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August 2016 

1 

Professional Standards Learning Codes: 2120, 3110, 3120, 3210 

Length: 1 hour  

NOTES:  
• Please be sure you have logged in using your first and last name.  
 
• Click on the text bubble           at the bottom to type into the chat section. This is where you can ask 

questions.  
 

• If you were asked to connect a microphone and you clicked yes, please be sure it is on mute.  



Overview of the Webinar Series 

• This webinar series is designed to help School 

Food Authorities and Directors stay on track with 

requirements for the National School Lunch and 

School Breakfast Programs.  

• We will review relevant updates and key tasks 

that should be taking place throughout the 

month to ensure your program is operating 

within the regulations and meeting important 

deadlines. 
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Today’s Webinar 

• Today’s webinar will cover: 

– Professional standards 

– Navigating the NSLP Webpage 

– Memo HNS 07-2016 

– Student Eligibility reminders 

– Meal Pattern reminders 

– Other reminders 
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Professional Standards for  

School Nutrition  
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• Effective July 1, 2015, all LEAs must ensure that all new and current 

school nutrition program staff meet minimum annual training 

requirements per USDA’s Professional Standards regulation.  

• These training requirements were created with the intent of helping 

employees enhance their knowledge, skills and abilities specific to 

their position in NSLP.  

• To count a training towards an employee’s training hours, trainings 

must: 

• align with the employee’s job duties  

• meet at least one of USDA’s Learning Objectives 

 

 

 

 

 

 

 

 

 

 

 



Professional Standards  
Learning Objectives  

 

 

 

 

 

 

 

The Professional Standards Learning Objectives is a resource for school nutrition 
employees and trainers.  

• It lists training topics in the four Key Areas of Nutrition, Operations, 
Administration and Communications/Marketing.  

• Each Key Area has several Key Topics and specific training subjects with 
objectives that will assist those who are planning or taking training.  
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ADE Trainings and Assigned 
Learning Objectives  

All of the trainings offered by ADE have been designed to meet one of the 
Professional Standards Learning Objectives.  

• Refer to today’s agenda 
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Navigating the NSLP Webpage 
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NSLP Webpage 
http://www.azed.gov/health-nutrition/nslp/ 

 

 

 

 

 

 

 
 

Add a bookmark to this page.  

Everything you need to operate NSLP/SBP can be found here!  
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NSLP Webpage 
Operating the National School Lunch and School 

Breakfast Program 

 

 

 

 

 

 

 

Program Forms   Meal Pattern 

At a Glance Calendar  Food Safety 

Procurement   Contracting for Meal 
     Service 
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NSLP Webpage 
Operating the National School Lunch and School 

Breakfast Program 

 

 

 

 

 

 

Stay on track with resources and checklists for 

each month of operation! 
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Weekly E-Blasts 

• ADE sends a weekly e-blast from 

ADESchoolNutrition@azed.gov  

• Highlights updates and new resources that have 

been posted on the website.  

• Sent to SFA Contacts on Sponsor Applications. 
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HNS 07-2016 

Preparation for  

Program Year 2017  

(School Year 2016-2017) 
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HNS 07-2016 

Preparations for Program Year 2017 

• Community Eligibility Provision (CEP) 

– Third year of operation 

– Applications are due by August 31, 2016 if you plan to 

operate CEP. 

– Visit the Special Assistance Webpage and contact 

your NSLP Specialist if you have questions about the 

application process. 
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HNS 07-2016 

Preparations for Program Year 2017 

• Administrative Review Schedule 

– All LEAs who are receiving an Administrative Review 

should have received notification by June 1, 2016. 

– How to Prepare for your Administrative Review online 

training and off-site assessment tool are available on 

the website. 
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HNS 07-2016 

Preparations for Program Year 2017 

• Procurement 

– HNS is providing guidance and resources to assist in 

ensuring proper procurement procedures are being 

followed.  

– Guidance can be found on the HNS Website. 
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HNS 07-2016 

Preparations for Program Year 2017 

• Equipment Grant Round 3 

– Funds are available for capital kitchen equipment with 

a value greater than $5,000. 

– ADE will competitively award the grant giving priority 

to high-need schools. 

– Applications available August 29 

– Applications due by October 14 
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HNS 07-2016 

Preparations for Program Year 2017 

• Annual Notice of Application (Site and Sponsor 

applications in CNPWeb) 

– LEAs are required to submit new site and sponsor 

applications each year.  

