples of full-strength fruit and vegetable juice are apple (including cider), 

grape, grapefruit, grapefruit-orange, lemon, lime or orange, pear-apple, prune, 

tomato, tangerine and vegetable. The name of the full-strength fruit or 

vegetable juice as it appears on the label must include the word(s) "juice," "full-

strength juice," "single-strength juice," "100 percent juice," "reconstituted juice" or 
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"juice from concentrate." 

 

2. A juice concentrate may be used toward meeting the fruit component of the 

child nutrition programs. When a juice concentrate or a juice drink concentrate 

is used in its reconstituted form, it is considered a full-strength juice or a juice 

drink, as appropriate, and is credited accordingly. When a juice concentrate is 

used in its concentrated form, it may be credited on a reconstituted basis that is, 

credited as if it were reconstituted.  

 

For example, a gelatin product containing 1 tablespoon of orange juice 

concentrate per serving could receive ¼ cup fruit credit since the orange juice 

concentrate theoretically could be reconstituted in a ratio of one part 

concentrate to three parts water (1 Tbsp. concentrate + 3 Tbsp. water = 4 Tbsp. 

or ¼ cup credit). 

 

 

VEGETABLE  

The minimum required serving size of the vegetable component is ¾ cup per day for 

grades K-8 and 1 cup per day for grades 9-12. Menu items such as mixed vegetables 

and California blend are considered as only one serving. However, large combination 

vegetable salads that contain the minimum daily quantity by grade groups of 

vegetables in combination with a meat/meat alternate intended to fulfill the role of an 

entree, such as a chef's salad are considered as two or more servings of vegetable and 

will meet the full requirement. Leafy lettuce/greens (i.e., spinach, iceberg, romaine, leaf 

lettuce) only contribute ½ of their volume towards the daily minimum vegetable 

requirement. For example, 1 cup of mixed lettuce may only be counted as ½ cup 

vegetable. 

VEGETABLE MINIMUM AMOUNTS TO BE CREDITED 

The minimum amount that may be credited towards the daily requirement of 

vegetable is ⅛ cup. Small amounts (less than ⅛ cup) of vegetables used for flavoring or 

as an optional ingredient, such as a garnish, should not be counted toward the 

vegetable requirement. 

SALAD OR FRUIT AND VEGETABLE BARS 

USDA and CDE Office of School Nutrition encourage the use of fruit and vegetable bars 

or salad bars in schools. These food bars must be placed before the point-of-sale and a 

recipe must be created based on actual usage. Strict HACCP procedures should be 
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followed to ensure food temperatures are kept at or below 41ºF. The local health 

department is a good resource to instruct students on the proper procedures for using a 

self-serve food bar (i.e., food handles must be kept out of food, a clean plate must be 

used for seconds, etc.). 

Students should be encouraged to “take what they want and eat what they take” to 

minimize waste. Many SFAs encourage students to take a variety of vegetables by 

offering “I made a rainbow on my plate!” stickers. Vegetable bars are a great way to 

meet the requirement to offer weekly minimum serving sizes of vegetable subgroups 

(page 12.19). 

SPECIFIC REQUIREMENTS REGARDING DRY PEAS AND BEANS 

Cooked dry beans or peas may be used as a meat alternate or as a vegetable but not 

as both in the same. The HHFKA requires SFAs offer minimum amounts of a variety of 

vegetables each week to include the following subgroups: (For minimum weekly 

amounts, see chart on page 12.4) 

FOODS THAT MAY NOT BE CREDITED AS VEGETABLES 

Rice, pasta, hominy and potato chips may not be counted as a vegetable. When in 

doubt about the contribution a particular food item makes to the school lunch 

patterns, always consult the Food Buying Guide. If the food item cannot be located in 

the vegetable section, it is not a creditable item. Refer to the “Other” foods section in 

the Food Buying Guide to find a list of foods that are not creditable towards the meal 

patterns for breakfast and lunch meals.  

VEGETABLE SUBGROUPS 

Dark Green Vegetables Beans and Peas (Legumes) 

Bok choy Black Beans 

Broccoli Garbanzo Beans (Chickpeas) 

Collard Greens Kidney Beans 

Dark Green Leafy Lettuce Lentils 

Kale Navy Beans 

Mesclun Pinto Beans 

Mustard greens Soy Beans 

Romaine Lettuce Split Peas 

Spinach White Beans 

Turnip Greens  

Watercress  
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Red/Orange Vegetables Starchy Vegetables 

Acorn Squash Cassava 

Butternut Squash Corn 

Carrots Fresh cowpeas, field peas, or black-eyed 

peas (not dry) 

Hubbard Squash Green Peas 

Pumpkin Green Lima Beans 

Red Peppers Plantains 

Sweet Potatoes Potatoes 

Tomatoes Taro 

Tomato Juice Water Chestnuts 

 

Other Vegetables**  

Artichokes Green Beans 

Asparagus Green Peppers 

Avocado Iceburg Lettuce 

Bean Sprouts Mushrooms 

Beets Okra 

Brussels Sprouts Onions 

Cabbage Parsnips 

Cauliflower Turnips 

Celery Wax Beans 

Cucumbers Zucchini 

Eggplant ** Other Vegetables may include all 

vegetable subgroups, except Starchy 

vegetables. 

