State of Arizona
Department of Education

CN# 42-12
MEMORANDUM

To: Sponsors of the National School Lunch Program, School Breakfast Program, USDA
Foods Program and Special Milk Program

From: Mary Szafranski, Deputy Associate Superintendent
Arizona Department of Education, Health & Nutrition Services

Cara Peczkowski, Director 0 Wa[ SW

Arizona Department of Education, School Nutrition Programs

Jessica Creed-Capsel, Director
Arizona Department of Education, School Food Programs

Date: Junel, 2012

RE: Preparation for Program Year 2013 (School Year 2012-2013)

The purpose of this memorandum is to provide Local Educational Agencies (LEAS) specific
information related to the annual application and training requirements for the National School
Lunch Program and Food Distribution Program in preparation for the 2012-2013 school year.

Annual Notice of Application (CNP Web Site & Sponsor Applications)

Online Application Instructions:

Sponsors are required to submit their site and sponsor applications using CNP Web each school
year. After June 1, 2012, online site and sponsor applications for program year 2013 (school
year 2012-2013) will be available, through Common Logon, to complete and submit for
approval. The annual submission and approval of the site and sponsor applications is a required
step in order for sponsors to request reimbursements for meals served under the National School
Lunch Program (NSLP), School Breakfast Program (SBP), Special Milk Program (SMP), and
Afterschool Care Snack Program (ASCSP).

Changes to the Sponsor Application
e Section 7 — Menu Planning
Section 7 of the Sponsor Application is how sponsors inform the Arizona Department of
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Education (ADE) which meal pattern(s) are implemented at meal service sites. The
former meal pattern options (Traditional, Enhanced, Nutrient Standard, Assisted Nutrient
Standard) have been removed from the online application for the NSLP. All sponsors
must implement the New Meal Pattern by July 1, 2012. The SBP is following a gradual
implementation of the New Meal Pattern; thus for the 2012-2013 school year, sponsors
may elect to implement the New Meal Pattern or continue to use one of the former meal
patterns only for the SBP.

Section 9 - Forms for Free and Reduced-Price Meals

The ADE provides template forms for free and reduced-price meals (parent letter,
household application, and notification letter). Sponsors that add their information but do
not change the forms in any other way do not need ADE approval for using the forms.
Sponsors electing to disseminate their own forms for free and reduced-price meals
(parent letter, application, and notification letter) must indicate the type(s) that will be
utilized. These forms must be submitted to ADE for approval. Sponsors using electronic
and/or scanable application must also complete the Electronic and Scanable Household
Application Checklist form (available at http://www.azed.gov/health-
nutrition/nslp/program-forms/). Sponsors may elect to use a variety of forms and are to
indicate this in Section 9 of the Sponsor Application.

Reminders:

A Common Logon* username and password is required to enter the CNP Web in order to
access and submit the online site and sponsor applications.

0 Access is granted by reviewing the Online Training Manual and completing the
Request Form. Both documents are located at http://www.azed.gov/health-
nutrition/nslp/operate-nlsp/how-to-apply/.

0 Please anticipate 7-10 days for ADE to process a Common Logon permissions
request form.

0 The Common Logon Permissions Request Form is also used to gain access to
CNP Direct Certification, Verification, and Direct Verification.

Please allow three weeks for approval of online applications.

Access the CNP Web applications page and select program year 2013 from the drop
down box. The previous school year’s site and sponsor application information will
rollover in CNP Web. Make any necessary changes, save and submit the new
applications for school year 2012-2013. The site application(s) must be submitted
before the sponsor application.

Accuracy of contact information on the site and sponsor applications is critical for the
ADE to provide sponsors and sites with program information throughout the year. Our
primary method of communication will be via email sent to the person listed as the
School Food Authority and Program Contact in part 1b of the Sponsor Application.
Review the Application Checklist to ensure that all of the required documents have been
submitted. The online sponsor application in CNP Web will not be approved until all
the “checklist items” are submitted and approved.

Sponsors contracting with a food service management company or are a district that
provides meals to schools outside of the district:
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0 A new contract or renewal of the existing contract will be required prior to
approval of the Sponsor application. Visit http://www.azed.gov/health-
nutrition/nslp/operate-nisp/contracting-service/ for more information.

e Sponsors adding sites to the CNP Web system:
0 Must complete and submit the Health & Nutrition Sponsor-Site Data Form
(Add/Change/Delete) to the ADE to add a new school to the online application.
The form is located at: http://www.azed.gov/health-nutrition/nslp/operate-
nlsp/how-to-apply/.
0 Any questions concerning the addition of a new site should be directed to
Nannette Flores at (602) 542-8725.
e Sponsors with sites that have a separate Head Start/Preschool operation on their campus
to which they provide and claim meals:

0 Must enter the Head Start/Preschool information as a part of the online site

application for the site providing the meals (not as a separate site application in
CNP Web).

