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PROCEDURE: 
 
01 Food service workers should bathe daily and wear a clean uniform.  Shoes should be low- 
           heeled with non-skid soles.  The heel and toe should be completely enclosed for safety 
           and sanitation. 
 
02. Hair should be worn in a simple, easy to manage style and be shampooed as necessary 
 to keep it clean and healthy.  Avoid using hairpins and barrettes.  Hair restraints are to 

be used to keep hair out of the face and off the neck and collars of the uniform. 
 
03. Fingernails must be kept clean, well trimmed, and free of nail polish. 
 
04. Gloves must be worn when handling raw food products.  Gloves must be changed and  
 hands washed after handling raw food products.   
 
05. No smoking, eating, or chewing gum in food storage, food preparation, and clean up areas. 
 
06. Tobacco products in any form are prohibited in the Head Start center. 
 
07. A worker with an illness such as a cough, cold, infection, or other communicable disease 

should not work with food while they are sick. An employee with an open sore, boil, or 
 other skin eruption should not work in the food service area.    
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PROCEDURE: 
 
01.   All perishable food must be stored at temperatures which will prevent spoilage.  

The refrigerator temperature should be set at  40 degrees or below. 
The freezer temperature    should be set at 0 degree or below. 

   
02.  Thermometers must be located in the warmest part of each refrigerator and freezer.  The 
       temperature must be checked and recorded on a daily  basis. 
 
03.  Refrigerators must have enough shelf space to allow for air circulation around shelves  
       and   refrigerator walls to maintain proper food temperatures. 
 
04.  Food should be examined when brought to the center to make sure it is not spoiled, 
       dirty, or infested with insects. 
 
05.  Food must be stored in rodent and insect-proof covered containers. 
 
06.   Containers of food should be stored above the floor (about 6 inches) on racks or 
        other clean slotted surface which allows air circulation and protect from dirt. 
 
07.    Storerooms must be dry and free from leaky plumbing or drainage problems. 
        All holes and cracks in storeroom should be repaired to prevent insect and 
         rodent infestation. 
 
08.    Storerooms should be kept cool (about 60 degrees to 70 degrees F) to increase shelf life. 
 
09.     All food items should be stored separately from non-food items. 
 
10.    An inventory system should be used to be sure that stored food is rotated (the first food 
         stored is the first food used) 
 .  
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 The TN Food Service Rules & Regulations 1200-23-1-.02(I) states (in part) “To avoid unnecessary manual 
contact with food, suitable dispensing utensils shall be used by employees or provided to consumers who 
serve themselves”  
 
The Tennessee Division of General Environmental Health will implement a No Bare Hand Contact with 
Ready-To-Eat Foods Policy (NBHC). The Division will provide training to food service operators and 
employees during regular inspections in the calendar year 2011. Violations of the NBHC policy will be 
enforced beginning January 1, 2012.  
 
What are some examples of ready-to-eat foods?  
 fresh fruits and vegetables served raw  
       (raw fruits and vegetables may be washed with bare hands)  
 bread, toast, rolls and baked goods  
garnishes for plates and drinks (lettuce, parsley, lemon wedges, etc.)  
 salads and salad ingredients  
 cold meats and sandwiches  
The main reason for not touching ready-to-eat foods with bare hands is to prevent viruses and bacteria which 
are present on your hands from contaminating the food. Improper food handling is one of the most common 
causes of food borne illnesses. With proper knowledge, food employees can prevent the transfer of viruses 
and bacteria from hands to the customer’s food.  
How can I prepare or serve ready-to-eat food without contact with my bare hands?  
You may use any of the following to prepare or serve foods without bare hand contact:  
 tongs  
 forks and spoons  
 deli paper  
 spatulas  
 disposable gloves  
 waxed paper  
 napkins  
Am I required to wear disposable single-use gloves?  
Yes. You must wear single-use gloves to avoid bare hand contact with ready-to-eat foods. You are also 
required to wear a single-use glove if you have any cuts, scrapes, or burns on your hand.  



