


	
	
National School Lunch Program

On Site Review Form for
Counting & Claiming Procedures

	         Teaching and Learning Support
            Child Nutrition Services
801 West 10th Street, Suite 200 
P.O. Box 110500
Juneau, Alaska 99811-0500
(907) 465-8709
                            Fax (907) 465-8910



School Sites or RCCI’s Every school year, each school food authority with more than one school shall perform no less than one on-site review of the lunch counting and claiming system employed by each school site or RCCI under its jurisdiction. The on-site review shall take place prior to February 1st of each school year. Further, if the review discloses problems with a school or RCCI’s meal counting or claiming procedures, the school or RCCI’s food authority shall: ensure that the school implements corrective action; and, within 45 days of the review, conducts a follow-up on-site review to determine that the corrective action resolved the problems (7CFR.210.8 (1)).When your review(s) are complete please use the On-Site Review Summary Form to report your findings. The On-Site Review Summary form is due to the State Agency by February 15st of each program year. 

Please keep this form on file for your records. Do not submit
District/ RCCI: 							

School/ Serving Site Name: 						 |_|  Provisional site in a non-base year.

|_| First Review date:			  |_| Second Review date: 			|_| N/A 2nd Review

Signature of Reviewing Official:							

Print name of Reviewing Official and Title: 								

	Civil Rights 
	Yes
	No
	N/A
	Comment:

	
· Is the “And Justice for All” poster posted in the eating area?
· Does the site collect data by racial/ethnic group?
· Is there any separation by race, color, age, sex national origin or disability? 
A. In the eating area?
B. In the serving lines?
C. In the seating arrangements?
D. In the assignment of eating period?
· Is staff aware of the district/RCCI non-discrimination policy?
· Is the non-discrimination statement on all informational materials, for example the menu?
Sponsors are required to report any civil rights complaints to USDA and to CNS and the resolutions that may have occurred. 
	
	
	
	

	Civil Rights (Continued)
	Yes
	No
	N/A
	Comment:

	
· Were there any complaints?

If yes please fill out the Civil Rights Complaint Record and send to CNS. 

	
	
	
	   



	Accurate 
	Yes
	No
	N/A
	Comment:

	
· Are the procedures observed consistent with state approved policies on meal counting & claiming?
· Are meal counts recorded in an accurate manner?
· Is there a backup person trained to perform this duty? 

	
	
	
	   



	Daily Counts
	Yes
	No
	N/A
	Comment:

	
· Are meal counts taken daily?
· Do cashiers add meals served by category correctly?  or
· Do all students eat free meals under Provision operation?
· At the end of each serving day are meal counts by category recorded on an edit check document that compares counts to number of students eligible by category and attendance factor?
· Are counts that exceed eligible multiplied by  attendance factor explained in the comment section of the edit check document?
· Does the system used at the site consolidate daily meal counts assure a correct report?
· Are counts promptly and correctly reported to District/ RCCI office for consolidation?  (Claims for reimbursement are due at the state agency by the 30th day after the claim month.)
	
	
	
	

	
	
















	
	
	
















	Reimbursable Meals 
	
	
	
	



	Reimbursable Meals 
	Yes
	No
	N/A
	Comment:

	
· Does the person taking daily meal counts know that their responsibility is to observe and document that meals are complete and reimbursable?
	
	
	
	

	Reimbursable Meals (Continued)
	Yes
	No
	N/A
	Comment:

	
· Is Offer versus Serve (OVS) meal option approved for this site?
· Is OVS clearly implemented in the food service area?
· If OVS is implemented, does the person doing counts know what food items students can decline for a reimbursable meal?
· Do students know what food items they can decline?
· Is there a procedure if a student does not take all food items required for a reimbursable meal?
· Do you have vending machines or competitive foods of minimal nutritional value being served in your food serving area? 
· If “Yes” are they closed or turned off during the meals service?
· Are Medical Statements on file and followed for students with disabilities or food related disabilities signed by a Licensed Physician?
· Are production records completed on a daily basis and available with adequate information to support the number of meals served to students?
· Do production records indicate appropriate portion sizes for different age groups?

	
	
	
	



	By Category
	Yes
	No
	N/A
	Comment:

	
· Does the method of exchange correctly identify the eligibility categories approved?
· Does the method of exchange yield correct total daily counts by category?
· Does each type of foodservice line as observed provide an accurate count by eligibility category?
· Is site notified of changes in eligibility category? 
· Are changes in eligibility implemented in a timely manner?

	





	





	





	




	At The Point Of Service (POS)
	Yes
	No
	N/A
	Comment:

	· Are meal counts taken after students are served all the food items required for a reimbursable meal?
· Did all observed meals claimed for reimbursement contain the required number and amount of food items?

	
	
	
	

	At The Point Of Service (POS) (Continued)
	Yes
	No
	N/A
	Comment:

	
· Are tray counts used instead of meal counts?
	
	
	
	



	Does Not Obviously Identify Eligibility
	Yes
	No
	N/A
	Comments:

	
· Are free/reduced eligible students required to work for their meals?
· Are free/reduced eligible students required to use a separate lunchroom or prohibited from certain areas?
· Do free/ reduced eligible students go through a separate serving line or a separate entrance?
· Do free/ reduced eligible students eat at a different time?
· Do free/ reduced eligible students eat a different meal than the one(s) sold to students paying the full price?
· Do meal counts by category at the point of service prevent overt identification?
· Is the identification of free/reduced price students confidential during ticket issuance or payment collection?

	
	
	
	



 



Additional comments, suggested improvements:









Corrective Action required?        Yes   No	If yes, follow up is required within 45 days. 
Date of follow up review: ________________
Corrective Action Plan	(note changes to be made)









Corrective Action Completed?    Yes   No
Completed by: ______________________________________________ Date: 					

 Was the original problem(s) cited on the first review corrected?      Yes   No
 What corrections were implemented? 











Additional action(s) or follow up required?     Yes   No 		Date: 				
If yes, on additional action attach Corrective Action Plan with details of actions required.	

Corrective Action Completed: 	 Yes   No 				Date: _____________________




















	Signature and title of person conducting review:                                                                        Date:
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