
1

October 2020

Professional Standards Learning Codes: 2310, 3310 



Arizona Department of Education (ADE)

This training was developed by the Arizona Department of 
Education (ADE) Health and Nutrition Services Division (HNS).

Intended Audience

This training is intended for School Food Authorities (SFAs) 
operating the National School Lunch Program (NSLP) and 
Summer Food Service Program (SFSP). All regulations are 
specific to operating the programs under the direction of ADE.

The COVID-19 Staying on Track Limited Webinar Series is 
designed to make directors aware of program deadlines and 
current regulations to stay on track with requirements for any 
Child Nutrition Program you may be operating during this 
time.

We will review key tasks and best practices for the month to 
ensure your program is operating within the regulations and 
meeting important deadlines.
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Poll

Which program are you operating in 
the month of October?

1. NSLP/SBP (Regular or Provision 2/3 
Base Year)

2. NSLP/SBP with Special Provision 
Option (CEP, Provision 2/3 Non-Base 
Year

3. SFSP (Simplified or Seamless 
Summer Option (SSO))
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Regular
NSLP/SBP

NSLP/SBP 
with SPO SFSP/SSO

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• USDA Foods

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• USDA Foods

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• USDA Foods
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Regular
NSLP/SBP

NSLP/SBP 
with SPO SFSP/SSO

• NSLP webpage

• COVID-19: Guidance to 
Child Nutrition 
Operators webpage

• Resources

• Monthly Checklist

• At a Glance
Calendar

• E-Communications

• Wednesday E-Blast

• COVID-19 
Communications 
E-Blasts

• NSLP webpage

• COVID-19: Guidance to 
Child Nutrition 
Operators webpage

• Resources

• Monthly Checklist 
for SPO

• At a Glance
Calendar for SPO

• E-Communications

• Wednesday E-Blast

• COVID-19 
Communications  
E-Blasts

• SFSP webpage

• COVID-19: Guidance to 
Child Nutrition 
Operators webpage

• E-Communications

• Wednesday E-
Blast

• COVID-19 
Communications  
E-Blasts
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October 2020
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

NSLP: Verification 
Activities Begin

upLIFT Webinar 
Series: Stories 
from the Field

School Garden 
Webinar Series: 

Sustainable Funding 
Streams for School 

Gardens

Webinar: USDA 
Foods myFOODS

New User Training

Trainings/Professional Development
Due Dates/Reminders

Webinar: Farm Fresh 
Challenge: 

November Prep

Webinar: USDA 
Foods myFOODS
Refresh Training

NSLP: Count 
number of 

students on file 
on 11/2 

AFR Due
(Private, BIA, RCCIs)

AFR Due
(Public)

Last day to submit 
August claims

Submit September Claim (9/1 – 9/10)

Submit September Claim (9/1 – 9/10)



October 2020

Housekeeping
Tasks for all LEAs operating 
NSLP/SBP/SFSP
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CNPWeb
Applications

Ensure CNPWeb applications are 
submitted and approved

For SFSP/SSO, Fiscal Year 2021 began on 
October 1st. If you plan to operate SFSP/SSO 
in October, November or December, you 
must submit a FY21 application. 

There is no deadline to apply for SFSP/SSO! 
The only deadline is the 60-day claiming 
deadline.

Example: If you decide to start operating SFSP 
in November, you have until January 29, 2021 
to submit the application, have it approved by 
your specialist, and submit the claim. 8



CNPWeb
Applications

Afterschool Snack and At-Risk

ADE has asked USDA for clarification if the 
Afterschool Care Snack component of the 
NSLP and the At-Risk Afterschool Meals 
component of the CACFP can be operated 
simultaneously with SFSP. 

In mid-September, USDA provided 
clarification that At-Risk and SFSP can be 
operated simultaneously in memorandum    
SP 25-2020.

This memo did not include clarification on
Afterschool Care Snack. If you are operating 
SFSP, please update your CNPWeb NSLP 
applications to apply for At-Risk (Section 10). 9
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Submit Claim for 
Reimbursement

Submit September Claim for 
Reimbursement

Log into ADEConnect to submit site-based 
claims for lunch, breakfast, snack and supper 
(if applicable) reimbursement through 
CNPWeb. 

If operating SFSP, claim breakfast and lunch 
under SFSP. If operating NSLP, claim 
breakfast and lunch under NSLP.

If operating Afterschool Care Snack or At-
Risk, continue to claim the meals/snacks 
under NSLP.

September
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Submit Claim for 
Reimbursement

Submit September Claim for 
Reimbursement

Claiming deadlines for ALL programs:

• August: October 30

• September: November 29
September



We have training for that!

