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School Food Service Mission Statement

The School Food Service (SFS) Department serves healthy, nutritious, appetizing, 
and affordable meals to Calcasieu Parish students. The administration believes 
good nutrition is the key to learning and every child has the right to a nutritious 
breakfast, lunch, and other qualifying Child Nutrition Programs (CNP) at the 
lowest possible price.

The School Food Service Department helps develop/provide the necessary 
knowledge, skills and expertise to administer, manage and deliver healthy school 
meal programs by increasing the availability of recourses and opportunities to 
enable all staff members to meet the new Federal professional standards. 

Our goals include but are not limited to:

1.) Increase Participation
2.) Improve Food Quality
3.) Building Relationships
4.) Foster Creativity
5.) Improve Nutrition Knowledge

Mission Statement
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Employee Acknowledgement of
Understanding Employee Handbook

I hereby acknowledge that I have been informed and made aware of the School 
Food Service Employee Operations Handbook, Calcasieu Parish School Board 
Policies. I agree to read the handbook and abide by the standards, policies and 
procedures defined or referenced in the document.
The information in the handbook is subject to change, I understand that changes 
in the district policies may supersede, modify, or eliminate the information 
summarized in the handbook.  As the district provides updated policy 
information, I accept responsibility for reading and abiding by the changes.
I understand that no modifications to contractual relationships or alterations of 
atwill relationships are intended by this handbook.
I understand that I have an obligation to inform my supervisor or department 
head of any changes in personal information, such as phone number, address, etc. 
I also accept responsibility for contacting my supervisor of the Personnel 
Department if I have any questions, concerns, or need further explanation.

Employee’s Signature __________________________

Date ___________________

Employee Acknowledgement of Understanding Employee 
Handbook
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In accordance with Federal law and U.S. Department of Agriculture (USDA) civil 
rights regulations and policies, this institution is prohibited from discriminating on 
the basis of race, color, national origin, sex, age, disability, and reprisal or 
retaliation for prior civil rights activity. (Not all prohibited bases apply to all 
programs.) 

Persons with disabilities who require alternative means of communication for 
program information (e.g., Braille, large print, audiotape, American Sign 
Language, etc.) should contact the responsible State or local Agency that 
administers the program or USDA’s TARGET Center at (202) 7202600 (voice and 
TTY) or contact USDA through the Federal Relay Service at (800) 8778339. 
Additionally, program information is available in languages other than English. 

To file a complaint alleging discrimination, complete the USDA Program 
Discrimination Complaint Form, AD3027, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office or 
write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 
6329992. Submit your completed form or letter to USDA by: 

Mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil 
Rights 1400 Independence Avenue, SW Washington, D.C. 202509410

Fax: (202) 6907442; or email: program.intake@usda.gov. 

This institution is an equal opportunity provider.

USDA Equal Employment Opportunity Nondiscrimination 
Statement
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Absenteeism and Tardiness
All employees of the School Food Service Department are required to work as 
scheduled and on time, and leave work when their scheduled workday is 
complete. Employees are also personally responsible for reporting their absence 
to their immediate Supervisor or Payroll Clerk.  
In addition, employees are responsible for notifying AESOP of absence.  AESOP 
is the phone in system used for recording absentees as well as to find substitutes 
to work in positions.

Managers are working 8 hours per day.
(6 am to 2:30 pm with ½ hour for lunch)

Technicians are working 7 hours per day.
(6 am to 1:30 pm with ½ hour for lunch) or
(6:30 am to 2 pm with ½ hour for lunch)

Notification
Each employee shall be at the base site and ready to start the day at 6:00 am or at 
6:30 am unless (1) the supervisor has given prior approval for the employee’s late 
arrival, or (2) for reasons beyond his/her control, the employee is unable to be at 
work on time.  Four hour work day employee schedules are created by managers 
based on need.

If for any reason you think you may be late for work, contact your supervisor, in 
advance whenever possible, but no later than your regular starting time, so that 
arrangements can be made to cover your workload, area, or station until you 
arrive.   If you must leave early for an unavoidable reason, notify your 
supervisor/secretary as far in advance as possible.

Failure to follow the established procedure for notifications after 15 minutes from 
start time is grounds for disciplinary action.
Employees should remember that even if you properly notify your supervisor, this 

Absenteeism and Tardiness
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action alone will not automatically excuse tardiness.  Being habitually tardy for 
work or leaving work early will be considered cause for disciplinary action 
including if warranted, recommendation for termination.

Missing 5 or More Consecutive Days
An employee who has been absent more than 5 or more consecutive working 
days due to illness are required, upon returning to work, to present an excuse 
from a licensed physician indicating the nature of the illness is required, upon 
returning to work, to present an excuse from a licensed physician indicating the 
nature of the illness.  
Employee must enter all days absent into AESOP system, so the system can find a 
substitute. Employees absent due to a workrelated injury must present excuse 
from treating physician and be approved by Risk Management to resume his/her 
regular duties.

Extended Sick Leave
Physicians must sign “Request for Extended Sick Leave Form” to be granted sick 
leave. Before an employee can use extended sick leave, all regular sick leave and 
vacation time must be exhausted. A minimum of 10 consecutive days absence is 
required to use extended sick leave now and the illness must be a medical 
necessity. The definition of medical necessity is listed on the “Request for 
Extended Sick Leave Form”.



DistrictIssued Uniforms 
All School Food Service employees will be issued uniforms. These employees shall 
be required to wear the uniform while on duty.  Employees are prohibited from 
wearing districtissued uniforms when off duty except for commuting to and from 
work. Uniforms shall include work shirt, name identification, hairnets, and/or any 
other protective item sponsored by the district. If employee fails to return 
Districtissued uniforms and safety equipment within 14 calendar days after 
resignation or termination of employment with CPSB, employee may be subject 
to pay for the items at a cost equal to the fair market value and will be deducted 
from their final payroll check. Uniforms cannot be altered. 

District-Issued Uniforms
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Employment Policies

Applications for Employment
Anyone seeking employment in the School Food Service Department with the 
Calcasieu Parish School Board can obtain an application online at www.cpsb.org
under the personnel tab. 

Injury
If an employee is injured on the job he/she must notify the supervisor 
immediately (the day of accident) and assist in completing the necessary Risk 
Management forms.  The school principal should also be notified.

Employment Policies
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Pay Scale
The current CPSB Pay scale information can be found at www.cpsb.org under 
Departments, then under Personnel.  

Time Sheets
All hourly employees must sign in and out every day or clock in and out if 
applicable. Employees should not check in and out for other employees, as this 
would be considered Payroll Fraud.

Overtime Work
Overtime cannot be worked/claimed by any SFS Employee without prior 
permission from Superintendent or Assistant Superintendent.  Overtime is paid at 
the rate of time and onehalf of the employees’ regular rates of time worked over 
forty hours in a work week. Holidays will be considered regular rate unless it 
exceeds forty hours. 

Pay Scale
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AESOP Procedures for SFS Payroll

All SFS employees must follow these guidelines:

All SFS employees are to call AESOP when sick or know dates of when they will be out. •
Call in as soon as you know you will be out.   

If you call in absence before 5 pm, AESOP automatically starts calling in subs for that 
position starting at 5 pm till 9:30 pm the day before and starts back calling at 4:45 am.

○

If you call absence in at 5 am, AESOP starts calling at 5 am and stops calling at 9 am. ○
If you call absence in at 7 am, you need to call school secretary as it is too late for AESOP to 
call sub in.  School Secretary can have AESOP call for substitute up to 9 am.

○

•

All Hired and nonhired employees
A 4hour employee has 115 minute break and NO 30 minute lunch break.

A 7hour employee has 215 minute breaks per day and a 30 minute unpaid lunch period.

Managers are 8hour employees per day; however, if manager is absent for full day, a 7hour substitute 
will attempted to be called by AESOP.

AESOPS and SFS employees
Please go to www.cpsg.org website and in bottom left cornerclick on link “Substitute /Employee 
Attendance”.

1.

The phone number to call and report an absence is 18009423767.  Simply follow the voice 
menu to enter and manage your absentees.

2.

Payroll for Substitute Employees
Substitutes for school lunch are now paid in hours, not days, with the exception of lunchroom 

managers. Therefore if a 4 hour worker misses a day, their sub can be paid up to 4 hours. If a 7 hour 
worker misses a day, their sub can be paid up to 7 hours.

Managers are still paid by the day, so a substitute manager will be paid in ½ day increments.

Sick Days with regards to Payroll
Sick leave for SFS 

Technician Employees/Substitutes absences should be reported in hours. •
Managers absent for a ½ day should be at work at least 4 hours.•

SignIn Sheets are still required and all employees EVERYDAY should be signing in at start time and 
signing out when leaving. 

A copy of the monthly signin sheets must be given to school payroll clerk so adequate pay can •

AESOP Procedures for SFS Payroll
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be paid for the amount of time worked by all.
Please provide a copy of this document to school payroll clerk.•

All future questions regarding AESOPS and substitute’s pay should be referred to Wayne Richard and/or 
your school’s payroll clerk.      



Transfer Policy
Thursday, June 21, 2018 10:22 AM



Use of Cell Phone or Similar Devices 

General Use at Work
While at work, all employees are expected to exercise the same discretion in 
using personal cell as the use with office phones. Employees should restrict 
personal calls during work time and should use personal cell phones only during 
scheduled lunch periods in nonworking areas. Other personal calls should be 
made during nonwork time whenever possible, and employees should ensure 
that their friends and family members are instructed of this policy.