– The School Food Authority contact and Program 

Contact did not automatically transfer from previous 

years.  

• Its crucial that this information is updated and accurate. 

• The School Food Authority contact should be the person who 

is fulfilling the duties of School Nutrition Program Director.  
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HNS 07-2016 

Preparations for Program Year 2017 

• Annual Notice of Application (Site and Sponsor 

applications in CNPWeb) 

– Requires access to Common Logon 

– Always submit all SITE applications first, then submit 

the SPONSOR application. 

– Review checklist and submit required documents. 
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HNS 07-2016 

Preparations for Program Year 2017 

• Annual Notice of Application (Site and Sponsor 

applications in CNPWeb) 

– Refer to the guide, How to Submit the Site and 

Sponsor Applications for step by step instruction. 
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Student Eligibility  

Updates and Reminders 
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Program Forms on ADE Webpage 

• Updated program forms are on the ADE 

Webpage 

– Media Release 

– Parent Letter 

– Household Application 

– Income Eligibility Guidelines 

– Notification Letters 
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Student Eligibility 

• Media/Press Release 

– Template on Program Forms page 

– Must be sent out to relevant local media 

– Does not need to be printed in local media; that 

decision is up to the media agency. However, you do 

need documentation that it was sent, as well as 

where it was sent.  
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Student Eligibility 

• Direct Certification 

– Must be conducted for all students at least 3 times per 

year. 

– The first search must be within the first 45 school 

days. 

– Requires Common Logon access to reach CNP Direct 

Certification/Direct Verification 

– Updated fields in the results 
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Student Eligibility 

• Direct Certification 

– Refer to the guides How to Conduct Direct 

Certification for step by step instruction.  
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Student Eligibility 

• Household Applications 

– Must be processed within 10 days of being received. 

– Be sure to use correct income guidelines and check 

for error-prone applications at time of approval. 

– No applications are needed from students who are 

directly certified. 

– Refer to the guide How to Process Household 

Applications for details on reviewing and approving 

applications.  
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Student Eligibility 

• 30-Day Rollover 

– Students can maintain the same meal benefits from 

last school year for up to the first 30 operating days of 

the new school year.  

– This only applies until new documentation is received. 

Once a new application is received, it must be 

reviewed within 10 days and the new benefits must 

be instituted immediately.  
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Student Eligibility 

• The Benefit Issuance Document (BID) 
– The document that tracks the eligibility status of each 

student, as well as how and when they were certified. 

– Must be kept up to date 

– If done electronically, be sure that student data is 
entered or uploaded accurately. 

– If visible at the point of service, it must be coded to 
protect student identity.  

– Refer to the guide How to Create A Benefit 
Issuance Document for further instruction related to 
the BID. 
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Student Eligibility 
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Student Eligibility 

• Daily Edit Checks 

– This form helps ensure daily meal counts do not 

exceed the number of students eligible for free, 

reduced-price and paid meals.  

– A template in word, pdf and excel is available on the 

Program Forms page of the website. 

– These should be completed daily and reviewed 

regularly to ensure meal counts appear accurate. 
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Meal Pattern  

Updates and Reminders 
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Meal Pattern and Meal Service 

• Meal Pattern Menu Planning 

– All NSLP and SBP menus must meet the meal pattern 

requirements. 

– Refer to the guides How to Plan a Lunch Menu and 

How to Plan a Breakfast Menu for more details on the 

meal pattern. 
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Meal Pattern and Meal Service 

• School Breakfast Program Outreach  

– Schools who participate in the School Breakfast 

Program are required to provide outreach. 

• Once at the beginning of the year 

• Multiple times throughout the year 

– Examples include: 

• Notification of breakfast programs in back to school packets 

• Reminders over the speaker system at school 

• Sending flyers or reminders home via mail or handouts 

• Posting information on the school’s website 
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Meal Pattern and Meal Service 

• Production Records 

– These should be completed every day, for each meal 

service. 

– They need to document how many servings are 

planned, prepared, and leftover. 

– They should be used to help with forecasting, and as 

documentation that enough food was prepared so 

that each student could receive a reimbursable meal. 

– Templates are available on the website. 

• Program Forms page 

• Meal Pattern page 
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Meal Pattern and Meal Service 

• Food Safety Inspections 

– All sites where food is served are required to request 

at least 2 food safety inspections. 