0 Make sure to note the separate Head Start/Preschool operation in the point of

service description section (Part 6 of the sponsor application).

*Note: Sponsors are responsible for keeping individual Common Logon accounts confidential,
accurate and up-to-date. Consulting firms contracting with an LEA .including food service
management company employees, are not authorized to complete the CNP Web online
application, direct certification, verification or claiming process and will not be provided with
Common Logon rights to enter such data. Also, please notify ADE Health and Nutrition Services
of any individuals with a Common Logon username and password who are no longer employed
as the account(s) must be disabled immediately. Any new employees who need a new account
must submit a request using the Common Logon Security Agreement and attest to reading the
Online Training Manual.

Applications & Certification Documents Sent to Households

e The ADE-approved template documents for certification and verification have been
updated and are available online at http://www.azed.gov/health-nutrition/nslp/operate-
nisp/.

e Distribution of household applications for the school year 2012-2013 must not occur
before July 1 AND no more than 30 days prior to the first day of school.

e Sponsors operating on a year-round schedule should distribute applications and base
eligibility determinations on the current fiscal year income guidelines on or after July 1.

e Approved household applications from the previous school year are only valid for the
first 30 days of operation of the new school year.**

** Note: The 30 day roll-over of eligibility does not apply to Sponsors operating Provision 2 or
Provision 3. Sponsors that are completing their last non-base year cycle in school year 2011-
2012 and starting their next base year in 2012-2013 must start the school year with all students
in the paid category until a new certification can be determined. Please refer to the Provision 2
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& 3 Guidance Manual for additional options and guidance at: http://www.azed.gov/health-
nutrition/special-assistance/

Training

In order to address the many new requirements associated with the Healthy, Hunger-Free Kids
Act, most notably, The New Meal Pattern and the additional funding for reimbursable lunches
(commonly known as the six-cents certification), the School Nutrition Programs team is taking a
new approach for our program training schedule for the 2012-2013 school year. The training
schedule will be planned and released on a quarterly basis. Please see the attached schedule for
the workshops scheduled through September 2012. The workshop schedule for the next quarter
will be based on the needs of sponsors and on attendance/capacity of the current quarter’s
workshops.

Registration for all trainings and workshops is to be completed online at:
www.ade.az.gov/onlineregistration. Sign up early, as trainings and workshops fill up quickly.
We ask that you promptly contact Shaylin Shabi at (602) 542-0718 to cancel your registration
should you find that you cannot attend a training that you have registered for.

For many of our workshops, participants will receive a pre-workshop survey via email prior to
the workshop. Please be sure to complete the survey which is designed to enrich your workshop
experience. The workshop instructors will incorporate survey responses and tailor the workshop
to meet the needs of those attending.

Below is information about the specific workshops and trainings:

The New Meal Pattern trainings began in May and are currently scheduled until September.
This one day training is designed to get your organization familiar with the new NSLP meal
pattern requirements for school year 2012-2013. Attendance is optional, but highly encouraged.
Specific information pertaining to the New Meal Pattern has been issued via memoranda,
CN#36-12, 37-12 and 38-12.

The A+ School Lunch Workshop is designed to provide regulation information, operational
guidance, and hands-on-learning for operators of the NSLP, SBP, and ASCSP. This training
provides attendees the opportunity to stay up-to-date on changes and requirements for school
year 2012-2013, including the New Meal Pattern. Trainings are scheduled for two full,
consecutive days. All new Sponsors or new Foodservice Directors (or equivalent) are required to
attend. Provision 2 and 3 Sponsors operating a base year in 2012-2013 must attend this training
as well as the Provision 2 and 3 training. Sponsors operating Residential Child Care
Institutions should attend the RCCI A+ School Lunch Workshop which is tailored specifically
for this group.

Certification for New Meal Pattern is a new state-agency designed training that will walk
sponsors through the process necessary for menu certification. As part of the Healthy, Hunger-
Free Kids Act, an additional reimbursement of six cents is available as of October 1, 2012 for
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sponsors who demonstrate menu compliance with the New Meal Pattern though a certification
and validation process. Additional information about the certification and validation process will
be forthcoming via memorandum, CN#39-12. While the added reimbursement is not available
until October 1, 2012, the training sessions will begin in July, which will allow sponsors
additional time to prepare for the certification process. This training is required for any
sponsor applying for the additional six cents reimbursement. Be advised that the ADE will
not accept certification documents from a sponsor until this training requirement has been met.

Verification Training is designed to provide in-depth information on household application
Verification, a process which begins on October 1, annually. An overview of Verification is
covered in the A+ School Lunch Workshop; where as the Verification Training provides a
greater level of detail on the process. Verification Training is mandatory only for those Sponsors
determined by ADE to have a high termination rate during the previous verification cycle; these
sponsors will be notified via memorandum of their required attendance. Attendance is optional
for all other sponsors.