 

Additional Vegetables: Includes all vegetable subgroups (dark green, beans/peas 

(legumes), red/orange, starchy, and other vegetables) 

 

GRAINS  

The minimum daily serving size for grades K-8 is one serving and two servings for grades 

9-12. There are weekly minimum servings for grades K-5, 6-8, and 9-12. 

WHOLE GRAIN REQUIREMENT 
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All grains must be Whole Grain Rich (WGR) beginning with the 2014-2015 school year. A 

whole grain rich food must contain at least 50% whole grain(s) and the remaining grain 

content must be enriched.  

To determine whether a food item is whole grain rich, evaluate using one or more of the 

following: 

1. The whole grains per serving (based on minimum serving sizes specified for 

grains/breads in FNS guidance) must be ≥ 8 grams. This may be determined from 

information provided on the product packaging or by the manufacturer. Also, 

manufacturers may apply for a Child Nutrition Label for qualifying products to 

indicate the number of grain servings that are whole grain rich.  

2. The product may include the FDA-approved whole grain health claim on its 

packaging: “Diets rich in whole grain foods and other plant foods and low in 

total fat, saturated fat and cholesterol may reduce the risk of heart disease and 

some cancers.” 

3. The product ingredient listing lists whole grains first (breads, cereals) or whole 

grains must be the primary grain ingredients by weight (pizza, corn dogs). 

4. The recipe is used as the basis for a calculation to determine whether the total 

weight of whole grain ingredients exceeds the total weight of non-whole grain 

ingredients for foods prepared by the school food service. 

The Whole Grain Stamp (from the Whole Grain Council) alone cannot be used to 

determine if a food product meets the whole grain rich criterion. Products that display 

the Whole Grain Stamp contain at least 8 grams of whole grain, but they may also 

contain some un-enriched refined flour which does not meet the grains criteria for Child 

Nutrition Programs.  

GRAIN MINIMUM AMOUNTS TO BE CREDITED 

All grains offered in amounts of ¼ ounce equivalents or greater (the minimum 

creditable amount must be included in the calculation of daily and weekly grain 

offerings). 

Grains offered in amounts less than ¼ ounce equivalents are never included in the 

calculation of daily and weekly grain offerings. 

GRAIN WEEKLY MINIMUM 

There are weekly minimum levels of grain servings for each grade group (K-5, 6-8 and 9-

12). 
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To determine weekly minimum levels when offering a choice between two or more 

grain servings: 

1. Add the grain oz. equivalent contribution from the main dishes or sides with the 

lowest contribution each day of the week for each grade level. This will provide 

the weekly minimum. 

2. Add the grain oz. equivalent contribution from the entrees or sides with the 

largest contribution each day of the week.  

MEAT/MEAT ALTERNATES 

A minimum of one ounce of meat/meat alternate (M/MA) must be offered daily to 

grades K-8; and two ounces daily for grades 9-12.  

There are weekly minimum servings for grades K-5, 6-8 and 9-12. To determine the 

weekly minimum levels when there are two or more main dish choices available: 

1. Add the meat/meat alternate contribution from the main dish with the lowest 

contribution each day of the week for each grade level. This will provide the 

weekly minimum. 

2. Add the meat/meat alternate contribution from the entrees with the largest 

contribution each day of the week.  

CREDITING MEAT/MEAT ALTERNATE ITEMS 

It is sometimes difficult to determine the contribution various meat products make 

toward meeting the meat/meat alternate requirement of the school lunch by reading 

the label. Please refer to the Food Buying Guide for Child Nutrition Programs when 

determining the creditable portion of meat. If your meat/meat alternate is a processed 

product and not listed in the Food Buying Guide, you will need a Child Nutrition (CN) 

label or a signed product formulation statement from the manufacturer in order to 

determine the creditable amount of meat per serving.  

A food item that contributes 2.6 oz. M/MA would be counted as a 2.5 oz. eq. Always 

use ¼ oz. increments and round down. 

MINIMUM AMOUNTS TO BE CREDITED 

Small amounts (less than ¼ oz.) of meat/meat alternate used as garnishes, seasoning or 

in breading do not count toward meeting the meat/meat alternate requirement of the 

meal. Examples are grated Parmesan cheese used as a garnish over spaghetti or egg 

used in breading. Although use of such garnishes is encouraged to make the lunch 

more appealing, the amounts are not sufficient to make a real nutritional contribution 

to the lunch. 
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USING COMBINATIONS 

The meat/meat alternate must be served in the main dish or in the main dish with one 

other menu item. This means that two menu items are the maximum number that may 

be used to meet the meat/meat alternate requirement. 