PROCEDURE: 
01. All employees involved in food preparation must wash their hands and exposed portions of their arms 
with soap and warm water (90-120 degrees F) for at least 20 seconds. Use a single-use paper towel to dry 
hands. Sanitizer is not a substitute for proper hand washing.  
When am I required to wash my hands?  
 before starting work  
 before putting on or changing single-use gloves  
 after touching your hair, face, or clothing  
 after touching raw, fresh, or frozen beef, poultry, fish or meat  
after mopping, sweeping, removing garbage or using the telephone  
 after using the bathroom  
 after smoking, eating, drinking, sneezing or coughing  
 after touching anything that might result in contamination of hands 
  
FDA Food Code Public Health Reasons for NBHC:  
3-301.11 Preventing Contamination from Hands  
In November 1999, the National Advisory Committee on Microbiological Criteria for Foods (NACMCF) concluded that 
bare hand contact with ready-to-eat foods can contribute to the transmission of food borne illness and agreed that the 
transmission could be interrupted. The NACMCF recommended exclusion/restriction of ill food workers as the first 
preventative strategy and recognized that this intervention has limitations, such as trying to identify and manage 
asymptomatic food workers.  
The three interdependent critical factors in reducing food borne illness transmitted through the fecal-oral route, identified 
by the NACMCF, include exclusion/restriction of ill food workers; proper hand washing; and no bare hand contact with 
ready-to-eat foods. Each of these factors is inadequate when utilized independently and may not be effective. However, 
when all three factors are combined and utilized properly, the transmission of fecal-oral pathogens can be controlled. 
Depending on the microbial contamination level on the hands, hand washing with plain soap and water, as specified in 
the Food Code, may not be an adequate intervention to prevent the transmission of pathogenic microbes to ready-to-eat 
foods via hand contact with ready-to-eat foods. Hand washing as specified in the Food Code will reduce microbial 
contamination of the hands by 2-3 logs.  
Food employees and conditional employees infected with fecal-oral pathogens can shed viral and protozoan pathogens in 
the feces at levels up to 108 viral particles or oocysts per gram of feces. Having a high potential contamination level on 
the hands combined with a very low infectious dose necessary to cause infection are the reasons that FDA believes that 
hand washing alone is not an effective single barrier in the transmission of these fecal-oral pathogens. The infective dose 
for Giardia and Cryptosporidium is believed to be as low as 1-10 oocysts, and as few as 10 virus particles can infect an 
individual with Norovirus or hepatitis A.  
The CDC now estimates that Norovirus is the leading cause of food borne illness in the United States. Contaminated 
hands are a significant factor in the transmission of enteric viruses, including Norovirus and hepatitis A virus. Further, 
contamination of food by an infected food worker is the most common mode of transmission of hepatitis A in food borne 
disease outbreaks. Research has shown the viral transfer rate from contaminated hands to ready-to-eat food to be about 
10% and that proper hand washing will significantly reduce the chance of transmitting pathogenic viruses. However, 
with heavy initial contamination of the hands, especially in the subungal space of the fingers, a basic 2-3 log reduction 
hand washing procedure may not be adequate to prevent the transmission of viral food borne illness.  
Even though bare hands should never contact exposed, ready-to-eat food, thorough hand washing is important in keeping 
 gloves or other utensils from becoming vehicles for transferring microbes to the food. 
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PROCEDURE: 
 
01.   All raw fruits and vegetables should be washed before use.  The tops of cans should be 

washed before opening. 
 
02.   Frozen foods that must be thawed before preparation should be thawed in the refrigerator. 
 Do not thaw by allowing standing at room temperature. 
 
03.   A thermometer should be used to check internal temperatures of the foods to ensure they 

have been cooked to an adequate temperature throughout the product: 
   
   Poultry                               165 degrees 
  Pork and pork products 160 degrees 
 
04.   All potentially hazardous foods containing milk, meat, poultry, eggs, and fish products 

should  be prepared from chilled products as quickly as possible and refrigerated in shallow 
containers or served immediately. 

 
05.    The temperature zone at which bacteria multiply most rapidly is between 40 degrees and 
 145 degrees.  All potentially hazardous foods must be maintained below 40 degrees or 
 above 145 degrees during transportation and holding until service.   
 