Recommended training: Step by Step 
Instruction: How to Submit a Claim in 
CNPWeb

This training will walk the user through how 
to log into the system and submit a claim in 
CNPWeb.

https://www.azed.gov/hns/nslp/training
under the “How-To Guides” accordion.
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Submit Claim for 
Reimbursement

https://www.azed.gov/hns/nslp/training


Timeline:

You operated NSLP/SBP at the beginning of the 
school year.

August: USDA released waivers to extend SFSP 
through December 2020.

September: You began operating SFSP.

September: USDA released SP 25-2020, allowing 
retroactive claiming under SFSP.

PY20 for SFSP = July–September

PY21 for SFSP = October–December 

https://www.azed.gov/hns/covid19 under the 
“COVID-19 Communications Webinars” accordion. 13

July–September  
Claiming Guidance 

https://www.azed.gov/hns/covid19


Additional resources:

https://www.azed.gov/hns/covid19 under 
the “Application and Claiming for 
SFSP/SSO through December 31, 2020” 
accordion:

• Applications and Claiming FAQ

• SFA Application Reference Sheet

14

Applications and 
Claiming Guidance

https://www.azed.gov/hns/covid19


Ensure you have submitted waiver 
requests for any waivers you wish to 
opt into for PY21 (NSLP) or through 
December 2020 (SFSP)

Waiver opt-in forms are located on the 
COVID-19: Guidance to Child Nutrition 
Operators webpage under the “Waivers” 
accordion.

Not sure if you have submitted a waiver or if it 
has been approved? The Program Operator 
Waiver Opt-Ins/Approvals document is 
published weekly with all waivers that have 
been submitted and the approval status. 15

Waivers



Count meals at the point of 
service

SFSP/SSO: ADE recommends using the 
SFSP Daily Meal Count Form.

When serving multiple meals and/or 
multiple days’ worth of meals, it is 
imperative that separate meal counting 
records are kept for each meal service.
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Meal Counts



Count meals at the point of 
service

NSLP/SBP: Utilize any method that obtains 
an accurate count of the total number of 
free/reduced/paid meals served.

When serving multiple meals and/or 
multiple days’ worth of meals, it is 
imperative that separate meal counting 
records are kept for each meal service.
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Meal Counts



We have training for that!

Recommended training: Recorded Webinar: 
Meal Counting Do’s and Don’ts

This webinar reviews common meal 
counting errors and recommended best 
practices, including SFSP and serving 
multiple days’ worth of meals.

https://www.azed.gov/hns/nslp/training
under the “Program Year 2021 Live 
Webinars” accordion.
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Meal Counts

https://www.azed.gov/hns/nslp/training


Complete production records

Production records are proof that 
reimbursable meals were planned and 
served. All items on the menu must be on 
the production record.

Record what is planned, served, used and 
left over. 

Need a template? Be sure to visit the ADE 
website: Program Forms.
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Production Records



We have training for that!

Recommended training: Production Record 
Overview

This webinar reviews the parts of a 
production record and how to accurately 
fill them out.

https://www.azed.gov/hns/nslp/training
under the “Recorded Webinars” accordion.
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Production Records

https://www.azed.gov/hns/nslp/training


USDA Foods in 
Schools

21

Reminders:

• If you process raw/bulk USDA Foods, 
ensure pound usage is at 25% 

• Ensure USDA Foods shipments are 
scheduled at least 1 week prior to “Must 
Ship By Date”

• If you have a fall break, schedule 
shipments for before or after the break



USDA Foods in 
Schools

22

If ordering DoD Fresh Produce:

• Ensure usage of entitlement is at 25%

• Place $150 minimum orders per site in 
FFAVORS

• Ensure 2 week notice for special orders, 
including pre-packaged and pre-sliced

• Receipt order within 7 days of delivery 
before placing next order



Annual Financial 
Report (AFR)
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Due dates for the AFR:

October 1: Private schools, BIA Schools, 
RCCIs (submit via the CNP Annual Financial 
Report Application in Common Logon)

October 15: Public districts or charter 
schools (submit via the School Finance 
Budget Application—forms on the ADE 
School Finance webpage)

https://www.azed.gov/finance/lea-budget-resources
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Verification activities began on 
October 1

USDA has not yet released guidance on 
Verification for PY21. 

What we do know:

If you are operating SFSP/SSO, do not 
conduct any Verification activities until 
guidance is released from USDA.

If you are operating NSLP, there is 
currently no waiver for Verification; 
therefore, you will be required to conduct
and report Verification as required.

Verification



October 2020

Stay on Track 
with NSLP
Tasks specific to NSLP operations
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Verification Best Practices 
Calendar

ADE has released the Verification Best 
Practices Calendar for SY 20-21. This 
calendar walks you through each step of 
the Verification process and all necessary 
resources are linked.