Example: 1 ounce of cheese in a grilled cheese sandwich and 1 ounce of chicken in 

vegetable soup. The two items should be merchandised together as a single item. For 

example, a soup and sandwich combo may be offered, encouraging students to 

select both items. Splitting the main dish between two items may be confusing to the 

students and staff since the full M/MA serving must be taken to count as one of the 

three minimum items to meet the reimbursable meal requirement. 

COOKED DRY BEANS OR PEAS 

Cooked dry beans or peas may be used as a meat alternate or as a vegetable but 

cannot meet the requirement for both components in the same meal. Examples: 1) 

Beans in the chili served as the main dish may be credited as the meat alternate or as 

the vegetable component but not as both in the same meal. 2) Beans in the burrito 

may not be credited as the meat alternate if beans are served as a vegetable in the 

same meal. 

NUTS AND SEEDS 

Peanuts, soy nuts, tree nuts or seeds can only count as one-half of the meat/meat 

alternate requirement.  They must be combined in the meal with another meat/meat 

alternate (lean meat, poultry, fish, cheese, large egg, cooked dry beans or peas, 

peanut butter or other nut or seed butters) to fulfill the requirement.  Example: 1 ounce 

of chopped nuts served in a chicken dish with 1 ounce chicken or 1 ounce of peanuts 

served with a sandwich containing 1 ounce of cheese fulfills a 2 oz. meat/meat 

alternate portion. 

CREDITING LOW-FAT AND REDUCED-FAT CHEESES 

The FDA has regulations/requirements for foods named by use of a nutrient content 

claim and a standardized term for these products. The regulations allow manufacturers 

to reduce the fat content of their products and call them "low fat," "light" or "reduced," 

as appropriate, as long as the food is still nutritionally equivalent and otherwise complies 

with the standardized version. 

In light of the FDA regulations, the Nutrition and Technical Services Division has removed 

its restriction and allows low-fat and reduced-fat cheeses that fall under the FDA's "Food 

Standards: Requirements for Foods Named by Use of a Nutrient Content Claim and a 

Standardized Term" to be credited toward meeting meal pattern requirements in the 
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child nutrition programs on an ounce-per-ounce basis, the same as regular fat cheeses. 

These products can be served by themselves or in combination with regular fat 

cheeses. For companies to make low-fat or reduced-fat claims, these criteria must be 

followed: low-fat cheese must contain 3 grams or less total fat per 50 grams of product, 

and reduced-fat cheese must contain at least 25 percent less fat per 50 grams than the 

regular product. 

MILK COMPONENT 

School must offer at least two choices of milk at breakfast and lunch from the following: 

fat free milk (flavored or unflavored), 1% milk (unflavored), fat free or 1% lactose-

reduced milk, fat free or 1% lactose-free milk, fat free or 1% buttermilk, and fat free or 

1% acidified milk 

School must provide a fluid milk substitute for students whose “disability” restricts their 

diet on the receipt of a written statement from a licensed physician that identifies the 

“disability” and specifies the substitute. 

SECONDS 

If a school elects to offer second servings of any part of the reimbursable meal, these 

foods must be counted toward the daily and weekly component contributions, as well 

as the weekly nutrient standards. However, if second helpings or second meals are sold 

a la carte, they do not contribute toward the components or nutrient standards for 

reimbursable meals. 

Occasional, small quantities of leftover food served on another day will not be counted 

toward the meal component requirements, including the vegetable subgroups. CDE 

has discretion to determine whether such leftovers are of a reasonable amount and are 

not occurring on a regular basis. Schools may also freeze leftovers and serve them first 

on the serving line, following standard HACCP protocols, the next time that particular 

item appears in the menu cycle. 

SCHOOL BREAKFAST PROGRAM MEAL PATTERN  

BREAKFAST COMPONENTS 

 Grain  

 Fruit/Vegetable 

 Milk 

BREAKFAST DIETARY SPECIFICATIONS 

 Calorie ranges per grade group (see below) 
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 Zero trans fats per serving 

 Saturated Fat < 10% 

 Sodium < 600 mg 

 Cholesterol < 75 mg 

 Fiber > 4 g 

BREAKFAST MEAL PATTERN OVERVIEW (5 DAY WEEK) 

Component Amount of Food per Week (minimum per day) 

 Grades K-5 Grades 6-8 Grades 9-12 

Fruit/Vegetable 

(cup) 

5 cups (1 cup) 5 cups (1 cup) 5 cups (1 cup) 

Grains (ounce 

equivalents) 

7 oz. eq. (1 oz. eq.) 8 oz. eq. (1 oz. eq.) 9 oz. eq. (1 oz. eq.) 