06.     Foods must be covered or completely wrapped during storage and transportation. 
 
07.     Foods held in the kitchen at the proper temperature may be re-used. Foods to be re-used                 

should be placed in shallow pans and refrigerated or frozen immediately to bring down the 
 temperature rapidly to 40 degrees or below. 
 
08.     Leftover foods should not be held in the refrigerator over two days. 
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PROCEDURE: 
 
01.  Floors must be wet mopped daily.  Floors must be scrubbed weekly or as needed. 
 
02. Food preparation surfaces must be washed and sanitized between preparation of different 
 food items ( Example: meat and salad preparation ). 
 
03. Cutting boards should be made of a hard non-toxic material which is smooth and free of 

cracks, crevices, and open seams.  
 
04.  Cutting boards should be washed in hot water and dish- washing detergent.   
 a. Cutting boards should be thoroughly rinsed and sanitized by immersion in a solution of hot 

water and chlorine bleach for three minutes. 
 b. The cutting boards should  be air dried. 
 c. After cutting any single meat, fish, or poultry item, the cutting board must be  thoroughly 
 washed and sanitized before cutting another food item 
    
05. Can openers must be washed and sanitized daily.  Manual can openers must be taken apart, 
 washed in hot soapy water, rinsed, sanitized, and air dried.   
 
06. Cooking utensils must be washed, rinsed, and sanitized and air dried between use on 
 different food items 
 
07. Range tops must be washed daily and as needed to keep clean during preparation. 
 
08. Ovens and oven hoods must be cleaned weekly. 
 
09. Refrigerators must be washed inside and outside at least once per week with hot soapy water. 

If the refrigerator is not frost-free, the refrigerator should be defrosted when there is about ¼ 
inch thickness of frost. 

 
10. Dry storage areas must be swept, mopped, and kept free of food debris that would attract 
 insect and rodent infestation. 
  



 
  
 
. 
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PROCEDURE: 
 
01.   On the last day of meal service, a physical inventory must be completed on a monthly basis,   
        utilizing Inventory Form 7.18 A- D. 
  
02.   The cook manager is responsible for completing the inventory.  In the absence of the 
        Cook Manager, the Nutrition Coordinator may request another Cook Manager to complete  
         the inventory. 
 
03.   All food and non-food products stored in the refrigerators, freezers, and storerooms 
        are to be included in the inventory. 
 
04.   All detergents, cleansers, and paper supplies are to be inventoried under the proper category. 
 
05.   All items should be inventoried by units as follows: 
 a. Canned items:        cans and cases 
 b. Frozen foods:   pounds, box, or case 
 c. Meats:    pounds, ounces, box or case 
 d.         Condiments:      case or individually 
 e. Staples:             weight or packaged unit 
 f. Paper products:           sleeves, rolls or package 
 g. Spices:     ounces 
 
ALL ORIGINAL INVENTORY WORKSHEETS ARE TO BE SUBMITTED TO THE 
CENTRAL OFFICE.  
 



Upper East Tennessee Human Development Agency, Inc. 
Head Start Program 

 
DOMAIN:  Early Childhood Development and Health Services 
SERVICE AREA:  Nutrition SUBJECT:    Meals and Snacks Period 
REFERENCE:  Performance Standard 
1304.23(b)(1)(vii)  
Child and Adult Care Food Program  

PROCEDURE:     7.19 

DRAFTED BY:  Dawn Sherrile Smith 
DATE:  July 28, 1995; 
REVISED March 17, 2010 

POLICY COUNCIL APPROVAL 
DATE:       N/A 

BOARD OF DIRECTORS’ APPROVAL 
DATE:       N/A 

EFFECTIVE DATE:  September 1, 1996 
DISTRIBUTION:  August 2014 

 
Performance Standard 1304.23 (b)(1)(vii): 
Meal and snack periods in center-based settings must be appropriately scheduled and 
adjusted, where necessary, to ensure that individual needs are met.   
 
PROCEDURE:      

 
 
01. Meal and snack periods are scheduled appropriately to meet the children’s needs and posted 

along with the menu.  Breakfast should be served at least 2 hours before lunch.  Snacks 
should be served at least 1½ hours before lunch.  

 
02. Menus are approved by a Registered Dietitician annually.  Parental input is requested 
 midyear of each program year. Surveys are sent home with children enrolled in centers with 
 on-site cafeterias.  Input from surveys is used to revise menus as appropriate based on  
 nutritional value. 