Verification

https://www.azed.gov/sites/default/files/2017/08/Verification%20Best%20Practice%20Calendar%20SY20-21.pdf
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Phase 1: Prepare

Ensure you have counted all free and 
reduced-price applications on file as of 
October 1st. The Student Eligibility Checklist
and the Verification Counting Cheat Sheet
can help you accurately count the 
applications that are subject to Verification.

Verification

https://www.azed.gov/sites/default/files/2017/06/StudentEligibilityChecklist.pdf
https://www.azed.gov/sites/default/files/2017/06/VerificationCountingCheatSheet.pdf
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Phase 2: Calculate and Select

Review the Verification Non-Response 
Rate Report to determine if you are eligible 
for an alternative sampling method. 

Once you have determined your sampling 
method, log into ADEConnect and go to 
CNP Verification Reporting to open the 
Verification Sample Size Calculator. (If you 
do not have permissions to this application, 
contact your Entity Administrator to grant 
access.)

Randomly select the correct number of 
applications determined by the calculator.

Verification

https://cms.azed.gov/home/GetDocumentFile?id=59aefae63217e111c889c15e
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Phase 3: Verify

Print a Verification Tracking Form for each 
application selected for Verification.

Conduct a Confirmation Review to ensure 
the original eligibility determination is 
correct.

Run Direct Verification only on the 
applications selected for Verification.

If household is not verified in Direct 
Verification, send a letter to the household 
to notify them their application is being 
verified.

Verification

https://www.azed.gov/sites/default/files/2017/05/VerificationTrackingForm.pdf
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Phase 3: Verify

Mark your calendar to collect the October 
31st data on November 2nd! Count the 
number of students on file. You will need 
these numbers for your Verification 
Summary Report, due February 1st.

Application count: October 1st

Student count: October 31st (November 2nd

for PY21)

Verification



Complete daily edit checks

It is best to complete these checks daily so 
you can identify any potential errors in your 
counting and claiming processes.

Be sure your daily edit check uses the 
correct attendance factor that is listed at 
the bottom of the site claims in CNPWeb. 
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Daily Edit Checks

If you do not have 
your own template, 
use ADE’s Daily Edit 

Check Worksheet 
on the Program 

Forms webpage!



We have training for that!

Recommended training: Step by Step 
Instruction: How to Complete Daily Edit 
Checks

This training reviews the counting and 
claiming process and provides instructions 
on completing the Daily Edit Check 
Worksheet and the Simplified Daily Edit 
Check Worksheet (for sites operating a 
Special Provision Option).

https://www.azed.gov/hns/nslp/training
under the “How-To Guides” accordion.
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Daily Edit Checks

https://www.azed.gov/hns/nslp/training


October 2020

Beyond the 
Regulations
The show must go on.
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National School 
Lunch Week

October 12 – October 16

It’s not too late to plan celebrations for 
National School Lunch Week! 2020 theme is 
“Now Playing: School Lunch!” Put a spotlight 
on hit menu items that kids love!

Goals for NSLW:

• Promote healthy menus and increase 
participation

• Raise awareness in the school community 
about the importance of school meals and the 
role of school nutrition professionals

• Use social media and traditional marketing to 
reach your customers
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National School 
Lunch Week

October 12 – October 16

The School Nutrition Association (SNA)
website has many resources to help you 
celebrate NSLW.

• Artwork and logos

• NSLW 2020 Toolkit

• Activity Sheets

• Images for Facebook and Instagram

Send photos of your celebrations to 
ADESchoolNutrition@azed.gov! 

35

https://schoolnutrition.org/meetings/events/nslw/2020/
mailto:ADESchoolNutrition@azed.gov


National Farm to 
School Month

October is National Farm to School 
Month!

Celebrate the connections happening across 
the state and country between children and 
local food.

• Register for the 2020 Farm Fresh 
Challenge

• This year, the challenge has been 
expanded beyond the month of 
October to give SFAs more time to 
participate!

• Use the toolkit and webinars to help with 
planning your events 36

https://www.surveymonkey.com/r/WYR2T63


upLIFT is now Stay upLIFTed!

Stay upLIFTed was created for you, the school 
nutrition professional, to provide you with a 
source of inspiration for keeping your nutrition 
initiatives in mind as you operate your 
programs this year. 

On our upLIFT webpage you can find all 
upLIFT materials, including ideas and 
resources from other Arizona school nutrition 
professionals in an effort to help you to Stay 
upLIFTed!
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upLIFT

https://www.azed.gov/hns/nslp/uplift


New! upLIFT Flickr Photostream

Health and Nutrition Services has created a 
Flickr account! This website allows us to share 
photos from schools across the state to 
showcase upLIFTing success stories, 
motivational moments, and inspiring meal 
solutions. 