USDA Foods Program

All NSLP Sponsors may participate in the USDA Foods Program. Sponsors are required to pay a
delivery fee for any cases of USDA Foods ordered, so please keep this in mind when considering
participation in the program. These delivery fees will be paid out of the existing food service
budget. For more information, contact a member of the School Food team at FDP@azed.gov or
(602) 542-8700.

USDA Foods Program participation requirements:
e Select “yes” from the drop down box in the General Information section of the NSLP
Sponsor Application on CNP Web.
e Loginto CNP2000 (the USDA Foods ordering website) and update the sponsor delivery
locations and contact information.

Sponsors who are new to the USDA Foods Program must:

e Complete a Food Distribution Program Delivery Information Application and submit
online. This form is located at http://www.azed.gov/health-nutrition/nslp/operate-
nlsp/how-to-apply.

e Register for a USDA Foods Ordering Web-Based Training in order to gain access to the
ordering website. To register, please go to http://www.ade.az.gov/onlineregistration/ and
click on Health & Nutrition Services: Food Distribution, then find the next available class
in your area and click “choose and continue” to begin registering. Registration begins in
May, 2012 for school year 2012-2013.

For additional questions regarding this memo please contact your School Nutrition Programs
Specialist at (602) 542-8700, which is located at the top of the Sponsor application in CNP Web.

This institution is an equal opportunity provider.
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Fall Quarter Workshops- By Location and Date
(Schedule subject to change. Contact ADE for further information)
All registration MUST be completed online: www.ade.az.gov/onlineregistration

New Meal Pattern — NSLP

Location Date Time

Flagstaff, Little America Hotel May 18, 2012 9:00 am- 3:30 pm
Tucson, Marriott Tucson University Park May 23, 2012 9:00 am- 3:30 pm
Phoenix, Sheraton Crescent Hotel May 30, 2012 9:00 am- 3:30 pm
Phoenix, Sheraton Crescent Hotel May 31, 2012 9:00 am- 3:30 pm
Phoenix, Sheraton Crescent Hotel June 5, 2012 9:00 am- 3:30 pm
Phoenix, ADE Health and Nutrition Services Office June 8, 2012 9:00 am- 3:30 pm

Flagstaff, Radisson Woodlands

June 15, 2012

9:00 am- 3:30 pm

Tucson, Marriott Tucson University Park

June 21, 2012

9:00 am- 3:30 pm

Phoenix, Sheraton Crescent Hotel

June 27, 2012

9:00 am- 3:30 pm

Phoenix, ADE Health and Nutrition Services Office

September 6, 2012

9:00 am- 3:30 pm

A+ School Lunch Workshop

Location

Date

Time

Phoenix, ADE Health and Nutrition Services Office

July 9 - 10, 2012

8:00 am- 5:00 pm

Phoenix, ADE Health and Nutrition Services Office

July 16 - 17, 2012

8:00 am- 5:00 pm

Tucson, Marriott Tucson University Park

July 25 - 26, 2012

8:00 am- 5:00 pm

Flagstaff, Radisson Woodlands

August 9-10, 2012

8:00 am- 5:00 pm

RCCI A+ School Lunch Workshop

Location

Date

Time

Phoenix, ADE Health and Nutrition Services Office

July 23, 2012

8:00 am- 5:00 pm

Certification for

New Meal Pattern

Location

Date

Time

Phoenix, Flinn Foundation Conference Center

July 30, 2012

8:00 am- 5:00 pm

Phoenix, ADE Health and Nutrition Services Office

August 7, 2012

8:00 am- 5:00 pm

Flagstaff, Radisson Woodlands

August 13, 2012

8:00 am- 5:00 pm

Phoenix, ADE Health and Nutrition Services Office

August 20, 2012

8:00 am- 5:00 pm

Tucson, Marriott Tucson University Park

August 29, 2012

8:00 am- 5:00 pm

Tucson, Marriott Tucson University Park

August 30, 2012

8:00 am- 5:00 pm

Phoenix, ADE Health and Nutrition Services Office

September 11, 2012

8:00 am- 5:00 pm

Flagstaff, Radisson Woodlands

September 17, 2012

8:00 am- 5:00 pm

Verification

Location

Date

Time

Phoenix, ADE Health and Nutrition Services Office

September 12, 2012

8:00 am- 5:00 pm

Tucson, Marriott Tucson University Park

September 19, 2012

8:00 am- 5:00 pm

Phoenix, ADE Health and Nutrition Services Office

September 21, 2012

8:00 am- 5:00 pm

Serving it Safe

Location

Date

Time

Phoenix, ADE Health and Nutrition Services Office

August 27 - 28, 2012

8:00 am- 5:00 pm

Provision 2/3

Location

Date

Time

Phoenix, ADE Health and Nutrition Services Office

August 3, 2012

1:00pm- 5:00pm
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