 
03. The quantities of food served will conform to recommended amounts indicated in the    
 Tennessee Department of Human Services, Child and Adult Care Food Program guidance  

 materials (Form 7.19 A) and Head Start guidance materials. 
 
04. The types of foods served will conform to minimum standards for meal patterns as indicated 
 in the Tennessee Department of Human Services, Child and Adult Care Food Program 
 guidance materials (Form 7.19 A). 
 
05. The foods served will contribute not only to the child’s nutrient needs but also to good 
 dental health and support the dental education program. 
 
06.   No child will ever be denied a meal in the Head Start center.  Second portions will be offered 

to children, if they are still hungry and do not require a modified diet.  Each food service 
provider will deliver five additional meals to be served to the Head Start children. 

 
 
 
 



 
 
 
 
 
 



 
Upper East Tennessee Human Development Agency, Inc. 

Head Start Program 
 
DOMAIN:   Children Services 
SERVICE AREA:   Nutrition SUBJECT:    Menu Substitutions 
REFERENCE:   Child and Adult Care Food 
Program 

PROCEDURE:  7.20 

DRAFTED BY:  Dawn Sherrile Smith 
DATE:  November 27, 2012 

POLICY COUNCIL APPROVAL 
DATE:   N/A 

BOARD OF DIRECTORS’ APPROVAL 
DATE:       N/A 

EFFECTIVE DATE:  December 2012 
DISTRIBUTION:  August 2014 
 

 
All meals served must meet the meal pattern established by the United States Department of 
Agriculture (USDA) to be eligible for Child and Adult Care Food Program (CACFP) 
reimbursement.  The menus must identify all food components, as required for each type meal 
to be served (i.e., breakfast, lunch, supper and supplement).  Each menu accurately lists the 
food items that are to be served, including any substitutions that are inserted on the menu 
before the beginning of the meal service.  Each menu is posted in a conspicuous place for all 
parent/guardians to observe.  The specific names of all breads or bread alternates, meats or 
meat alternates, vegetables, fruits and juices are identified. 
 
PROCEDURE: 
 
01. The Nutrition Coordinator is responsible for planning menus in accordance with Child and 

Adult Care Food Program and Head Start guidelines and consistent with MyPlate.gov 
Guidelines.  Menus are approved by a Registered Dietician on an annual basis. 

  
02. In the event of failed food delivery, changes to the menus must be approved by the Nutrition 
 Coordinator. 
 
03. Menus and food production sheets should reflect any changes to the menu.  The changes will 
 be sent to the central office with the monthly report. 
 
04. The Cook Manager must notify the teacher(s) and teacher assistant(s) of the change in menu 
 as quickly as possible. 
 
05. The Cook Manager must post the revised menu in a conspicuous place.  The revised menu 
 must meet the aforementioned guidelines. 
 
06. The Cook Manager must contact satellite centers of the menu changes as quickly as possible.  
 The Teacher must post the revised menu upon receipt from the Cook Manager. 
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All menus should be accurate.  If changes are made, the menu should be updated prior to the 
meal being served according to DHS regulations.  Milk must be listed as milk regardless of the 
type. This is also true for juice.  Menus must list more than the components (fruit/vegetable, 
grain, meat/meat alternate).  All foods should be listed.  If the same food in a different form is 
substituted, such as applesauce for apples, then credit can be given.  Parents must be notified 
when menu changes are made.  
 
PROCEDURE: 
 
 
01.  A member of the teaching staff must contact the cafeteria each morning to confirm the menu 

items to be served.  If the center receives meals from a satellite kitchen, the teacher’s assistant 
must request the menu items when calling in the daily lunch count.  For classrooms eating in a 
centralized location, such as a school cafeteria, the teacher’s assistant must confirm the daily 
menu with the cafeteria staff.  If any menu substitutions are necessary for the breakfast meal, the 
substitutions must be documented on Form 7.21A prior to the children being served. 

 
a. On Form 7.21A, check the meal(s) for which the menu substitution will be made. Write-

in the food substituted on the menu and then write-in the food listed. 
 
b. The menu posted in the classroom must be updated prior to the meal being served. The 

“Parental Notification of Menu Changes” Form 7.21A must be submitted with the 
monthly reports to the Nutrition Coordinator. 

