Jackson County School District
Child Nutrition Department
After School Snack Program and Procedures
1. The School is responsible for the following:
a. Attending annual training for the After School Snack Program.
b. [bookmark: _GoBack]Designating one or more trained Snack Program Administrator(s) to operate the program and distribute snacks.  A contact name and email address is required.

2. The Snack Administrator is responsible for the following:
a. Communicating student counts and dates to the cafeteria managers.  Alert the Cafeteria Manager if program numbers will vary greatly for the day.
b. Maintaining current enrollment figures. Take attendance every day snacks are provided.
c. Tracking the number of snacks served daily.  Never serve more snacks than students in attendance. 
d. Monitoring that each student counted at the point of service takes both components of the snack program.  Components of snack must be (1) serving from two different food groups.
e. Leaving any unserved snacks in a secure location in the cafeteria (or the designated area).  Please make sure that the unserved cold items are kept cold. The cafeteria manager will not retrieve them until the following day. 
f. Leaving the snack claim form (count sheet) and copy of student roster with the unused snacks in the secure location of the cafeteria. 
g. Leaving Dining Room in good working order for breakfast the next morning and make sure area is secured.

3. The Cafeteria Manager is responsible for the following:
a. Ordering snacks based on the student counts requested from the Approved After School Snack list.
b. Meeting the Federal guidelines for the After School Snack Program meal pattern. 
c. Leaving snacks wrapped/cooled properly in a secure, designated area. 
Occasionally daily snacks may be varied for student choice and for inventory purposes.   
d.  Reviewing the claim form and roster the next day, comparing the counts with the count of unused menu items.  Any discrepancies must be communicated to the Snack Administrator within 24 hours.   
e. Entering the snack counts in the Point of Service using bulk entry.  Print paperwork and attach to the snack claim form and roster for the day of service. 

4. The Child Nutrition Director is responsible for the following:
a. Training Snack Administrators and Cafeteria Managers on the After School Snack Program.
b. Ensuring there is an enrichment program being provided at the site.
c. Conducting program reviews 2 times per year.  Once in the first four weeks of operation.  The reviews will be unannounced.  
d. Informing the site of any other audits.   The state department will also make unannounced site visits.  Therefore, the contract with MDE and snack days and times must coordinate.  Any changes in snack schedules must be communicated to the Child Nutrition department and cafeteria manager.
e. Submitting and updating the site’s After School Snack Program contract with MDE.
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