Fluid Milk (cup) 1 cup 1 cup 1 cup 

Calorie Range 350 – 500  400 – 500 450 – 600  
For K-12 menu, use 9-12 grain requirements 

REQUIREMENTS FOR OVERLAPPING GRADES  

Calories 

Grades K-8 Grades 6-12 Grades K-12 

400 – 500 450 – 550 450 – 500  
 

SCHOOL BREAKFAST PROGRAM COMPONENT REQUIREMENTS 

GRAIN COMPONENT 

Whole grain-rich items are determined using the “Exhibit A: School Lunch and Breakfast 

Whole Grain Rick Ounce Equivalency Requirements for School Meal Programs” found 

in the Food Buying Guide.  All grains offered during the school week must be Whole 

Grain Rich.   

Meat/Meat Alternate can be considered as a grain component or as an extra food 

item.  As a grain component it May be offered and counted towards the grain 

component ONLY after the daily 1 ounce equivalent of the grain is met.  For example 

when offering an egg omelet, a grain such as a piece of toast must also be offered.  

When substituted for a grain, the meat/ meat alternate counts toward the weekly 

grains range and is included in the nutrient analysis.  As an extra food item, the 

meat/meat alternate will not count as a meal component for menu planning or offer 

vs. serve.  However, it will be included in the nutrient analysis.   

FRUIT/VEGETABLE COMPONENT 

Fruit juice may not contribute more than ½ of the weekly fruit choices.  Fruit smoothies 

when prepared by staff, may credit as fruit and milk components.  A variety of fluid milk 
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choices must still be offered.  However, it cannot credit as meat/ meat alternate.  

Commercial smoothie products may only credit toward fruit component.  

MILK COMPONENT 

Must offer at least two choices of milk at breakfast and lunch from the following: fat free 

milk (flavored or unflavored), 1% milk (unflavored), fat free or 1% lactose-reduced milk, 

fat free or 1% lactose-free milk, fat free or 1% buttermilk, and fat free or 1% acidified 

milk.  A fluid milk substitute must be provided for students whose “disability” restricts their 

diet on the receipt of a written statement from a licensed physician that identifies the 

“disability” and specifies the substitute. 

OFF-SITE MEALS FOR FIELD TRIPS 

Students who are off campus at a structured school-sponsored event are eligible to 

participate in the school lunch program. The meals provided must meet the daily meal 

pattern requirements and be served to students who are the responsibility of the school 

until they return to campus or are released at a certain time from the event. (FNS 786-8) 

The meals must be consumed as part of the school-related event/activity between 10 

a.m. and 2 p.m. 

FOOD SAFETY PRECAUTIONS 

Care must be taken to ensure food safety with these meals. Use coolers with ice for milk 

and avoid using potentially hazardous foods for the remaining components. Any 

potentially hazardous foods must be surrounded by ice/ice packs or refrigerated.  

RECORDKEEPING 

The sack lunches must be recorded on the daily production record. Record as an 

additional meal choice with each component listed, portion sizes, etc. 

POINT OF SERVICE ACCOUNTABILITY 

A roster must be checked as students are served the sack lunch. The roster is returned 

to the lunch accountability staff person following the service of the meal. Based on the 

checked roster, the number of sack lunches served is added to the school lunch counts 

for the day. 

Children eligible for free and reduced-price meals must receive appropriate meal 

benefits without being overtly identified. Eligible students participating in a school-

sponsored activity at another school must have the opportunity to receive benefits or 

eat meals at that school. The school where the child is enrolled must provide 

information establishing eligibility. 
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MEAL PATTERN REQUIREMENTS 

The meals provided must meet the daily meal pattern requirements. However, the 

menu planner does not have to adjust the planned weekly menu to account for 

occasional field trips, and does not have to pack the same vegetable offering from 

that day’s “hot” lunch menu for a field trip. The menu planner has the option to offer a 

different vegetable, or a different vegetable from the same subgroup. 

USDA FOODS (COMMODITIES) 

USDA Foods are foods purchased by the United States Department of Agriculture 

(USDA) and donated to school districts for use in their food service operation.   

PURPOSE 

The purpose of USDA Foods is to support agriculture markets and to provide nutritious 

USDA-purchased food to applicable agencies (i.e. public schools) and to improve the 

nutritional quality of food items served in recipient agencies.   

WHO’S ELIGIBLE 

All school participating in the National School Lunch Program are eligible to receive 

USDA donated commodities though the Food Distribution Program (FDP).   

USE AND SALE OF USDA FOODS  

USDA Foods can be used to prepare food items and side meals required by the 

NSLP/SBP, such as lunch, breakfast, and snack bar food.   