– This includes schools who work with a caterer.  

– Contact your county health department to request 

these inspections.  

– The results should be posted and visible in the 

location where meals are served.  
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Meal Pattern and Meal Service 

• Whole Grain Rich Exemption Request 

– Extended through this school year 

• If previously approved, SFA must submit a copy of the 

approval letter with a certified letter requesting further 

extension. 

– Details and request form available online. 

• HNS 08-2016 

– Remember… You should still be looking for items that 

are acceptable to students, as this exemption is not 

permanent.  
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Meal Pattern and Meal Service 

• USDA Foods  
– New system- MyFOODS 

– Schools who participated in SY 16: 
• Schools MUST update delivery site and contact information 

in myFOODS after July 1, 2016 (even if there are not 
updates they still must click the update button for each of 
their delivery sites and contacts listed). 

• Schools MUST have approved site and sponsor applications 
in CNP Web. 

• Schools MUST submit a PO or statement (on letterhead) 
stating their school does not require a PO to pay delivery fee 
invoices to US Foods directly (Pam Bowers and Rose Garcia 
are the two warehouse contacts). 
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Meal Pattern and Meal Service 

• USDA Foods  

– Schools who have never participated in USDA Foods 

but would like to learn more can contact Sandy 

Fitzner. 

 

Sandy.Fitzner@azed.gov 

(602) 542-8741 
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Additional 

Updates and Reminders 
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Other Reminders and Updates 

• Civil Rights 

– New And Justice for All posters 

• Email ADESchoolNutrition@azed.gov  

– Annual training for all school nutrition staff 

39 

mailto:ADESchoolNutrition@azed.gov


Other Reminders and Updates 

• Civil Rights- Non Discrimination Statement (NDS) 
– Long statement on all eligibility documents 

 http://www.fns.usda.gov/fns-nondiscrimination-statement. 

 

• All documents, pamphlets, websites, etc. should be 
updated as follows: 
– Websites must be updated by December 31, 2015;  

– Documents, pamphlets, brochures, etc. using NDS language 
prior to 2013 must be updated by December 31, 2015;  

– Documents, pamphlets, brochures, etc. using 2013 NDS 
language should be updated when supplies are exhausted or by 
September 30, 2016; and  

– All new printing must use the 2015 NDS.  
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Other Reminders and Updates 

• Submitting Claims 

– Should be done by the 10th of each month in order to 

receive payment that same month. 

– Can be submitted and revised for 60 days after the 

end of the month. 

– Refer to the guide, How to Submit a Claim Using 

CNP Web for further instruction. 
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Other Reminders and Updates 

• Training Schedule and Resources 

– Remaining Trainings 

• Eligibility- Am I Doing It Right? 

• Food Safety- How to train your staff 

• Verification- Prepare for Verification workshops 

 

– Online Guides for day to day operations 

– Webinars 

– Email your requests for professional development 

topics for the spring to 

ADESchoolNutrition@azed.gov  
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Other Reminders and Updates 

• Unpaid Meal Charges 

• SP 46-2016 

– All LEAs must have a written policy for how they will 

address unpaid meal charges and uncollectable debt. 

– Policy must be communicated to families, students 

and staff in writing.  

– Must be done by July 1, 2017.  
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Other Reminders and Updates 

• Unpaid Meal Charges-  

• SP 47-2016 

– Debt that is still being collected = delinquent debt= 

asset 

– Debt that is deemed uncollectable = bad debt = 

liability 

– Once debt is deemed uncollectable, it cannot be 

covered using food service account funds. It must be 

covered using non-federal sources. 
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Other Reminders and Updates 

• Final Rules recently released 

– Local Wellness Policy 

– Smart Snacks 

• Reminder, as of July 1, 2016, the 10% Daily Value of a 

nutrient of public health concern can no longer be used to 

qualify a food as a Smart Snack. 

– Community Eligibility 

– Administrative Review 
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Question and Answer Session 
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Question and Answer Session 

• This time is reserved for a questions and answers. 

• Questions can be about topics discussed during the 

webinar, or any other topics that have come up as you 

begin your operation.  

 

• Type your questions into the conversation bubble at the 

bottom of the screen.  
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Evaluation and Certificate 

• You will receive a survey link within the next few days. 

After completing the survey you can print a certificate of 

completion.  
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This concludes today’s webinar.  

Thank you for your participation. 
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