
[image: image1.jpg]UNITED
COMMUNITY
ACTION
NETWORK

AN

Serving Douglas & Josephine Counties
Helping People. Changing Lives.





POLICY – PROCEDURE

	SUBJECT:                                             

VENDED MEAL SERVICE
	WRITTEN BY/(HS) COMPONENT:  Health
	EFFECTIVE DATE:



	PROGRAM APPROVAL:  

	

	APPLIES TO:  


	PREVIOUS REVISION DATE: 7/10/08, 6-20-11, 4-1-12
	NUMBER OF PAGES:

2

	
	APPROVED BY HS POLICY COUNCIL: 8/9/05, 10/28/08
	APPROVED BY UCAN BOARD: 11/12/08


POLICY

Food Deliveries are checked by staff before they are accepted at all sites.

There will be weekly reconciliation of Daily Vendor Receipts [DVR’s] and vendor invoice(s).

PROCEDURE
Monthly Menu Approval:

· Head Start Nutrition Specialist (NS), in consultation with the vendor, will review menus in advance to determine if they meet HS Performance Standards and USDA guidelines.  Menus are to be emailed to the Head Start NS by the 10th of each month prior to use.  All CN labels, recipes, MPAS will be sent to the NS by the vender before use in the menu cycle, or meals will not be claimed and vender will not be paid for those meals. Head Start will have 7 days to recommend changes to meal pattern for HS/USDA compliance.

Documentation of Meal Delivery:

· Delivered items are checked against the “Daily Vendor Receipts” (DVR) sent with each meal. DVR must accompany every meal and be signed by the vended kitchen representative. Designated personnel will take temperature of the meal when it arrives.  If temp. is below 140 degrees Fahrenheit the food will be reheated to 165 degrees and then held at 140 degrees until served.  Documentation of temperature is to be noted on the DVR and the staff who documents the temperature is also who signs the DVR for that day.

· If all items on the menu and on the daily vendor receipts are accounted for, education staff sign and date the receipt at the bottom. If items are unaccounted for, the substitution is noted on the monthly menu and on the daily vendor receipt before it is signed and dated.
· Vended kitchens note all food substitutions for children with food allergies on the DVR. 

· Staff will notify supervisor immediately, if a meal component is missing and not substituted. Food that is spoiled or unwholesome will be returned to the vended kitchen and your supervisor will be notified immediately. If the DVR does not accompany the meal, the Education Staff will notify the Head Start Health Team who will contact the vended kitchen representative and their supervisor immediately to receive a copy of the DVR.

· All daily vendor receipts are to be sent in to Child Development Services Supervisor (CDSS) at the end of each week. CDSS will check DVR to ensure all documentation is accounted for.  If any DVR are missing the Supervisor will investigate and inform the Head Start Health Team of missing dates.  Head Start Health Team member will notify vended site for copy of DVR.

· Health Services Assistant will review all DVR’s for accurate temps, dates, signatures and that the Dirty menu matches the DVR for the meal.
· Nutrition Specialist will review working menus and for substitutions that would affect nutritional adequacy, CACFP meal pattern and portion requirements prior to claiming meals for reimbursement.

Reconciliation of DVR’s:
· Classroom Supervisors will send weekly DVR’s to Health Services Assistant.  
· Health Services Assistant (HSA) will check all DVR’s against the working menu and check for signatures, dates, temps. If any information is missing HSA will contact site supervisor or vended kitchen to collect missing info.
· Nutrition Specialist will reconcile DVR and working menu to ensure that meals that do not meet meal pattern requirements and minimum portions requirements are not included in the claim for reimbursement.  Nutrition Specialist will retain copies of DVR’s in USDA file.

· Nutrition Specialist will notify the Child Development Supervisor of any missing documentation.  Nutrition Specialist will confer with supervisor of the site and the vended kitchen to resolve any issues.

· If any meal is non-reimbursable the NS will notify the HSPM who will contact the Vended kitchen supervisor for an adjusted billing to reflect the change.

· Health Services Program Manager will review one classroom DVR and menus from each vended kitchen monthly before claim is uploaded, changing classrooms reviewed monthly. 
References:

· See “Ongoing Monitoring/Nutrition Specialist” P&P for additional information.

This policy complies with Head Start Performance Standard 45 CFR 1304.23 (b) (1)-(v)-(vi) page 105 USDA Child and Adult Care Food Program Child Care Center Manual Chapter 19Pages19.2-19.6 § 1304.23 Child nutrition.