Explore our page to find photos of other Child 
Nutrition Programs in Arizona and help spark 
new ideas for your own operations!

Send potential photos for the photostream to 
your School Nutrition Programs Specialist or 
email us at ADESchoolNutrition@azed.gov!
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upLIFT

mailto:ADESchoolNutrition@azed.gov


October & November 2020

Events!
Training Opportunities
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Farm Fresh 
Challenge to 

NSLP

Description:
This webinar is part of a monthly series 
designed to help operators plan and conduct 
a successful Farm Fresh Challenge event. This 
year, the challenge will be offered October-
April to ensure all SFAs have an opportunity to 
join the challenge.
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October 7 November Prep Webinar 3:00pm-3:30pm

November 4 December Prep Webinar 3:00pm-3:30pm



upLIFT 
Webinar Series

Description:
Our monthly Stay upLIFTed webinars feature 
an Arizona school nutrition director who will 
speak about their nutrition initiatives, current 
food service model, menu ideas, and tips and 
tricks to implement their initiatives in schools. 
These webinars are intended to provide you 
with real, applicable and helpful information 
that you can use to operate the best school 
food service program possible at your sites 
this year.
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October 20
Stories from the Field: 
Osborn School District

1:30pm-2:00pm

November 17 Stories from the Field: TBD 1:30pm-2:00pm



School Garden 
Webinar Series

Description:
This new webinar series is designed to help 
educators and wellness coordinators learn to 
create and sustain school garden programs. 
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October 21
Sustainable Funding 
Streams for School 
Gardens

3:30pm-4:30pm

November 18
Success Stories: Joseph 
City USD

3:30pm-4:30pm



Webinar:
USDA Foods 

myFOODS New 
User Training

Description:
This training covers all aspects of myFOODS, 
the ADE order management system. Trainers 
will provide an overview of the USDA Foods 
Program and all functions of the myFOODS
ordering system. After completion of this 
training, eligible participants will be provided 
access to the myFOODS ordering system.
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October 15 Live Webinar 1:30pm-3:30pm

November 12 Live Webinar 1:30pm-3:30pm



Webinar:
USDA Foods 

myFOODS
Refresh User 

Training

Description:
This training covers all aspects of myFOODS, 
the ADE order management system. Trainers 
will provide an overview of the USDA Foods 
Program and all functions of the myFOODS
ordering system. After completion of this 
training, eligible participants will be provided 
access to the myFOODS ordering system.
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October 22 Live Webinar 1:30pm-2:30pm



School Nutrition 
Programs 
COVID-19 

Communications 

Description:
ADE will plan to host webinars related to new 
or updated COVID-19 guidance or training 
needs identified by the School Nutrition 
Programs Advisory Council. Stay tuned to our 
COVID-19 Communications e-blasts and 
webpage for training announcements! 
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Regular
NSLP/SBP

NSLP/SBP 
with SPO SFSP/SSO

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• AFR

• Verification

• Daily edit checks

• USDA Foods

• Beyond the 
regulations

• Training

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• AFR

• Verification Report

• Daily edit checks

• USDA Foods

• Beyond the 
regulations

• Training

• CNPWeb applications

• Claims

• Waivers

• Recordkeeping and 
reports

• AFR

• USDA Foods

• Beyond the 
regulations

• Training
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Thank you!
The next Staying on Track Webinar is 
November 3rd!

Please type any questions you have into the 
chat box.

If you are attending the live webinar, you will 
receive a link to complete the survey in EMS. 
After completing the survey you can print a 
certificate of completion.

If you are watching the recorded webinar, you 
can access the survey link and certificate of 
completion at the end of the webinar slides.



Congratulations!

You have completed the Recorded Webinar: 
Staying on Track October 2020. 

To request a certificate, please go to the next slide. 

In order to count this training toward your Professional 
Standards training hours, the training content must align with 
your job duties.

Information to include when documenting this training for 
Professional Standards:
• Training Title: Recorded Webinar: Staying on Track October 

2020
• Learning Codes: 2310, 3310
• Key Area: 3000-Administration
• Length: 0.5 hour

Please Note: Attendees must document the amount of training 
hours indicated regardless of the amount of time it takes to 
complete it.
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Congratulations!

Requesting a training certificate

Please click on the link below to complete a brief survey 
about this webinar. Once the survey is complete, you will be 
able to print your certificate of completion from Survey 
Monkey. *This will not appear in your Event Management System 
(EMS) Account.

https://www.surveymonkey.com/r/RecordedWebinarOnlineSurvey

The information below is for your reference when 
completing the survey:

• Training Title: Recorded Webinar: Staying on Track October 2020
• Professional Standards Learning Codes: 2310, 3310
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https://www.surveymonkey.com/r/RecordedWebinarOnlineSurvey