Unsafe Work Situations
The School Food Service Department prohibits the use of cell phone or similar 
devices at any work site at which the operation of such device would be a 
distraction to user and/or could create and unsafe work environment. 

Use while Driving
The School Food Service Department prohibits employee use of cell phones or 
similar devices while driving a district vehicle. This prohibition includes receiving 
or placing calls, text messages, or any other purpose.  Employees may not use cell 
phones or similar devices to receive or place calls, text message, surf the Internet, 
check phone messages, or receive or respond to email while driving if they are in 
any way performing activities related to their employment. Employees must stop 
their vehicle in safe location in order to use cell phones or similar devices.

Use of Cell Phone or Similar Devices 
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Fraud and Theft Statement
"Whoever embezzles, willfully misapplies, steals or obtains by fraud any funds, 
assets or property provided under the National School Lunch Program and/or 
School Breakfast Program whether received directly or indirectly, shall if such 
funds, assets or property are of value of $100 or more, be fined not more than 
$10,000 or imprisoned not more than 5 years or both; or if such funds, assets or 
property are of value of less than $100, be fined not more than $1,000 or 
imprisoned not more than one year or both. Whoever receives, conceals or 
retains to his use or gain, funds, assets or property provided under the National 
School Lunch Program and School Breakfast Program, whether received directly 
or indirectly, knowing such funds, assets or property have been embezzled, 
willfully misapplied, stolen or obtained by fraud, shall be subject to the same 
penalties.’ (7CFR245.12, Jan. 1, 1999)

Fraud and Theft Statement
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Manager Certification State Approved
The Louisiana Department of Education implemented Manager Certification for 
many years and then the state certified manager training was abolished in 2010.  
The state agency along with Pennington and Louisiana School Nutrition 
Association has revised and began implementation of “State” certified Manager 
Training.
During the lapse of time, districts either created their own training or did nothing.  
Calcasieu Parish trained and tested Phase I, II and III and if passed student was 
“district” certified.  An incentive of $3,000. Per year (currently) will be added to 
managers pay who are “state” certified.  A manager must be “state” certified 
rather than “district” certified to qualify for the pay incentive.  State certified 
occurs when training is received and a passing score is achieved on the test.
Until there is agency guidelines set forth after reestablishing training and testing, 
the following applies:

An acting manager has three (3) years to successfully train and pass units the 
state requires for state manager certification.

○

If an acting manager does not pass within three years (3), then acting 
manager has to start back with first phase.

○

Should a “state” certified manager wish to replace a noncertified manager 
at a school, the “state” certify manager will have priority over the non
certified manager.  (Just like teacher certification).

○

Only certified managers may be assigned to more than one site or be allowed 
to oversee/supervise a satellite or provide food to another school

○

If a hired employee has an Associate’s Degree or Bachelor’s degree, only 
Phase III will have to be successfully completed.  

○

A technician has a period of five (5) years to successfully train and pass units 
the state requires for manager certification.

○

If a technician has not successfully passed all training in five (5) years, then 
technician must start back with first phase.

○

Until all training has been revised, taught and tested, the CPSB director has 
created the following guidelines.  This has been done because the district was 
proactive and did provide Phase I, II and III training which will be referred to as 
“district training”.  A test was provided, graded and scores were provided.  

Manager Certification- State Approved
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Personal Cleanliness and Hygiene Practices
Handwashinga.

Employees shall thoroughly wash their hands and exposed portions of their arms 
with soap and warm water before starting work, before applying gloves, during 
work as often as necessary to keep them clean, and after smoking, using tobacco, 
eating, drinking, coughing, sneezing, handling raw food, using the toilet.

Fingernailsa.

Employees shall keep their fingernails clean and trimmed not to exceed the end of 
the fingertip. An employee shall not wear nail polish, long, or artificial fingernails 
when working with exposed food unless wearing intact gloves in good repair.  
Some districts/directors may forbid artificial nails in kitchens. 

Jewelryb.

Employees may not wear jewelry on their arms and hands while preparing food. 
This does not apply to a plain ring such as a wedding band.

Outer Clothingc.

Employees shall wear clean outer clothing. 

Hand Sanitizersa.

Employees may apply hand sanitizers only to hands that are cleaned.  Hand 
sanitizers shall comply with all state and federal regulations and be used in 
accordance with label directions.

Tasting, Eating and Drinkingb.

Employees shall eat and drink only in designated areas where the contamination 
of exposed food, equipment, utensils or other items needing protection cannot 
result, except an employee may drink from a closed beverage container if the 
container is handled properly to prevent contamination.  An employee may not 
use a utensil more than once to taste food that is to be sold or served. 

Personal Cleanliness and Hygiene Practices
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Using Tobaccoc.

Employees shall not use tobacco in any form while preparing or serving food. 
Employees shall use tobacco only in designated areas.  

Hair Restraintsd.

Employees shall wear hair restraints such as hats, hair coverings or nets, beard 
restraints, and clothing that covers body hair, that are designed and worn to 
effectively keep their hair from contacting exposed food, equipment, utensils and 
other items needing protection. This does not apply to employees such as counter 
staff who only serve beverages and wrapped or packaged food items if they 
present a minimal risk of contaminating exposed food, clean equipment, utensils, 
and linens, and unwrapped single service and single use articles.

Food Contaminatione.

Employees experiencing persistent sneezing, coughing or a runny nose may not 
work with exposed food, equipment, utensils or other items needing protection.

Sample Plate (a Best Practice)f.

Historically, many districts/directors may require sample plates to be refrigerated 
for at least 48 hours.  This is done in case any student claims food poisoning 
occurred that sample plate can be analyzed by public health to determine exact 
cause.  Check with your district/director to determine if this is a requirement.  
Prepackaged food such as bowl cereal and milk should not be included in the 
sample plate.



Employee Expense and Travel Mileage
SFS does pay mileage when your personal vehicle is used to transport food or 
employees when satellite meals to another location. 
If the same school is traveled in the same day, proof of reason must be provided 
for multiple trips. Reimbursement rate is 0.575 per mile. 
Accounts payable prefers all travel to be submitted by the 10th of EVERY month. 
Please follow timely regulations to receive reimbursement. 
Direct Deposit forms must be completed by everyone because this is the only 
option for payment. All employee forms can be found on the www.cpsb.org
website under forms on the left side of the home page. 

Employee Expense and Travel Mileage
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Training

Inservice training dates are paid days to work and should be spent in training or 
working at assigned location.  USDA now requires that SFS have a certain amount 
of hours of training based on the number of hours employee works.  
Summary of Training Requirements for School Food Service staff is listed below.

Inservice Training dates are listed on the CPSB school calendars for the school year.  
There is other required training that every employee must complete such as Ethics training, 
Bullying Training, etc.
Ethics training is located online at https://eap.ethics.la.gov/EthicsTraining/login.aspx

Topics include the following:
Nutrition 1000
Operations 2000
Administration 3000
Communication/Marketing 4000

Training
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Job Title: Accountant

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Accountant

Qualifications: Bachelor of Science degree in Accounting or equivalent1.
Working knowledge of Microsoft Office2.
Experience preferred3.

Reports to: School Nutrition Program Director

Job Goals: To assist in the implementation of all local, state and federal 
school food service programs. 

PERFORMANCE RESPONSIBILITIES:
Submit monthly claim to the State Child Nutrition 
Department for reimbursement

1.

Maintain accurate and confidential records2.
Manage school nutrition program budget and 
amendments

3.

Cooperate with the State Child Nutrition 
Department on accounting policies and procedures

4.

Conducts all tasks and assignments in a competent 
and honest manner

5.

Is consistently supportive of the goals established 
for CPSB and the SNP

6.

Completes purchase order changes7.
Compile and submit financial data to accounting 
and budget department

8.

Assists in SNP software security and support9.
Technical assistance liaison10.

Terms of Employment: Twelve months per year. Salary as established by the Calcasieu 
Parish School Board.

Evaluation: Performance of this job will be evaluated in accordance with 
provisions of the Board’s policy on Evaluation of Personnel. 

Signature of Evaluatee:  
_______________________________________
_______

Printed Name of Evaluatee:  
_______________________________________
___

Date:  ________________________

Signature of Evaluator:  
_______________________________________
________

Job Description: Accountant
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School Food Service Assistant Manager 

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Assistant Manager

Qualifications: A High School Diploma or Equivalency Certificate1.
At least one year as a technician or three years of related 
food service experience

2.

ServSafe or state manager training preferred3.

Reports to: School Food Service Manager

Job Goals: To serve students attractive and nutritious meals in an 
atmosphere of efficiency, cleanliness, and warmth. 

PERFORMANCE RESPONSIBILITIES (add as many items as 
required):

Assists Manager in instructing food service personnel 
in safe, proper and efficient use of all kitchen 
equipment. 

1.

Assists the Manager in checking food deliveries2.
Assists with food preparation and cleaning as assigned 
by the Manager.

3.

Assumes responsibility for storage and disposal of 
unused food.

4.

In absence of the Manager, the Assistant Manager 
assumes the duties and responsibilities of the 
Manager

5.

Assists Manager in preparing, delivering and 
managing a satellite school.  

6.