 
02. Parent(s)/guardian must be notified of menu changes on a daily basis.  The teaching staff will 

have each parent sign the “Parental Notification of Menu Changes” form upon receiving the 
child off the bus.  If the child is picked up from the classroom, the parent (s)/ guardian(s) must 
also sign the “Parental Notification of Menu Changes Form 7.21A. 
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The Child and Adult Care Food Program regulations allow substitutions of required food 
items if individual participants are unable, because of medical or other special dietary needs, 
to consume such foods.  A statement from a recognized medical authority (licensed physician, 
nurse, registered dietician or nutritionist) must support all substitutions made because of 
medical needs. 
 
PROCEDURE: 
 
 
01. The Family Resource Specialist will complete Part 1 of the “Medical Statement for a Child 

Requesting a Special Diet” and return it to the child’s physician for proper documentation. 
   
02.  The child’s physician will complete Part 2 of the “Medical Statement for a Child Requesting 

Special Diet” (Form 7.25 A). The medical authority must describe the medical or other 
special dietary needs that restrict the child’s diet. The medical authority must indicate the 
foods to be omitted as well as foods to be substituted.  A stamped, self-addressed envelope 
will be provided to return the requested documentation to the Nutrition Coordinator.   

 
03. The Nutrition Coordinator will make copies for distribution to the Teaching staff, Cook 

Manager or Cafeteria Manager, and the Family Resource Specialist’s file. 
   
04. The original copy of the medical statement will be kept on file in the Nutrition Coordinator’s 
 office for future reference. 
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PROCEDURE: 
 
 
01. The Head Start employee will complete Part 1 of the “Employee Requesting a Special Diet” 

(Form 7.26 A) and return it to the employee’s physician for proper documentation. 
   
02.  The employee’s physician will complete Part 2 of the “Employee Requesting Special Diet” 

(Form 7.26 A). The medical authority must describe the medical or other special dietary 
needs that restrict the employee’s diet. The medical authority must indicate the foods to be 
omitted as well as foods to be substituted.  The employee will provide a stamped, self-
addressed envelope to return the requested documentation to the Nutrition Coordinator.   

 
03. The Nutrition Coordinator will make copies for distribution to the Cook Manager or 

Cafeteria Manager, as well as the Education Coordinator’s file. 
   
04. The original copy of the medical statement will be kept on file in the Nutrition Coordinator’s 
 office for future reference. 
     
 
 

Formatted: Font: Bold

Formatted: Font: Bold



 
Upper East Tennessee Human Development Agency, Inc. 

Head Start Program 
 
DOMAIN:  Early Childhood Development and Health Services 
SERVICE AREA:  Nutrition SUBJECT:    Classroom Nutrition Activities 
REFERENCE:  1304.23 (c)(7) PROCEDURE:    7.31  
DRAFTED BY:  Dawn Sherrile Smith 
DATE:  September 25, 2008 
Revised Date:  March 26, 2013 

POLICY COUNCIL APPROVAL 
DATE:       N/A 

BOARD OF DIRECTORS’ APPROVAL 
DATE:       N/A 

EFFECTIVE DATE:  October 1, 2008 
DISTRIBUTION:  August 2014 
 

 
POLICY: 
Performance Standard 1304.23 (c) (7) 
(c) Grantee and delegate agencies must ensure that nutritional services in center-based settings 
contribute to the development and socialization of enrolled children by providing that: 
 (7) As developmentally appropriate, opportunity is provided for the involvement of children 
in food related activities. 
 
PROCEDURE: 
 
01. The teaching staff will utilize the “Color Me Healthy” and “My Plate.gov” Nutrition 

curriculums in the classroom to provide age appropriate nutrition activities.  All classroom 
activities must be submitted to the Nutrition Coordinator for approval.    
 

02. The teaching staff is responsible for requesting the necessary materials for the classroom 
activity from the Nutrition Coordinator on the “Request for Nutrition Supplies” (Form # 
7.31A) four (4) weeks in advance.  When planning food related activities, food allergies or 
religious or ethnic restrictions must be taken into consideration. 