These items can be sold to students in their original form or as ingredients in “a la carte” 

items as long as the same foods or end products are also available some time during 

the school year as components in reimbursable meals.  They can be used to train high 

school students in home economics programs, as well as sold at any school-related 

function where the primary beneficiaries of the food are the students themselves.  Note: 

If you sell items containing commodities at approved school related functions, be sure 

the price changed equals or exceeds the cost to produce the items.  Also include the 

value of commodities in price.   

TYPES OF COMMODITIES 

DEPARTMENT OF DEFENSE FRESH PRODUCE 

This type of commodities allows participants to use a portion of their entitlement to 

request fresh, locally grown produce.  A minimum order must be at least $105.00.   
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Entitlement funds must be diverted to DoD through Food Distribution.  Contact PSFA to 

help with this process.   

USDA FOODS (BROWN BOX)  

USDA Foods is also referred to as Brown Box. This is due to package color. It usually 

includes canned vegetables and fruit, frozen meat, cheeses, etc.   

COMMODITY PROCESSING 

Commodity processing makes efficient use of donated foods by converting items like 

ground beef and cut up chicken into more convenient, ready to use end products.  An 

example of this is ground beef processed into beef patties.   

NET OFF INVOICE 

Net Off Invoice is an indirect pass through a value discount.  The school is invoiced by 

the distributor.  Similar to Commodity Processing, schools utilize donated foods in order 

to receive a discount on each case of product purchased through the distributor.  This 

option can eliminate the need for excessive storage and delivery costs.  The deliveries 

come just in time instead of all at once.  For more information on the Net Off Invoice 

process please visit the Colorado Department of Food Distribution or contact the PSFA 

manager.   

EACH SCHOOL’S ENTITLEMENT 

Entitlement dollars represent the value of the food you receive.  It is not out-of-pocket 

money.  A school’s entitlement is determined by the previous year’s number of meals 

served multiplied by the commodity rate of assistance.  Schools will be responsible for 

paying out-of-pocket expenses such as delivery charges, administrative charges, and 

processing charges.   

PSFA will work with the Food Distribution Staff each year in January in order to calculate 

and ensure you receive your school’s entitlement allotment.  PSFA will then inform each 

school of their funds and work with the school to determine how best to spend their 

funds for the following year.   

SCHOOL DISTRICTS SITES 

Schools receiving food service from a local district will have their funds diverted into the 

districts funds and receive credits back each month from the districts utilization of 

product.   

FOOD SERVICE MANAGEMENT COMPANIES SITES 
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PSFA recommends the funds be diverted into DoD (Department of Defense) funds for 

the purchase of fresh produce through the FFAVORS system.  Your food service 

management company will then provide a credit for the amount of produce that was 

ordered each month. Your school is responsible for monitoring the credits issued.   

   

SMART SNACKS RULE AND COLORADO HEALTHY BEVERAGE POLICY 

Starting July 1st, 2014, the Smart Snacks Rule replaces the previous competitive foods 

rule and foods of minimal nutritional value.   

Schools are responsible for ensuring all items sold separate from the reimbursable meals 

make the Smart Snack Rule nutrient requirements as well as the Colorado Healthy 

Beverage Policy.   

For more on the Smart Snack Rule and Colorado Healthy Beverage Policy, please 

review the Smart Snack Facts Sheet. 

The Alliance for a Healthier Generation has created a calculator for determining if items 

meet the Smart Snack requirements.  Click here to access the calculator.  Please note, 

Colorado Healthy Beverage Policy is strictier than the Federal Beverage Policy.  While 

the Alliance for a Healthier Generation calculator contains a beverage analysis, this 

calculator should be used to determine beverage items.  

SPECIAL DIET REQUIREMENTS 

Child nutrition programs regulations require participating school districts to offer to all 

participants breakfasts, lunches, suppers, supplements and milk that meet the meal 

requirements identified in the program regulations. Departmental regulations further 

require substitutions to the standard meal requirements for participants who are 

considered disabled and whose disability restricts their diet, and may, at their discretion, 

make substitutions for other participants who are not disabled but are unable to 

consume regular program meals because of medical or other special dietary needs. 

The provisions requiring substitutions for disabled participants respond to the 

requirements of Section 504 of the Rehabilitation Act of 1973 and to the USDA's 

implementing regulations, 7 CFR Part 15b.3, which provide that no otherwise qualified 

disabled individuals shall solely on the basis of disability be excluded from participation 

in, be denied benefit of or subjected to discrimination under any program or activity 

receiving federal financial assistance. 