Assists Manager in preparation of reports.7.
Performs other duties as assigned by the Manager.8.

Terms of Employment: Salary and work year to be according to the current schedule 
adopted by the Calcasieu Parish School Board. 

Evaluation: Performance of this job will be evaluated in accordance with 
provisions of the Board’s policy on Evaluation of Support 
Personnel. 

Signature of Evaluatee:  
_________________________________________
_____

Printed Name of Evaluatee:  
_________________________________________
_

Date:  ________________________

Signature of Evaluator:  

Job Description: Cafeteria Assistant Manager
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_________________________________________
______



Cafeteria Manager

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition 
Program

Title: Manager

Qualifications: A High School Diploma or 
Equivalency Certificate.

1.

At least one year as a school 
nutrition technician or three years 
of related food service experience.

2.

ServSafe or state manager training 
preferred

3.

Reports to: School Principal and Field Manager
Job Goals: To supervise and perform tasks 

involved in the procurement, 
preparation, and service of menu 
cycles. 

PERFORMANCE RESPONSIBILITIES (add as many items as 
required):

Enforce Federal and State policies regarding the school 
lunch program as channeled through the central office. 

1.

Consults with the school principal in reaching decisions 
with affect pupils or the operation of the school; follows 
the administrative directives of the principal which 
govern all other employees housed in the school building. 

2.

Maintains inventories of all USDA donated foods and 
purchased food and supplies.

3.

Prepares work schedules and provides written 
instructions and procedures for all personnel. 

4.

Prepares SFS6 and SFS7 5.
Supervises food preparation, service and maintenance of 
equipment and facilities.

6.

Maintains all daily and monthly records, such as SFS7A, 
daily report, summary sheets, and time sheets. Collects 
and records money to accurately account for all meals 
and food items served.

7.

Maintains high standards of health, sanitation, and 
safety. Oversees the washing and sanitizing of dishes, 
pots, pans, and utensils. 

8.

Supervises receiving and storage of all food and supplies.9.
Participates in inservices and conducts monthly 
meetings.

10.

Performs other duties as may be required.11.

Terms of Employment: Salary and work year to be according 

Job Description: Cafeteria Manager
Thursday, June 21, 2018 9:30 AM



to the current schedule adopted by 
the Calcasieu Parish School Board. 

Evaluation: Performance of this job will be 
evaluated in accordance with 
provisions of the Board’s policy and 
Evaluation of Support Personnel. 

Signature of Evaluatee:  
______________________________________________

Printed Name of Evaluatee:  
__________________________________________

Date:  ________________________

Signature of Evaluator:  
_______________________________________________



Cafeteria Technician

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Cafeteria Technician

Qualifications: Good overall health1.
Good personal hygiene2.
Ability to withstand heat3.
Ability to stand for long periods of time4.
Ability to lift 50 pounds5.

Reports to: Cafeteria Manager
Job Goals: To prepare and serve safe, healthful, and 

flavorful meals to students. 

PERFORMANCE RESPONSIBILITIES (add as many items 
as required):

To prepare food or to assist others following 
standardized recipes and work schedules 
prepared by the manager. 

1.

To serve from the serving line during meal 
periods. 

2.

To clean kitchen floors, large equipment, dishes, 
pots, pans, utensils and tables as assigned by the 
manager.

3.

Other duties assigned by the manager pertaining 
to the preparation, storage and serving of food, 
and sanitation of kitchen and equipment. 

4.

PHYSICAL DEMANDS AND WORKING CONDITIONS:
Must be able to lift and carry twentyfive pounds 
individually or fifty pounds with assistance.

1.

Continuous standing, walking, bending, 
crouching, pushing and pulling.

2.

Must be able to handle exposure to a hot 
environment.

3.

Terms of Employment: Salary and work year to be according to the 
current schedule adopted by the Calcasieu 
Parish School Board.

Evaluation: Performance of the job will be evaluated in 
accordance with provisions of the Board’s 
policy on Evaluation of Support Personnel. 

Signature of Evaluatee:  
____________________________________________
__

Job Description: Cafeteria Technician
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Printed Name of Evaluatee:  
__________________________________________

Date:  ________________________

Signature of Evaluator:  
____________________________________________
___



Job Title: Clerk   

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Clerk

Qualifications: High school diploma or equivalent1.
Experience in typing, bookkeeping and general office 
procedures

2.

Reports to: School Nutrition Program Director

Job Goals: To maintain efficiency of the office through performance 
of duties. 

PERFORMANCE RESPONSIBILITIES:
Prepare routine correspondence1.
Process meal applications using MCS software2.
Maintain filing system3.
Handle telephone traffic4.
Preparation of reports for outstanding cafeteria balances 
and other SNP related business

5.

Mail appropriate letters for outstanding cafeteria balances, 
verification process, results of meal applications, and other 
necessary letters.  

6.

Handle incoming and outgoing mail7.
Requisition materials and supplies8.
Bookkeeping, accounting or budgetary tasks9.
Operation of office machinery and equipment10.
Constant use of Microsoft Word, Excel, and Outlook11.
Other assigned duties12.

Terms of Employment: Salary and work year to be according to the current 
schedule adopted by the Calcasieu Parish School Board.

Evaluation: Performance of this job will be evaluated in accordance 
with provisions of the Board’s policy on Evaluation of 
Support Personnel. 

Signature of Evaluatee:  
____________________________________________
__

Printed Name of Evaluatee:  
__________________________________________

Date:  ________________________

Signature of Evaluator:  
____________________________________________
___

Job Description: Central Office Clerk
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Job Title: Field Manager

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Field Manager

Qualifications: Five years experience as a cafeteria manager1.
Successfully passed State School Food Service exam 2.
Mastered MCS inventory and POS software3.
Must be able to establish and maintain positive working 
relationships with staff, school officials and employees, state and 
federal agencies. 

4.

Reports to: School Nutrition Program Director

Job Goals: To assist in the implementation of all local, state and federal school 
food service programs. To help build strong, positive working 
relationships between school level staff and the School Nutrition 
Program.

PERFORMANCE RESPONSIBILITIES:
Serve as the liaison between the School Nutrition 
Program Director and the school cafeteria 
manager and technicians. 

1.

Review and provide observations for the 
operation of all feeding programs at the school 
site.

2.

Assist in providing training and technical 
assistance for managers and technicians as 
assigned by the Director.

3.

Assist schools in the preparation of school 
cafeterias for compliance with state, federal and 
local agency audits.

4.

Assist school administration and the SNP in 
recommending recruitment, retention, 
termination, and discipline of cafeteria managers 
and technicians.

5.

Assist in developing marketing strategies for SNP6.
Assist schools in the planning and preparation of 
special event days 

7.

Conduct onsite monitoring review for each 
school assigned

8.

Evaluate and assist school managers in the daily 
reconciliation of perpetual and physical inventory

9.

Assist managers in implementation of HACCP 
guidelines and procedures

10.

Assist in establishing/implementing a school 
cafeteria emergency preparedness plan 

11.

Exhibits loyalty and maintains a positive attitude 
in the promotion of the SNP goals

12.

Any other duties assigned by the Director13.

Terms of Employment: Twelve month employee. Salary as established by the Calcasieu 
Parish School Board. 

Job Description: Field Manager
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p y
Parish School Board. 

Evaluation: Performance of this job will be evaluated in accordance with the 
Board’s policy on Evaluation of Personnel. 

Signature of Evaluatee:  
______________________________________
________

Printed Name of Evaluatee:  
______________________________________
____

Date:  ________________________

Signature of Evaluator:  
______________________________________
_________



Job Title: Head Chef

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: Head Chef

Qualifications: Degree in Culinary Arts or Equivalent1.
Three to five years of experience in food service 
establishments

2.

Supervisory experience3.
ServSafe Certification preferred4.
Exellent communication skills5.
Proficient at Microsoft Word, Excel, and Outlook6.

Reports to: School Nutrition Program Director

Job Goals: To ensure students are fed healthful and flavorful meals. 

PERFORMANCE RESPONSIBILITIES:
Place food and nonfood orders weekly, biweekly, 
and monthly

1.

Obtain food and nonfood orders from schools daily 
and arrange timely delivery

2.

Manage relationships with vendors in regards to 
deliver and food standards and resolve issues 
promptly

3.

Maintain physical and perpetual inventory monthly4.
Train cafeteria managers and technicians on basic 
culinary skills and equipment usage 

5.

Product testing6.
Assist Director in menu planning7.
Assist in developing and improving recipes to adapt 
to student preferences, needs, and USDA 
regulations

8.

Use of MCS programs (Edison and Newton) daily9.
Track food trends and incorporate them into the 
School Nutrition Program

10.

Identify areas of overproduction and develop action 
plans for waste reduction

11.

Assist in maintaining financial performance by 
maintaining appropriate inventory and ordering 

12.

Maintain appropriate records for purchasing, 
inventory, and deliveries

13.

Performs other duties that may be required14.

Terms of Employment: Twelve month employee. Salary to be according to the current 
schedule adopted by the Calcasieu Parish School Board.

Evaluation: Performance of the job will be evaluated in accordance with 
provisions of the Board’s policy on Evaluation of Support 
Personnel. 