 
03. After approving the “Request for Nutrition Supplies”, the Nutrition Coordinator will insure 

that the items are purchased and delivered. 
 

04. The requested items will be delivered to the classroom as soon as possible.  If perishable 
items have been requested, it is the teaching staff’s responsibility to have access to 
appropriate storage.   

 
05. The approved Classroom Nutrition Activity must be included in the daily lesson plan. 

 
06. The menu must not be modified without prior approval by the Nutrition Coordinator.  

(Example, Green eggs and ham). 
 
07.  Red food dye must never be used in any of the classroom activities. 
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PROCEDURE: 
 
 

01. The Data Entry staff will run two copies of ChildPlus Report #2315 “Daily Attendance 
and Meals Worksheet” and mail them to the teaching staff.  The reports will list the 
names of the children enrolled in the class, as well as the meal codes for each individual 
class.   

 
The ChildPlus report set-up is as follows: 

Click Advanced Set-up 
Include Head Start and Other 
Click ok to return to the report set-up screen 
Include “enrolled” only 
For Data Options – click 

Include Attendance 
Show Attendance Codes 
Show Notes 
Click Include Meals 
Uncheck groups 
Click ok to print 

 
02. Each day the teaching staff will record the attendance for each child enrolled in the Head 

Start program on the “Daily Attendance and Meals Worksheet” ChildPlus Report #2315.  
 

03. The Teaching staff need to ensure that the week’s dates are recorded at the top right side 
of the “Daily Attendance and Meals Worksheet” in the “Attendance for” blanks. 

 
04. The Teaching staff will document, on a daily basis, whether the child was present by 

circling the “P”, or whether the child was absent by circling the “A”.  If the child was 
absent, the staff person should also circle the “E” or “U”, indicating whether the absence 
was excused or unexcused.  The “B” code should be disregarded.  The “N” code should 
be circled if school is not in session on the particular day. 

 
05. In the event a child is absent the teaching staff must document in the “Notes” area the 

reason for the absence.  Documentation for both excused and unexcused absences is 
required.  For example:  sore throat, flu, out of town, no transportation, over slept, etc. 
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06. The Teaching staff will also document, on a daily basis, whether the child ate breakfast 
by circling the “B”, AM snack by circling “A”, lunch by circling “L”, and PM snack by 
circling the “P”.  Again, the reports will only list the meal codes for the individual class 
(some class reports will only list “B” and “L”).  Number of adults eating will be 
documented at the top of the form on the “Non-Part Non-CACFP” line next to the letter 
utilizing the same code as previously noted.   The Teaching Staff will not need to 
complete the “totals” column at the far right or the totals at the bottom of each column.  

 
07. The Teaching staff will draw a line through all children who are no longer in attendance 

and note either “dropped” or “transferred” in the blank below each child’s name.  Any 
children that are not listed on the report should be written at the bottom of the report 
with proper codes indicated. 

 
08. The Teaching staff will fax the “Daily Attendance and Meals Worksheet” to the 

Computer Center every Friday and the last day of the month.  The information will be 
entered into the ChildPlus computer management software program.   

 
09. The Teaching staff of the Full-Day/Full-Year classes will fax their “Daily Attendance 

and Meals Worksheet” to the Computer Center on the following Monday morning and 
the day following the last day of the month. 

 
10. The Teaching staff in the centers that serve children in  morning and afternoon sessions 

will fax the “Daily Attendance and Meals Worksheet” on the following school day and 
the day following the last day of the month. 

 
11. In the event the date to fax the “Daily Attendance and Meals Worksheet” falls on a 

holiday, the “Daily Attendance and Meals Worksheet” should be faxed to the Computer 
Center on the morning of the following work day. 

 
12. After attendance has been entered for the month, ChildPlus Report # 2320 “Individual 

Attendance” will be ran and sent to the Teachers to be filed in the child’s record.   
 

13. Report # 2320 will be run from the first day of school until the end of the current month.  
After the teacher receives the current report the prior report will be discarded. 
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PROCEDURE: 
 
01. The Family Resource Specialist and/or center staff will make a referral to the Nutrition 

Coordinator after observing the child’s eating habits, absenteeism, energy level, height to 
weight percentile, or alertness in the classroom. 