School districts are required to offer program meals to participants with disabilities 

whenever program meals are offered to the general populations served by the 

https://schools.healthiergeneration.org/focus_areas/snacks_and_beverages/smart_snacks/alliance_product_calculator/
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programs. School districts should be aware that the Individuals with Disabilities 

Education Act (IDEA) imposes requirements on states that may affect them, including 

the service of meals even when such service is not required by the child nutrition 

programs. Please see the Pinnacle School Food Authority’s Special Diet Standard 

Operating Procedures for more information.  

TOP 10 FREQUENTLY ASKED QUESTIONS ABOUT SPECIAL DIET REQUIREMENTS  

The full Q & A can be found at:  

http://www.cde.state.co.us/cdenutritran/nutriSpecDietaryNeeds.htm  

Q Are schools required to provide a modified meal to a student with a life-threatening 

food allergy as certified by a licensed physician? 

A Yes. School food service must make accommodations for children with dietary 

disabilities based on a prescription written by a licensed physician. 

 

Q What must a licensed physician's statement for children with dietary disabilities 

identify?  The physician's statement must identify the following: 

A The child's disability  

 An explanation of why the disability restricts the child's diet 

 The major life activity affected by the disability 

 The food or foods to be omitted from the child's diet, and the food or choice of 

foods that must be substituted 

 

Q Are schools required to provide a modified meal to a student with special dietary 

needs that do not rise to the level of a disability? 

A No. School food service is encouraged, but not required, to provide food 

substitutions or modifications for children without dietary disabilities. The school food 

service is responsible for determining if and for what cases modifications will be 

made. Substitutions and/or modifications must be based on a statement provided 

by a recognized medical authority. 

 
Q If the school food service does decide to make food substitutions and/or 

modifications for students without a dietary disability, what documents are required? 

A Each special dietary request must be supported by a statement, which explains the 

food substitution that is requested. It must be signed by a recognized medical 

authority. The medical statement must include: 

 An identification of the medical or other special dietary condition that restricts 

the child's diet 

 The food or foods to be omitted from the child's diet 

http://www.cde.state.co.us/cdenutritran/nutriSpecDietaryNeeds.htm
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 The food or choice of foods to be substituted 

 

Q What is the difference between a licensed physician and a recognized medical 

authority? 

A A licensed physician is a doctor of medicine {MD) or osteopathy (DO). A recognized 

medical authority is a professional recognized by the State of Colorado who is a 

physician (MD or DO), physician assistant, or advanced practice registered nurse 

(APRN). 

 

Q A child in your school has a documented life threatening food allergy that causes 

an anaphylactic reaction to peanuts. The mother requests that food service staff 

read all food labels for peanut ingredients to ensure a safe meal for her child. Does 

the school food service need to accommodate this request? 

A Yes. A life threatening food allergy that causes an anaphylactic reaction is 

considered a dietary disability because it can affect a major life activity, breathing. 

Therefore, accommodations are mandated. 

 

Q When a student has a non-disabling milk allergy, can juice or water be substituted 

for milk? 

A No. Children with non-disabling milk allergies may only be offered a nondairy 

beverage that is nutritionally equivalent to fluid milk as specified by USDA. However, 

if the milk allergy is a dietary disability, a juice or water substitution prescribed by a 

licensed physician must be followed. For more information on milk substitutes visit: 

http://www.fns.usda.govIcnd/Governance/Policy-Memos/2009/SP_35-2009_os.pdf 
 

Q If a child has a dietary disability that restricts their diet certified by a licensed 

physician but not through Section 504 or the IDEA, is the school food service 

responsible for making modifications prescribed by the licensed physician? 

A Yes. Medical conditions that do not qualify for a disability under Section 504 or the 

IDEA but that are determined by the child's physician to be severe enough to be 

considered a dietary disability, for example, food anaphylaxis; the food service is 

responsible for making modifications based on the licensed physician's prescription. 

 

Q Is a modified meal that does not meet the nutrition meal pattern reimbursable for a 

student with a disability? 

A Yes. Meals that are modified according to a licensed physician's order are still 

reimbursable. 

Important to note: a meal that is modified for a child with special dietary needs 

that do not rise to the level of a disability must still meet the meal pattern 

requirements to be reimbursable. 

 

http://www.fns.usda.govicnd/Governance/Policy-Memos/2009/SP_35-2009_os.pdf
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Q A student's mother brought in a medical statement signed by a licensed physician 

certifying a dietary disability. The medical statement is unclear and school food 

service is not sure they can provide the requested accommodations. What should 

the school do? 

A If school food service feels the medical statement is unclear or is an undue burden, 

they are encouraged to convene a meeting including food service staff, 

administration, parents, school nursing staff, and the physician to clarify the medical 

statement and determine appropriate accommodations for the student. 
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PSFA TRAINING REQUIREMENTS 

PSFA requires that any person involved in aspects of a Child Nutrition Program attend 

training in that aspect.  Any change in job responsibility, reassignment, or new hire that 

involves Child Nutrition Programs must be communicated with PSFA in order to ensure 

that personnel are properly trained.  The school remains responsible for program 

compliance even with changes in personnel and could be issued written corrective 

actions or lose access to Newton Point of Sale if transitions are not handled properly 

and compliance comes into question.   