Signature of Evaluatee:  

Job Description: Head Chef
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________________________________________
______

Printed Name of Evaluatee:  
________________________________________
__

Date:  ________________________

Signature of Evaluator:  
________________________________________
_______



Job Title: School Nutrition Program Director

Calcasieu Parish School Board
Department of Human Resources
Job Description

Department: School Nutrition Program

Title: School Nutrition Program Director

Qualifications:
Reports to: Assistant Superintendent/COO

Job Goals: To provide students with high quality, 
healthful, and flavorful meals in a clean and 
welcoming environment. 

PERFORMANCE RESPONSIBILITIES:
Conducts tasks and assignments directed by the Superintendent of 
Schools and Chief Operating Officer in an effective, efficient and 
timely manner. 

1.

Conducts all tasks and assignments in a competent and honest 
manner.

2.

Is consistently supportive of the goals established for Calcasieu 
Parish Schools by the Superintendent of Schools and/or School 
Board.

3.

Demonstrates the ability to supervise as well as to accept supervision 
and directives in a productive manner. 

4.

Conducts the following tasks on a continuous basis:5.
Assists in establishing and interpreting objectives of the program to 
students, staff, parents and the community.

a.

Informs the public of menus, services, and benefits of the School 
Nutrition Program.

b.

Assists principals and teachers in classroom instruction pertaining to 
nutrition and dietary guidelines.

c.

Assists in evaluating personnel and in establishing uniform personnel 
policies for employees, basic job descriptions, salary schedules and 
benefits.

d.

Plans and supervises the preparation and serving of meals in schoolse.
Administers personnel policies as authorized.f.
Plans inservice training programs, personnel conferences and 
regular staff meetings.

g.

Cooperates with the State Child Nutrition Program on policies and 
procedures concerning the parish.

h.

Assists in developing or administering accurate accounting 
procedures and records for proper control and management of 
money, labor, food, supplies, equipment, and other costs.

i.

Cooperates with the COO and accounting officers making certain all 
records are accurate and available. 

j.

Cooperates with principals and others to plan lunch schedules to fit 
the requirements and facilities of the schools.

k.

Develops standard recipes and portions to be used in the 
preparation and serving of food.

l.

Assists in developing specifications and standards of quality for 
purchase of foods, supplies and small equipment.

m.

Develops procedures for receiving food and supplies properly and 
arranges for proper storage and distribution. 

n.

Job Description: School Nutrition Program Director
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Exercises supervision over general upkeep of goods.o.
Establishes standards for food preparation and service with emphasis 
on creative and appetizing appeal, maximum nutritive value and 
flavor, efficient preparation and service under sanitary conditions.

p.

Cooperates in the planning of school food service facilities including 
layouts and the selection of equipment and furnishing.

q.

Inspects school cafeterias and operations to ensure the maximum 
standards of diet, cleanliness, health, and safety are being 
maintained.

r.

Coordinates work schedules of all staff.s.
Assists in the hiring and assigning all school lunch personnel.t.

Terms of Employment: Twelve months per year. Salary as 
established by the Calcasieu Parish School 
Board. 

Evaluation: Performance of this job will be evaluated in 
accordance with provisions of the Board’s 
policy on Evaluation of Personnel. 

Signature of Evaluatee:  
______________________________________________

Printed Name of Evaluatee:  
__________________________________________

Date:  ________________________

Signature of Evaluator:  
_______________________________________________



After School Snack Program

Providing snacks for Afterschool Programs is a great opportunity to help students 
practice healthy eating and help adults promote a healthy eating environment.  You will 
be able to strengthen the role of the School Food Service Department as a partner in 
education as well as health.  

All CEP schools and any school with 50% or higher percentage free/reduced 
percentages would qualify for free snacks. 

Eligibility
The Afterschool Care Programs must meet the following criteria;

The program must provide care in afterschool settings.•
The program must include education or enrichment activities in organized, 
structured and supervised environments.

•

The program must be open to all and not limited membership for reasons other 
than space or security consideration.  Extracurricular activities, such as the school 
choir, debate team, drama society, etc., can qualify to participate under the 
provision only if their basic purpose is to provide afterschool care as defined 
above.  No organized athletic programs engaged in interscholastic sports can be 
approved as afterschool care programs under this provision.

•

An exception to the “open to all” criterion may apply to afterschool care programs 
that are designed to accommodate special needs or that have other limiting 
factors.  They may include, but are not limited to, programs targeted to children 
who have learning disabilities or programs for children who are academically 
gifted.

•

Times of Operation
The Snack Program may operate on only those days when school is in session and 
cannot be operated before or during the child’s school day.

Funding
School Food Service is allowed to claim reimbursement for one snack, per child, per 
school day.  

After School Snack Program
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Area Eligible Schools•
Sites located in areas served by a school in which at least 50 percent of the 
enrolled children are certified eligible for free or reduced meals are eligible to 
receive snack reimbursement at the free rate for all children.

○

Record Keeping
School Food Service must maintain the following records for program operation;

An approved collection procedure;•
A roster or signin sheet showing the daily attendance;•
Accurate day counts by category of snacks served and completed by onsite activity 
supervisor;

•

If areaeligible, documentation that at least 30 percent of the students enrolled at 
the school site are certified eligible for free or reduced price;

•

Compliance with snack pattern meal requirements;•
Documentation of the educational or enrichment activity maintained on file in the 
SFS central office.

•

School Food Service must monitor the snack program at least twice during the first 
school year with the first review occurring within the first four weeks of operation.

•

Meal Pattern Requirements
The Afterschool Snack meal pattern is based on the nutritional needs of the children 
ages 612 years and is as follows:

Two different components from the four groups listed below must be served and taken 
by students:

Milk, fluid                                                                   8 oz.
Meat or Meat Alternate                                           1 oz.
Fruit or Vegetable or fullstrength juice                 6 oz.
Grains/Breads                                                           1 serving



These are the hearing procedures established for families regarding a 
decision/determination of an application the family has made for free or reduced 
price meals.

The hearing procedure shall provide for both the family and the school district:

A simple publicly announced method to make an oral or written request for a 
hearing;

1.

An opportunity to be assisted or represented by an attorney or other person;2.
An opportunity to examine, prior to and during the hearing, any documents 
and records presented to support the decision under appeal; 

3.

That the hearing shall be held promptly and that adequate notice is given 
time and place of the hearing.

4.

An opportunity to present oral or documentary evidence and arguments 
supporting a position without undue interference.

5.

The hearing shall be conducted by the hearing official and a decision made by 
the hearing official who did not participate in the original decision regarding 
the meal application.

6.

The decision of the hearing official shall be based on the oral and 
documentary evidence presented, a written record is kept of hearing, and 
provided to both parties in timely manner. These records will be kept for a 
period of 3 years. 

7.

Until a decision is made by the hearing official, benefits remain the same for 
students. If there is a reduced of benefits based on the hearing officials 
decision, the household will be given a 10 day notice before benefits change. 
If the decision is made to increase benefits, benefits must increase no later 
than 3 days after. 

8.

Appeals Procedure for Meal Applications
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School Food Service Rules and Regulations 
Employees shall arrive on time and shall work the hours set forth upon time 
of employment. 

1.

It shall be the responsibility of the employee to sign in and out on a daily 
basis using Time Sheets, TimeKeeper, or a Time Clock. 

2.

Employees are not permitted to wear jewelry in the kitchen.3.

Hairnets must be worn in the kitchen.4.

Employees may not chew gum in the kitchen and around food products. 5.

Employees must use safe working procedures and acceptable sanitation 
techniques when cleaning facilities. 

6.

No alcoholic beverages are permitted on school property. 7.

There shall be no smoking on school property.   8.

All problems must be reported to the manager immediately. 9.

All workers shall work within the guidelines of established safety 
procedures.

10.

An employee who has an accident and is injured on the job must report 
immediately to the manager. This employee must complete an Accident 
Report stating the injury, cause of injury, and other relevant information.

11.

School Food Service Rules and Regulations 
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Competitive Foods Regulations in Louisiana

The Louisiana Competitive Foods Regulation is STRICTER than the Federal 
regulation and takes precedence over the federal regulations.  

BESE passed a policy stating all foods sold on campus must be listed on the 
Pennington Approved Vending List.  This list is updated often and can be found at 
www.louisianafitkids.com 

Louisiana Smart Snacks must meet the following criteria to be on list or to be sold 
on school campuses. 

150 calories or less
35% of total calories from fat or less
10% of total calories from saturated fat or less
30 grams of sugars or less (not more than 35% of weight)

230 mg of sodium or less per serving

Definitions:
Competitive Food – means all food and beverages other than meals 
reimbursed under programs authorized by the Richard B. Russell National 
School Lunch Act and the Child Nutrition Act of 1966 available for sale to 
students on the school campus during the school day.

a.

School Campus – means, for the purpose of competitive food standards 
implementation, all areas of the property under the jurisdiction of the school 
that are accessible to students during the school day.

b.

School Day – means, for the purpose of competitive food standards 
implementation, the period from the midnight before, to 30 minutes after 
the end of the official school day.

c.

Competitive Foods Regulations in Louisiana
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Competitive Foods Federal Regulations
(CFR 210.11)

At a minimum, all competitive food sold to students on the school campus during 
the school day must meet the nutrition standards as stated below.  These 
standards apply to items as packaged and sold to students.  

To be allowable, a competitive food item must:
Meet all of the competitive food nutrient standards as outline in the 
following:

1.

Be a grain product that contains 50% or more whole grain by weight or have 
as the first ingredient a whole grain; or,

2.