 
02. The Family Resource Specialist and/or center staff must complete “The Nutrition Referral” 

(7.36A) and submit the completed form to the Nutrition Coordinator. 
  The Family Resource Specialist will make a home visit with the parents or legal guardian(s) 

of a child failing the Height/Weight Screening. The Family Resource Specialist will discuss 
the Nutrition Referral along with a copy of the appropriate parent letter (7.36B or 7.36C) and 
“Weight for Stature” plotted graph (boys or girls) and nutrition information from the Women, 
Infants and Children (WIC) Program and University of Tennessee Extension Services. If the 
parent is not enrolled in the WIC Program, the Family Resource Specialist will refer the 
family. 

 
03. The Family Resource Specialist will request additional information from the child’s medical 

provider.  The Family Resource Specialist will secure the signed medical releases from the 
parent(s) or guardian(s).  The Family Resource Specialist will mail a copy of the Treatment 
Closure Letter (Form 7.36 D) to the medical provider and enclose a self-addressed envelope. 

 
04. The Family Resource Specialist will contact the Nutrition Coordinator upon receipt of the 

requested documentation to determine the most effective methods for dealing with the 
nutritional needs of the child and family. 

 
05. If a conference with the family is needed, based on the review of the medical documentation 

the Family Resource Specialist will be responsible for coordinating a meeting with the 
parent(s)/ legal guardian(s), Nutrition Coordinator, and center staff. 

 a. One week prior to the meeting, data concerning the child and family will be distributed to 
the case management team by the Nutrition Coordinator.  The case management team 
consists of the Social Services Coordinator, Health Coordinator, Mental Health /Disabilities 
Coordinator, Nutrition Coordinator and Children Services Supervisor 

 b. Pending the results, a meeting will be conducted to determine the most feasible method of 
resolving the nutritional needs of the child and family. 



 
   
06.  With the consent of the family involved, and if a need exists for assistance in food buying 

and meal planning, the parent(s)/ guardian(s) will be referred to the appropriate agency. 
 
07. The Nutrition Plan will be discussed with the parent(s) /guardian(s) and copies kept in the 

child’s file in the Nutrition Coordinator’s office. 
 
08. Follow-up with the family will be recorded by the Family Resource Specialist and forwarded 

to the Nutrition Coordinator’s office. 
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PROCEDURE: 
 

1. The Teaching staff will fax the “Daily Attendance and Meals Worksheet” to the 
Computer Center on each Friday and the last day of the month.    

 
2. The Teaching staff of the Full Day/Full Year classes will fax their “Daily Attendance and 

Meals Worksheet” to the Computer Center on the following Monday morning and the 
day following the last day of the month. 

 
3. The Teaching staff of the afternoon classes in the centers that serve children in afternoon 

classes will fax the “Daily Attendance and Meals Worksheet” on the following school 
day and the day following the last day of the month. 

 
4. In the event the date to fax the “Daily Attendance and Meals Worksheet” falls on a 

holiday, the “Daily Attendance and Meals Worksheet” should be faxed to the Computer 
Center on the morning of the following work day. 

 
5. The Central Office staff will check off each classroom on the “Weekly Attendance Log 

Sheet” as the “Daily Attendance and Meals Worksheet” are received. 
 
6. On Monday afternoon, the Data Entry/Clerical staff will email the “Weekly Attendance 

Log Sheet” to the Information Systems Manager.  The Information Systems Manager will 
forward the email to the Education Coordinator, and the Nutrition Coordinator and 
carbon copy to the Head Start Director.   

 
7. The “Weekly Attendance Log Sheets” will be entered into the computer as soon as they 

are received.  All attendance for the previous week will be entered by the close of 
business day on the following Wednesday. 

 
8. The Information Systems Manager and Nutrition Coordinator will run ChildPlus Report # 

2320 “Individual Attendance” on a weekly basis (after Wednesday) to ensure that the 
prior week’s attendance has been entered. 

 
 



9. On the 5th of each month the Nutrition Coordinator will run Report #2320 for the entire 
month, to insure the information is entered and the CACFP billing can be done in a 
timely manner. 
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