WELLNESS POLICY AND COMMITTEE 

WHAT IS A WELLNESS POLICY? 

Congress recognized the role schools play in promoting health and preventing 

childhood obesity and other chronic diseases.  In 2004 Congress passed a law requiring 

that all school districts participating in federal Child Nutrition Programs develop and 

implement wellness policies by the start of school year 2006-2007.  

Districts are encouraged to adopt policies that ensure every student has access to: 

 Healthful food choices in appropriate portions 

 Healthful meals in the school cafeteria with adequate time to eat 

 Healthful items in vending machines  

 Healthful items for fundraisers, classroom parties and rewards in school 

 Fresh produce form Colorado farms, when practical 

 Access to an adequate amount of drinking water throughout the day 

 Access to age-appropriate physical activity 

 Access to age-appropriate and culturally sensitive instruction designed to teach 

lifelong healthy eating and physical activity habits  

WHAT IS REQUIRED? 

At a minimum the local school wellness policy must: 

 Include goals for nutrition education, physical activity, and other school-based 

activities that are designed to promote student wellness in a manner that the 

local educational agency determines is appropriate 

 Include nutrition guidelines selected by the LEA for all foods available on each 

school campus under the LEA during the school day with the objectives of 

promoting student health and reducing childhood obesity 

 Provide an assurance that reimbursable school meals meet USDA guidelines  
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 Establish a plan for measuring implementation of the local wellness policy, 

including designation of 1 or more persons within the local educational agency 

or at each school, as appropriate, charged with operational responsibility for 

ensuring that the school meets the local wellness policy 

 Involve parents, students, representatives of the school food authority, the school 

board, school administrators, school staff, and the public in the development of 

the school wellness policy 

 PSFA schools participating in federal Child Nutrition programs must comply with 

the PSFA Wellness Policy 

 All schools under the PSFA must complete Local Wellness Policy (LWP) 

Assessment Tool twice per year 

WHAT IS ENCOURAGED BY NOT REQUIRED? 

All schools are strongly encouraged to develop their own school wellness policy that 

has more stringent requirements than the PSFA Wellness Policy (the policy cannot be 

more lenient).  Participation in the PSFA Wellness Committee is appreciated but not 

mandatory.   

SCHOOL RESPONSIBILITIES 

 Develop, implement, monitor, review, and as necessary, revise the Wellness 

Policy with input from stakeholders (parents, students, representatives of the 

school food authority, the school board, school administrators, school staff, and 

the public) 

 Participate in the PSFA Wellness Committee (not required) 

PINNACLE SCHOOL FOOD AUTHORITY RESPONSIBILITIES 

 Designate 1 or more persons within the school charged with operational 

responsibility for ensuring that the school meets the PSFA Wellness Policy 

 Complete bi-annual LWP Assessment Tool 

 Provide feedback on CSI Wellness Policy as key stakeholders 

 Create and Participate in PSFA Wellness Committee 

CURRENT PSFA WELLNESS POLICY 

Please contact the PSFA Manager to obtain a copy of the current PSFA Wellness Policy.  

REQUEST FOR PROPOSAL PROCEDURE 

Charter school procedures to contract with a food service management company 

(FSMC).   
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PLANNING AND PREPARATION 

1. Rules and Regulations: School district and Charter schools that are School Food 

Authorities (SFA) and interested in contracting with a food service management 

company must comply with regulations and procedures for contracting with 

FSMCs. Regulations include the National School Lunch Act, the Child Nutrition Act 

of 1966, 7 CFR Part 210.16; 210.19; 210.21; 250 3016; 1 CCR 301-3, 2202-R-208.00 the 

Colorado RFP and Contract procedures and all applicable federal, state and local 

regulations. 

2. Schedule: Due to the complexity of the process and federal oversight (USDA and 

OIG), schedule sufficient time for preparation and CDE approval of the documents 

(See timeline below) 

3. Evaluate: The SFA’s decision process to privatize food service or remain a self-

operated program should include an evaluation of the current food service 

operation, including: 

a. Financial Analysis - Profit/Loss over the last five years; 

b. Costs - Food costs, labor costs, direct costs and food service director cost; 

c. Operational considerations -Facilities, equipment and food service staff; 

d. Estimated administrative/management fees; 

e. Non-delegable duties: Responsibilities that the SFA may not delegate, even 

though a food service management company operates the SFA’s food 

service. (see attached list) 

f. Other internal and external factors, such as public opinion, employee and 

vendor relations. 