Have as the first ingredient one of the nongrain major food groups: fruits, 
vegetables, dairy or protein foods (meat, beans, poultry, seafood, eggs, nuts, 
seeds, etc.; or

3.

Be a combination food that contains ¼ cup of fruit and/or vegetable; or4.
For the period through June 30, 2016, contain 10% of the Daily Value of a 
nutrient of public health concern based on the most recent Dietary 
Guidelines for Americans (i.e., calcium, potassium, Vitamin D, or dietary 
fiber).  This requirement will be obsolete after July 1, 2016.

5.

If water is the first ingredient, the second ingredient must be one of the food 
items listed in 2, 3, or 5 above.

6.

Exemptions to the Competitive Foods include the following:
Any entrée offered at breakfast or lunch in School Lunch Program and must 
be the same portion size or smaller. 

1.

Lunch or Breakfast side dishes offered a la carte must meet the nutritional 
standards.

2.

Sugarfree gum;3.
Fresh, frozen, or canned fruits and vegetables with no added ingredient 
except water or in case of fruit, packed in 100% fruit juice or light syrup or 
extra light syrup.

Canned vegetables that contain a small amount of sugar for processing 
purposes to maintain quality and structure of the vegetable.

a.

4.

Competitive Foods Federal Regulations
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Grain Products acceptable as a competitive food must include 50% or more whole 
grains by weight or have whole grain as first ingredient.  Grain products must 
meet all the other nutrient standards.

The total fat content of a competitive food must be not more than 35% of total 
calories from fat per item as packaged or served.  The saturated fat content of a 
competitive food must be less than 10% calories per item as packaged or served.

Exemptions to the total fat and saturated fat requirement include the following;
Seafood with no added fat is exempt to total fat requirement but subject to 
the saturated fat, trans fat, sugar, calories and sodium standards.

1.

Reduced fat cheese and part skim mozzarella cheese are exempt from the 
total fat and saturated fat standards, but subject to the trans fat, sugar, 
calorie and sodium standards.  This exemption does not apply to 
combination foods.

2.

Nuts and seeds and nut/seed butters are exempt from the total fat and 
saturated fat standards , but subject to the trans fat, sugar, calorie, and 
sodium standards. This exemption does not apply to combination products 
that contain nuts, nut butters or seeds or seed butters with other ingredients 
such as peanut butter and crackers, trail mix, chocolate covered peanuts. 

3.

Products that consist of only dried fruit with nuts and/or seeds with no 
added nutritive sweeteners or fat are exempt from the total fat, saturated fat 
and sugar standards, but subject to the trans fat, calorie and sodium 
standards.

4.

The trans fat content of a competitive food must be zero grams trans fat per 
portion as packaged or served (not more than .5 grams per portion).

The total sugar content of a competitive food must be not more than 35% of 
weight per item as packaged or served, except for the following:

Dried whole fruits or vegetables; dried whole fruit or vegetable pieces; and 
dehydrated fruits or vegetables with no added nutritive sweeteners are 
exempt from the sugar standards.  There is also an exemption from the sugar 
standard for dried fruits with nutritive sweeteners that are required for 
processing and/or palatability purposes;

i.



Products that consist of only dried fruit with nuts and/or seeds with no 
added nutritive sweeteners or fat are exempt from the total fat, saturated 
fat, and sugar standards, but subject to the calorie, trans fat, and sodium 
standards; and

ii.

Snack items and side dishes sold a la carte must have not more than 200 
calories and 230 mg sodium per item as packaged or served, including the 
calories and sodium contained in any added accompaniments such as butter, 
cream cheese, salad dressing, etc., and must meet all of the standards in this 
section. Effective July 1, 2016, these snack items and side dishes must have 
not more than 200 calories and 200 mg of sodium per item as packaged or 
served.

iii.

Entrée items sold a la carte other than those exempt from the competitive 
food nutrition standards in paragraph (c)(3)(i) of this section must have not 
more than 350 calories and 480 mg of sodium per item as packaged or 
served, including the calories and sodium contained in any added 
accompaniments such as butter, cream cheese, salad dressing, etc., and must 
meet all of the other nutrient standards in this section.

iv.

Foods and beverages available to elementary and middle schoolaged students 
must be caffeinefree, with the exception of trace amounts of naturally occurring 
caffeine substances. Foods and beverages available to high schoolaged students 
may contain caffeine. 

The use of accompaniments is limited when competitive food is sold to 
students in school. The accompaniments to a competitive food item must be 
included in the nutrient profile as part of the food item served in determining 
if an item meets all of the nutrition standards for competitive food as 
required in this section. The contribution of the accompaniments may be 
based on the average amount of the accompaniment used per item on site. 

i.

Allowable beverages for elementary schoolaged students are limited to:ii.

(i)  Plain water or plain carbonated water (no size limit);
(ii) Low fat milk, unflavored (no more than 8 fluid ounces);
(iii) Non fat milk, flavored or unflavored (no more than 8 fluid ounces);
(iv) Nutritionally equivalent milk alternatives as permitted in 210.10 and 
220.8 of this chapter (no more than 8 fluid ounces); and
(v) 100 percent fruit/vegetable juice, and 100 percent fruit and/or vegetable 
juice diluted with water (no more than 8 fluid ounces).



Allowable beverages for middle schoolaged students are limited to:
Plain water or plain carbonated water (no size limit);a.
Low fat milk, unflavored (no more than 12 fluid ounces);b.
Non fat milk, flavored or unflavored (no more than 12 fluid ounces);c.
Nutritionally equivalent milk alternatives as permitted in CFR 210.10 and 
CFR 220.8 of this chapter (no more than 12 fluid ounces); and 

d.

100 percent fruit/vegetable juice, and 100 percent fruit and/or 
vegetable juice diluted with water (with or without carbonation and 
with no added sweeteners) (no more than 12 fluid ounces).

e.

iii.

Allowable beverages for high schoolaged are limited to:
Plain water or plain carbonated water (no size limit);i.
Low fat milk, unflavored (no more than 12 fluid ounces);ii.
Non fat milk, flavored or unflavored (no more than 12 fluid ounces);iii.
Nutritionally equivalent milk alternatives as permitted in CFR 210.10 and CFR 
220.8 of this chapter (no more than 12 fluid ounces); 

iv.

100 percent fruit/vegetable juice, and 100 percent fruit and/or vegetable 
juice diluted with water (with or without carbonation and with no added 
sweeteners) (no more than 12 fluid ounces).

v.

Caloriefree, flavored water, with or without carbonation (no more than 20 
fluid ounces); 

vi.

Other beverages that are labeled to contain less than 5 calories per 8 fluid 
ounces, or less than or equal to 10 calories per 20 fluid ounces (no more than 
20 fluid ounces); and 

vii.

Other beverages that are labeled to contain no more than 40 calories per 8 
fluid ounces or 60  calories per 12 fluid ounces (no more than 12 fluid 
ounces).

viii.

Fundraisers and Competitive Foods
Competitive food and beverage items sold during the school day must meet the 
nutrition standards for competitive food as required in this section.  

Record Keeping for Foods Sold to Students 
The local educational agency is responsible for maintenance of records that 
document compliance with the nutrition standards for all competitive food 
available for sale to students in areas under its jurisdiction that are outside the 
control of the school food authority responsible for the service of reimbursable 
school meals.  At a minimum, records must include receipts, nutrition labels, 
and/or product specifications for competitive food available for sale to students.





Louisiana Guide to Smart Snacks
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Denial of Student Meals
CPSB does not want to deny any student a meal.  Please discuss this with your principal 
before you even think about denying a student meal.
School Districts must submit information regarding denial of meals to public elementary 
school children.  This information must be submitted through the Child Nutrition 
Program website.  
All students and adults can be denied the sale of extra juice/milk and/or second plate
if they do not have the cash to purchase meal.
Should a meal be denied at any school the following information must be submitted for 
every student denied a meal with that month’s Claim for Reimbursement?

Site name•
Date of Denial•
Meal type•
Child’s age•
Child’s grade•
Eligibility Status•
Notification Method•
If referred to DCFS•
Denial Reason•

Contact your field manager or director for the current LDOE correct forms that must be 
submitted to the state agency should this occur at your school.

Denial of Student Meals
Thursday, June 21, 2018 11:04 AM



In the event of an emergency between the hours of 6:00 am and 2:30pm, all calls 
should be made to the following persons: 

Harold Heath                                   3377945930
Martin BilboSupervisor               4786621                                                                            
cell2743079

What Freezer/Cooler Temperatures should be:
Freezer should be at 0 or below. If it gets to above 10 degrees on weekend, 
someone needs to be contacted. Frozen food thaws at 33 degrees.
Refrigerator safe temp is 3440 degrees.  If it gets close to 46 degrees, someone 
needs to be contacted as food will begin to spoil.

If facilities are unable to provide food due to disasters, follow the USDA Foods 
Program Disaster Manual. 

