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POLICY

UCAN Head Start (HS) will monitor required tasks and responsibilities to ensure that they are completed within timelines and according to guidelines provided in Head Start Performance Standards, other federal and state regulations, and UCAN Head Start policies and procedures.
PROCEDURE
· The Nutrition Specialist (NS) performs the following monitoring duties:

· All classrooms will be observed for one hour during the school calendar year. A USDA Site Monitoring form will be completed at this time. Monitoring of the USDA Child and Adult Care Food Program (CACFP) files is the responsibility of the NS in partnership with the health team.  Responsible for the submission of USDA CACFP monthly claim and its accuracy.  USDA claim reports are submitted to UCAN Fiscal Officer, UCAN Administrative Assistant and Administrative Assistant Supervisor for monthly Governing Board and PC review

· The NS will develop and provide training to staff and parents. Health Services Manager may request additional trainings related to Nutrition as needed. 

· NS will audit attendance reports monthly, choosing 2 classrooms randomly.  The attendance and meal counts will be reviewed for USDA compliance and reported on Managers Report form to be turned in to the Health Services Program Manager monthly.

· NS will monitor monthly vendor invoices, provide menu consultation to vendors that include recommendations to cycle menus.
· NS will monitor Daily Vendor Receipts and Working Menus for compliance with CACFP Meal Pattern Requirements and Head Start Performance Standards. 

· Nutrition Specialist will reconcile DVR’s with vendor invoice to insure that vendor claimed meals are consistent with DVR’s, HS and vendor contract and any ad hoc special agreements made during the month.  NS will reconcile monthly vendor invoices using the “Vended Meal Template” to assure accuracy and completeness.

· NS is responsible for monitoring all children “at risk” for nutritional issues. Develop nutritional care plans for those children that are identified that also include parent involvement.  Nutritional consultation may be provided in the home or at a Head Start Center at the convenience of the parent.

· NS will collaborate with other specialists when staffing an “at risk” child or family, using a multidisciplinary wrap-around approach.  NS is responsible for attending monthly child staffing with Child Development and Family Services staff if child is identified as “at risk” and on an “as needed basis” for suspected nutritional issues for all children.
· NS will respond to “Health Related Support Requests” that include areas of expertise.

References:

· See “Vended Meal Service” P&P for additional information.

This policy complies with Head Start Performance Standards 1304.51 (h) (2) pg.186 and 1304.51 (i) (2) pg. 188 § 1304.51 Management systems and procedures.