NEW BID OR RE-BID TIMELINE AND PROCEDURES 

The following is the CDE Bid Timeline.  PSFA is flexible with timing of this procedure such 

as s school interested in beginning in February instead of November.  However, PSFA will 

follow the steps of this procedure just as CDE has written.   

SFAs considering contracting with a food service management company (FSMC) must 

follow the procedures below that apply to the Request for Proposal (RFP) and Contract 

and renewal amendments.  

Schedule  Action Steps Comments 

November 

to 

January 

FSMC’s undergo 

procurement training 

Procurement training to all interested and new 

FSMC’s: process overview and updates of new 

USDA rules 

January 

to 

February 

SFA develops draft 

RFP using CDE 

prototype 

SFA must use the (RFP) and Contract provided 

by CDE’s Nutrition Unit. Changes are not 

permitted.  

FSMCs may not assist in drafting or developing a 

RFP if they will respond to that RFP 
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February CDE approves draft 

RFP 

Before advertising, SFA submits a completed 

copy of the RFP and Contract, with supporting 

documentation plus the criteria for evaluation to 

CDE’s Nutrition Unit for approval no later than 

February 28 of the procurement year. 

February 

to 

March 

SFA issues RFP to all 

registered vendors 

SFA advertises RFP in 

a media source 

covering their area 

for no less than14 

days. 

SFA sends approved RFP to each company on 

CDE’s Approved Vendor List before advertising 

the RFP.  

SFA advertises its RFP and Contract (7 CFR § 

3016.36(c)(d)) for no less than 14 days in a 

publication of general circulation covering the 

area served by the SFA. 

SFAs may only accept proposals from 

companies registered with CDE. 

March 

to 

April 

Walk-throughs of the 

SFA’s facilities are 

conducted and 

attended by 

interested bidders. 

Pre-proposal- 

conferences and 

vendor presentations 

are scheduled by 

each SFA as either a 

requirement or option 

of the RFP process. 

CDE representative 

may be asked to be 

present (especially 

for first time SFA 

contracts) 

A minimum of 45 days is required from the time 

proposals are solicited to the time they are due. 

SFA conducts a pre-proposal conference two 

weeks after the date of the last advertisement.  

All offerors must be invited to the preproposal 

conference.  

SFA must respond in writing to all questions asked 

and provide a copy of all questions and answers 

to all offerors.  

If additional information is requested at the pre-

proposal conference or if the RFP is amended by 

questions or requests from the pre-proposal 

conference, then additional time should be 

provided to allow vendors to develop a 

responsive proposal.  

SFA must also provide a copy of all 

correspondence to CDE’s Nutrition Unit. If only 

one FSMC responds to the public advertisement, 

the SFA may conduct a walkthrough of the 

facility instead of a pre-proposal conference. 

April 

to 

May 

FSMC responses are 

publicly opened by 

each SFA at the 

specified date and 

time. 

The SFA evaluates 

and scores each 

response  

The SFA’s submits 

selected FSMC 

response to CDE for 

required pre award 

review 

SFA must use the Colorado Request for Proposal 

and Contract. 

SFA’s legal counsel should review and approve 

the contract. 

SFAs should have adequate time to make a 

decision and execute the contracts for the 

upcoming year.  

SFAs may elect at any time to stop the process. 

The selected FSMC cannot participate with the 

SFA in writing contract language, terms or 

conditions. Any FSMC employee that drafts or 

writes contract terms or language would cause 
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CDE reviews the 

response to assure 

compliance with 

procurement 

regulations 

the contract to be voided and resubmitted to 

competitive procurement. 

May 

to 

June 

SFA submits contract 

package to CDE for 

approval 

CDE approves 

contract package 

and the SFA is 

informed that they 

may award a 

contract.  

A signed contract 

must be submitted to 

CDE. 

SFA submits the following contract documents 

for approval by May 21st to CDE Nutrition Unit: 

Completed CDE New Contract Checklist as 

cover sheet 

Final copy of the RFP and Contract 

Any documents related to the food service 

contract.  

CDE approves the contract before it is signed by 

SFA and FSMC.  

SFA and FSMC may not begin operations before: 

Contract approval by CDE  

Date the contract is signed. 

NOTE: If the RFP and/or Contract is altered 

without prior CDE approval, it is considered an 

unapproved contract and the SFA may not use 

child nutrition funds to pay the FSMC 
 

 

 

 

NONDISCRIMINATION STATEMENT 

The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and 

applicants for employment on the bases of race, color, national origin, age, disability, sex, 

gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or 

parental status, sexual orientation, or all or part of an individual’s income is derived from any 

public assistance program, or protected genetic information in employment or in any program 

or activity conducted or funded by the Department. (Not all prohibited bases will apply to all 

programs and/or employment activities.) 

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program 

Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any 

USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing all 

of information requested in the form. Send your completed complaint form or letter to us by mail 

at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, 

S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. 