Emergencies, Equipment Failure, etc.
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Field Trips (Bag Lunches)
Student meals may not be removed from the school premises with the exception 
of planned trips. Meals served to students in connection with workstudy 
programs and on school supervised field trips may be reimbursed because they 
are consumed as part of a school function. Meals served offsite should be subject 
to sanitary and precautionary measures to avoid contamination and spoilage. 
Meals prepared in the school for intent of being taken on a schoolbased trip, 
should be maintained at appropriate, safe temperatures until time of 
consumption. The removal of any permanent service ware may not be allowed, 
therefore proper disposable flatware and containers shall be provided. 
Meal services must still honor any special diets, allergies, and other student diet 
restrictions when providing offsite meals for field trips. 
Children eligible for free and reducedprice meals who are participating on a field 
trip must receive appropriate meal benefits without being overtly identified. 
Meals purchased in fast food and other restaurants do not comply with the intent 
of the program, and their documentation and evaluation toward meeting meal 
pattern requirements would be both cumbersome and problematic.

Field Trips (Bag Lunches)
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HACCPHazard Analysis Critical Control Points 
HACCP is a management system in which food safety is addressed through the 
analysis and control of biological, chemical, and physical hazards from raw 
material production, procurement and handling, to manufacturing, distribution 
and consumption of the finished product.  See CPSB HACCP plan.

HACCPHazard Analysis Critical Control Points 
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How to Handle SFS Invoices
All invoices (including milk, equipment, etc.) must be signed by site 
manager/technician before being submitted to the central office for payment.  

Procedures for receiving items
Sign invoice if exact count is there to be received.•
If there is a variance in count, put line through the count and total invoice 
price.  Mark the total count received on the invoice.  Have driver initial 
invoice showing he agrees with the count you listed and not what is printed 
on invoice.  SIGN invoice before driver leaves and submit to central office.

•

For milk invoices that are delivered before you arrive at work, the count 
received should be exactly the count listed on invoice.  

•

If there is a variance in count, call milk man and tell him of discrepancy.  He 
can either make up shortage that day OR you adjust that day’s invoice to 
reflect the exact count received.  Put line through the count and total invoice 
price.  Mark the total count received on the invoice.  SIGN invoice and 
submit to central office.  

○

Procedures for handling submitted UNsigned invoices to Accounting 
DepartmentThe manager will receive a phone call/email/notification from 
Accounting/Budget Department stating vendor’s name, date of invoice and 
amount.

Manager will be required to go to Accounting/Budget Department to sign 
invoice so nothing gets lost in mail.

•

How to Handle SFS Invoices
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Interns and Partnerships
CPSB, SOWELA Technical College, and McNeese State University provide students 
an opportunity to work parttime in a curriculum/job area in which they will 
satisfy college degree requirements and benefit the CPSB school system by 
providing knowledge and responsibilities in the areas of need. 
Please be respectful and assist these students in any way you can.

Interns and Partnerships
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Labor Calculations
Labor is calculated from the average daily participation (ADP) for all meals served 
from the school kitchen to include breakfast, lunch, snacks, and CACFP supper 
meals.  Labor is calculated several times per year.  If participation has increased 
and your site needs additional labor, please contact your field manager or the 
director.

To calculate a sites labor, the following conversions have been currently approved: 
1 lunch = 1 lunch
2 breakfasts = 1 lunch
3 snacks = 1 lunch
A Supper Program qualifies for one 7 hr employee.

If manager is operating two or more schools, a 7 hr Assistant Manager position 
will be created due to satelliting.  

Labor Calculations
Thursday, June 21, 2018 11:49 AM



Meal Pricing Policy 
Meal prices are determined using the Paid Equality Tool and approved by the 
school board.

Full price             Teachers       Visitors & Substitutes
Breakfast $0.50                   $1.50                       $3.00

Lunch    K5 $1.35                   $3.00                       $4.00

612 $1.50     

Nonstudent Meals
Adults working with the school program, school board employees, parents, and other 
guests of the school are eligible to purchase meals from the school food service 
department. These individuals must pay in advance, or cash pay at time of purchase. All 
persons except for school food service employees, roving area managers assigned to 
multiple sites, and certain volunteer personnel shall pay for their meals. 
Adults shall be served the same meals as students, in portions not to exceed that of 
senior high school students. All foods and beverages available to adults shall be a part of 
the regular meals served to the students. 

Volunteers and/or Custodian Meals
Volunteers and/or custodians who provide food service assistance may receive a free 
meal in return for their services. 

Average Daily Participation Recommended Number of Volunteer Meals
1300 1

301500 2
501 and above 3

Meal Pricing Policy 
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Public Health Inspections and Enforcement

Inspections, Frequencya.

Inspections of food establishments or retail food stores/markets shall be 
performed by the department as often as necessary for the enforcement of 
regulations.   Public Health is required to inspect elementary schools with PreK or 
under every 3 months.  USDA requires health inspections no less than 2 times per 
year.

Inspections, Accessb.

Representatives of the state health officer, after proper identification, shall be 
permitted to enter any food establishment or retail food store/market at any time 
for the purpose of making inspections to determine compliance. 

Inspections, Recordsc.

The state health officer shall be permitted to examine the records of food 
establishments or retail food stores/markets to obtain information pertaining to 
food and supplies purchased, received, or used, or to persons employed. Such 
records shall be maintained for a period of not less than six months.

Inspections, Reportsd.

Whenever an inspection of a food establishment or retail food store/market is 
made, the findings shall be recorded on an inspection report form. A copy of the 
completed inspection report shall be furnished to the person in charge of the 
food establishment or retail food store/market at the conclusion of the 
inspection.  Reports can be directly downloaded from www.eatsafe.la.gov

Enforcement, Critical Violationse.

Critical items, such as, but not limited to a potentially hazardous food stored at 
improper temperature, poor personal hygienic practices, not sanitizing equipment 
and utensils, no water, contaminated water source, chemical contamination, 
sewage backup or improper sewage disposal, noted at the time of inspection shall 
be corrected immediately or by a time set by the state health officer.

Public Health Inspections and Enforcement
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Enforcement, Noncritical Violationsf.

Noncritical items noted at the time of inspection shall be corrected as soon as 
possible or by a time limit set by the state health officer.

Inspections/Violations/Closureg.

All food operations are subject to at least daily inspections by representatives of 
the department.

Critical violations shall be corrected as required by deadlines requested.  

Noncritical violations shall be corrected in accordance.  

Failure to make the necessary corrections or repeated violations will result in 
monetary penalties, sanctions, suspension of permit, and seizure of food and/or 
further legal action.



Pest Control Management
The CPSB has a contract with Pest Control provider for the use of pesticides and 
other chemical agents to control pest, rodents, insects at school buildings and 
other school facilities.  Ask Principal or custodial staff who the pest control vendor 
is for your school. 

Pest Control Management
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Safety
Safety in each school food service operation begins with the attitude of the 
manager.  The manager is the leader of the work team; therefore, the manager’s 
attitude strongly influences safety practices within the work situation.  Each 
manager must inform each technician that safety in all aspects of the job is a basic 
work requirement.  The manager, as well as all workers, must be able to recognize 
unsafe conditions and must be knowledgeable about safe working practices.
Safety guidelines for technicians and managers are given in the Phase I training 
units, Safe Working Practices I and Safe Working Practices II.  All employees 
should follow the guidelines given in those units.  
The manager has the specific responsibility for providing a safe work 
environment. This unit has been designed to help the manager understand this 
responsibility.

Providing a Safe Work Environment
The manager has the responsibility to provide a safe environment.  Three steps 
are necessary:
1.  Recognize unsafe conditions.
2.  Correct or report unsafe conditions.
3.  Follow through on reported unsafe conditions until they are corrected.
It is the responsibility of the manager to follow through until the hazard is 
corrected. See SFS Safety Checklist Form.

Safety
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Special Diets for Students with Disabilities
In most cases, children with disabilities can be accommodated with little extra 
expense or involvement. The nature of the child's disability, the reason the 
disability prevents the child from eating the regular school meal, and the specific 
substitutions needed must be specified in a statement signed by a licensed 
physician. Often, the substitutions can be made relatively easily. There are 
situations, however, which may require additional equipment or specific technical 
training and expertise. When these instances occur, it is important that school 
food service managers and parent(s) be involved at the outset in preparations for 
the child's entrance into the school.

All students requiring a special diet must have the LDOE Special Diet 
Prescription completed and signed by a physician.  

Student with disabilities means any person who has a physical or mental 
impairment which substantially limits one or more major life activities, has a 
record of such impairment, or is regarded as having such impairment.

Physical or mental impairment means any physiological disorder or condition, 
cosmetic disfigurement, or anatomical loss affecting one or more body system.
USDA’s Accommodating Children with Special Dietary Needs in the School 
Nutrition Programs: Guidance for School Food Service Staff should be followed.  
The guide presents information on how to handle situations that may arise and 
offers advice about such issues as funding and liability.

More information can be found at 
http://www.fns.usda.gov/sites/default/files/SpecialNeedsResource.

Special Diets for Students with Disabilities
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SFS Transport Vehicles
For all managers receiving new vans, be aware of the following:  

You will be given one set of keys.  The spare keys will be kept in 
Transportation Dept. so if they need to pick up on weekends or after hours 
you do not have to be present.

•

For new vans, keys have a computer chip in them so very expensive to make 
duplicates.  SFS will not be paying for duplicate keys.

•

GPS chip located in van can track where the van has gone/is going.  
Remember these vehicles are for SFS use only.

•

Vans should remain LOCKED at night and when not in use.•

General Maintenance of Vans
Managers, if you or your school is assigned a vehicle, you are responsible for 
general maintenance of that vehicle. 

Before inspection sticker expires, please notify the maintenance department.   •
Check for dates of Tags on License plates•
It is manager’s responsibility to notify maintenance when service is due.  
Maintenance is currently installing new software to catch all of thistime for 
oil changes, mileage checkups, etc.

•

Maintenance issues include but are not limited to:•
Oil changes1.
Windshield wipers2.
Engine lightsdenoting some mechanical problem.3.

Vehicle Accidents
If an employee has an accident in a CPSB issued vehicle, the following steps must 
be taken: 

Notify the immediate supervisor. 1.
Notify Risk Management.2.
Complete an accident report. 3.
The employee will be required to take a drug screen which will be set up by 
Risk Management. 

4.

SFS Transport Vehicles
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Water
Under “The Healthy, HungerFree Kids Act of 2010” schools are responsible for 
implementation of the requirement for making water available to children in the 
National School Lunch Program starting in August 2011.
There are a variety of ways that schools can implement this requirement.  For 
example, schools can offer water pitchers and cups on lunch tables, a water 
fountain, or a faucet that allows students to fill their own bottles or cups with 
drinking water.  Reference USDA, SP282011 and SP182011.

Boil Advisory Guidelines for SFS 
All retail food establishments should voluntarily close if they do not have 
water provided. 

•

Minimize food preparation and bare hand contact with ready to eat foods.•
Use single service utensils. •
Use bottled water from an approved source for drinking or follow boil 
advisory. 

•

Suggested handwashing instructions using two buckets of boiled or bottled 
water from an approved source:

•

Use the first bucket of clean potable water to remove soil off hands, using 
soap and water for a minimum of twenty seconds, then rinse with clean 
potable water poured over hands. 

○

Use the second bucket as hand dip containing chemical sanitizer○
Disconnect or turn valves off to water supply lines for ice machines, dip wells, 
or any other machines requiring a direct potable water connection. 

•

Dump ice bin and clean with approved sanitizer. •
Use only boiled water or bottle waster from and approved source for 
washing dishes/utensils in a three compartment sink do not use a 
mechanical dish machine. 

•

Follow the water boil advisory until notification from the Office of Public 
Health that the water is safe for human consumption. 

•

Water
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Each school is responsible for establishing a Local School Wellness Policy. 

The content of the plan should include specific goals for nutrition promotion 
and education, physical activity, and other schoolbased activities that 
promote student wellness.

1.

Standards for all foods and beverages provided, that are sold or not sold, to 
students during the school day on school campus.

2.

Are consistent with the current nutritional standards in CFR 210.11.3.
Defines who is responsible for the oversight of the implementation.4.
Provide a description of the plan for measuring the implementation of the 
school wellness policy.

5.

Public involvement and public notification is required for implementation, 
goal progress, periodic view and update for the local policy need to occur.

6.

Records are to be kept for 3 years regarding all meetings, etc.  7.

Local School Wellness Policy
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Work Orders 
SFS PROCEDURES FOR WORK ORDERS

Work orders on any equipment needing repair should be given to the principal, 
clerk or janitor.  Someone at the school location is responsible for submitting 
work orders into the maintenance software called School Dudes.  The manager 
should describe the problem in full detail about the nonfunctionality of the 
equipment.  
Once the work order is submitted to maintenance, the manager should request a 
work order number as well as the date the work order was submitted.  It is the 
manager’s responsibility to followup with submitted work orders.
Please see the Equipment Supply Form for managers to help track and follow up 
with submitted work orders.

Work Orders
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School Food Service

Area Yes No Comme
nts

Receiving AreaA.
Are floors in safe condition?  Are they free from broken tiles 
and defective floor boards?  Are they covered with non-skid 
material?

1.

Are employees instructed correctly to handle various 
containers, etc. that are received? 

2.

If garbage disposal area is adjacent to or par to the general 
receiving area, is there a system for keeping floors and/or 
dock areas clear of refuse? 

3.

Is there a proper rack for holding garbage containers?  Are 
garbage containers on dollies or wheel units to eliminate 
lifting by employees? 

4.

Are adequate tools available for opening crates, barrels, 
cartons, etc. (hammer, wire cutter, cardboard carton 
openers, and pliers)? 

5.

Are crates, cartons, and barrels away from open 
containers of food?

6.

Storage AreaB.
Are shelves adequate to bear the weight of items stored?1.

2.  Are employees instructed to store heavy items on the 
lower shelves or at cart level and lighter materials above? 

Is a safe and sturdy ladder provided for reaching high 
storage?

3.

Are cartons or other flammable materials stored at least 
two feet from light bulbs? 

4.

Are light bulbs covered with guards?5.

Are fire extinguishers properly located?6.

Area Yes No Comme
nts

POTS AND PANS AREAC.
Is approved type of non-skid supplemental flooring in safe 1.

Safety Checklist
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condition?
Are employees properly instructed in the use of correct 
amounts of detergent and/or other cleaning agents?

2.

Is adequate personal protective equipment, such as aprons 
and gloves, provided? 

3.

Is there an adequate drain board or other drying area, such 
as carts, so that employees do not have to put pots and 
pans on counters after washing them?

4.

Do drain plugs permit draining without the employee 
placing hands in hot water? 

5.

WALK-IN COOLERS & FREEZERSD.
Are floors in the units in good condition and covered with 
slip-proof material?  Are they mopped daily? 

1.

Are storage racks in safe condition (free from broken or 
bent shelves and set on solid legs)?

2.

Do blower fans have guards?  3.

Is there a by-pass device on the door to permit exit if an 
employee is locked inside?

4.

Is there an alarm bell?5.

Is adequate aisle space available?6.

Are heavy items stored on lower shelves, or at cart level, 
and lighter items on higher shelves?

7.

Safety Checklist                  School Food Service 
Area Yes No Comme

nts
Are shelves adequately spaced to prevent pinched hands?8.

9.  Is the refrigerant in the refrigerator non-toxic?  Check with 
your refrigerator representative.  

FOOD PREPARATION AREA:E.
Is electrical equipment inspected regularly by and 

electrician?
1.

Is electrical equipment properly grounded? 2.

Are electrical switches located so that they can be reached 
readily in the event of an emergency?

3.

Are the switches located so that employees do not have to 
lean on or against metal equipment when reaching for 
them?

4.

Is combustible material stored away from heating 
equipment?

5.

Are the hood and ducts free of grease accumulations?  Are 6.



the filters cleaned every week?
Are floors regularly and adequately maintained?  Are 
defective tiles replaced or cracks repaired?

7.

Are employees properly instructed to immediately pick up 
or clean up all dropped items and spills?

8.

Are employees properly instructed in the operation of 
machines?

9.

Are employees forbidden to use equipment unless 
specifically trained in its use? 

10.

Do machines have proper guards?  Check with the 
manufacturer if there are questions?

11.

12. Are guards always used by employees?
Are mixers in safe operating condition?13.

Are the mixer arms properly maintained to avoid injury 
from broken metal parts and foreign particles getting in 
food?

14.

SERVING AREAF.
Are steam tables cleaned daily and regularly maintained?  
Are gas or electrical units checked regularly by a 
competent service person?

1.

Are serving counters and tables free of broken parts and 
wooden or metal slivers or burrs?

2.

If anything breaks near the food service area, is all food 
adjacent to breakage removed from service?

3.

Are tray rails adequate and set to prevent trays from 
slipping or falling off at the end or corners? 

4.

Are floors in good condition?5.

Are serving areas mopped daily and waxed with non-skid 
wax when necessary? 

6.

Is the traffic flow set so that students do not collide while 
carrying trays or obtaining food?

7.

DINING AREAG.
Are floors maintained in good repair and safe conditions?1.

Safety Checklist                  School Food Service 
Area Yes No Comme

nts
Are pictures securely fastened to walls? 2.

Are draperies, blinds, or curtains securely fastened?3.

Are chairs free from splinter, metal burrs, broken or loose 
parts?

4.



Are floors “policed” for cleaning up spills and other 
materials?

5.

Is special attention given to the floor adjacent to the milk 
station?

6.

While students clear their trays before placing them in the 
window of the dishwashing area, are the floors kept clear of 
spills and dropped silverware?

7.

If dishes are placed on conveyor belts, are the belt edges 
guarded to protect students from injury or damage to their 
fingers or clothing?

8.

If dishes or trays are removed on portable racks or bus 
trucks, are these units in safe operating condition (all 
wheels or casters working, all shelves firm)?

9.

SOILED DISH PROCESSING AREAH.
Are floors reasonably free of excessive water and spillage?1.

Is supplemental non-skid flooring properly maintained?2.

Are all electrical units properly grounded?3.

Are switches located to permit rapid shutdown in the event 
of an emergency?

4.

Are switches readily accessible?5.

Safety Checklist                  School Food Service 
Area Yes No Comm

ents
Can employees easily reach switches without touching or 
leaning against such metal units as tables or counters?

6.

Are employees carefully instructed in the use of detergents 
to prevent skin irritations?

7.

If a dishwashing machine is used, is the take-off counter set 
to prevent fingers or hands from being caught?

8.

Are controls for dishmachine, when located in a 
passageway, recessed or guarded to prevent breakage or 
accidental starting?

9.

Are dish racks in safe condition (free from broken slats and 
smoothly finished to eliminate splintering; if metal or plastic, 
free of sharp corners that could cause cuts)?  Are these 
racks kept off the floor to prevent tripping?

10.

DON’T OVERLOOKI.
Lighting:  is it adequate in the:1.

Receiving area?a.
Storage area?b.
Pots and Pans area?c.
Walk-in coolers & freezers?d.



Food preparation area?e.
Cooking area?f.
Serving area?g.
Dining area?h.
Soiled dish processing area?i.

Doors:2.
Do they open into passageways where they could cause an 
accident?  List any such locations.  Aare fire exits clearly 
marked and the passages keep clear of equipment and 
materials?  List any violations.  
Stairways and ramps:3.
Are they adequately lighted?  Are the angles of ramps set to 
provide maximum safety?  If the construction of stairs is 
metal, wood, composition, or marbale, have abrasive 
materials been used to provide protection against slips and 
falls?
Are pieces broken out of the nosing, or front edge, of the 
steps?

4.

Ventilation: Is it adequate in the:5.
Receiving area?a.
Storage area?b.
Pots and Pans area?c.
Walk-in coolers & freezers?d.
Food preparation area?e.
Cooking area?f.
Serving area?g.
Dining area?h.
Soiled dish processing area?i.

Shoes:6.
Do employees wear closed-toe shoes to protect their feet 
against injury from articles that are dropped or pushed 
against them?
Clothing:7.
Are workers’ clothing free of parts that could be caught in 
mixers, cutters, or grinders?
Fire Safety8.
Are fire extinguishers of the proper types and properly 
labeled?
Are all fire extinguishers tagged noting annual inspection 
and maintenance?

9.

Are all fire extinguishers properly mounted, easy to see, 
and easy to access?

10.

Are all exits unobstructed and well lighted?11.

Adopted, with permission, from the National Safety Council’s Food Service Safety Checklist.
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Evaluation Forms

CALCASIEU PARISH SCHOOL BOARD
PLAN B:  PERSONNEL EVALUATION FORM

Evaluatee's Name:
Position:
School/Other:

Note:  Specific requirements from the job description may be attached as 
appropriate.

S = Satisfactory             NI = Needs Improvement          UN = Unsatisfactory

Check the appropriate space for each item below:      
S                 NI               UN

Displays appropriate overall appearance, is honest, and ethical.1.

Is punctual in arriving at duty/assignment, and is absent only as authorized.2.

Establishes and maintains good rapport with all individuals in the job 
environment.

3.

Functions harmoniously with other members of the staff, supervisors, etc.4.

Conducts assigned duties in an efficient and cooperative manner.5.

Personnel Evaluation Form
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Maintains a high degree of composure during unexpected events.6.

Uses time allotted to the assignment efficiently.   7.

Exhibits enthusiasm in working with the assignment and others.8.

Uses facilities and equipment safely, effectively, and appropriately.9.

Remains calm and mature in his/her reactions.   10.

Is able to follow directions as related to the job including all assignments.11.

Is able to perform skills as related to the job assignment.12.

Is verbally supportive of the school, department, and district policy.13.

Accepts change and responsibilities in a positive manner.14.

Is receptive to supervision and constructive criticism. 15.

Circle:  Attachments?    YES or NO
Recommended for continued employment?   YES or NO



My signature presented below as an evaluatee does not signify agreement but 
rather, the signature acknowledges the review of this document and attachments, if 
any.

Evaluatee's Signature Date

Evaluator's Signature Date



LOUISIANA DEPARTMENT OF EDUCATION
SCHOOL FOOD SERVICE SECTION

PROTOTYPE – DIET PRESCRIPTION FOR MEALS AT SCHOOL

Student's Name Age
School Grade/Classroom
Parent’s Name
Address Telephone (______)               ________________

(Street or P. O. Box)                             

City___________________________________________________________      State______________________ 

Does the student have a disability that requires a special diet?                                                Yes________ No_________  
If Yes, describe the major life activities affected by the disability.
(See back of form for further information.)

If the student is not disabled, list the medical condition that requires special nutritional or feeding needs.

Diet Prescription (Check all that apply.):

()  Diabetic                                                               ()  Increased Calorie __________#kcal
()  Food Allergy                                                       ()  Reduced Calorie ___________#kcal
()  Hypoglycemic                                                      () Texture Modification

Chopped____   Ground_______
()  PKU                                                                                              Pureed______ Liquified______
() Other_______________                                     ()Tube Feeding

Liquified Meal Formula_____
Foods Omitted and Substitutions 
(Please check food groups to be omitted. Identify specific foods to omit and list foods to be substituted. If  necessary, attach additional 
information or instructions regarding the diet or feeding.)

Food Groups to Omit                              () Meat and Meat Alternatives                 ()  Milk and Milk Products
() Bread and Cereal Products                 () Fruits and Vegetables

Specific Foods to Omit                             Specific Foods to Substitute

I certify that the above named student needs special school meals prepared as described above because of the student's disability or 
chronic medical condition.

Diet Prescription
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Office Address Office Telephone # (          )                                    

_________________________
1Licensed Physician/Recognized Medical Authority Signature                                                  Date

1Signature of Licensed Physician required if the student is disabled.



Definition of Disability

Definitions
As used in this part, the term or phrase:
(l) Student with disabilities means any person who has a physical or mental impairment which 
substantially limits one or more major life activities, has a record of such an impairment, or is regarded 
as having such an impairment.

(j) Physical or mental impairment means (1) any physiological disorder or condition, cosmetic 
disfigurement, or anatomical loss affecting one or more of the following body systems:
Neurological; musculoskeletal; special sense organs; respiratory, including speech organs; 
cardiovascular; reproductive; digestive; genitourinary; hemic and lymphatic; skin; and endocrine; 
or (2) any mental or psychological disorder, such as mental retardation, organic brain syndrome, 
emotional or mental illness, and specific learning disabilities.  The term physical or mental 
impairment includes, but is not limited to, such diseases and conditions as orthopedic, visual, 
speech, and hearing impairments; cerebral palsy; epilepsy; muscular dystrophy; multiple 
sclerosis; cancer; heart disease; diabetes; mental retardation; emotional illness; and drug 
addiction and alcoholism.
(k) Major life activities means functions such as caring for one’s self, performing manual 
tasks, walking, seeing, hearing, speaking, breathing, learning and working.
Non-Discrimination Statement: The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and 
applicants for employment on the bases of race, color,  national origin, age, disability, sex, gender identity, religion, reprisal, and 
where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of an individual’s income 
is derived from any public assistance program, or protected genetic information in employment or in any program or activity 
conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 6329992 to request the form. You 
may also write a letter containing all of the information requested in the form. Send your completed complaint form or letter to us by mail at 
U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 202509410, by fax (202) 
6907442 or email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at 
(800) 877-8339; or (800) 845-6136 (Spanish).

USDA is an equal opportunity provider and employer.

Definition of Disability
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Transport Vehicles Authorization Form for CPSB Gas Cards
In order to issue CPSB Gas Credit Cards for transport vehicles to operate yearround, the 
following must be followed: 

Gas card will be issued to Manager and other CPSB employee for CPSB vehicle use only.1.
Manager and another designee will have their pin holder number issued in their names 
which are not to be shared with another person.

2.

The Gas card must be kept in a secure place and used only by the authorized CPSB 
employee.

3.

If there are any changes in CPSB staff who are authorized to use gas card, the following 
people must be notified:

4.

Janet Lewis, Maintenance Department,a.
Patricia Hosemann in SFS Department,b.
And the current Gas card company (Pumpelly’s).c.
Two employee’s names per multiunit kitchens must be provided by Manager so business 
can operate in case one is absent. 

5.

It is the responsibility of the Multiunit Manager to be compliant with these procedures.6.
Signed Charge tickets are to be submitted to SFS Account Payable.7.

School Name:_______________________________________

CPSB Vehicle Number:  Truck #___________

2 CPSB names request by manager to have Gas Card access:
Manager  __________________________________________1.

Other CBSP employee _________________________________2.

Signatures of Gas card holders when issued card/pin holder # and agree to guidelines above.
Manager  __________________________________________1.

Other CBSP employee ____________________________________2.

Once completed fax into SFS Central Office at 3372174361.

Transport Vehicles Authorization Form for CPSB Gas Cards
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Equipment Repair Form
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Bulletin 1196 link old LDOE Program Regulations
http://www.doa.la.gov/osr/lac/28v49/28v49.pdf

National School Lunch Regulations
www.fns.usda.gov/sites/default/files/7cfr210_09.pdf 

School Breakfast Program
www.fns.usda.gov/sites/default/files/7cfr220_09.pdf

Calcasieu Parish Salary Schedule
www.cpsb.org – click on quick links tab Job Opportunities Salary Schedule

Child and Adult Daycare Regulations (Supper program
www.fns.usda.gov/sites/default/files/CFR226.pdf

Eligibility Manual for School MealsDetermining and Verifying Eligibility
http://www.fns.usda.gov/sites/default/files/cn/SP40_CACFP18
_SFSP202015a.pdf

HealthierUS School Challenge
http://www.fns.usda.gov/hussc/applicationmaterials

Institute of Child Nutrition (was Nationals School Food Service Management 
Institute
www.nfsmi.org

My plate educational materials
http://www.choosemyplate.gov

Resources
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Fresh Fruit and Vegetable Program
http://www.fns.usda.gov/sites/default/files/handbook.pdf

USDA Programs
www.fns.usda.gov


