Pre-Site Visit Preparation for Nutrition &                             Disease Prevention/Health Promotion

Policies and Procedures for Congregate Meals (CM) and Home Delivered Meals (HDM)
Please make the following documents related to Congregate and Home Delivered Meals available for review:
· Client eligibility criteria

· Use of nutrition screening results

· Service termination policy

· Handling of program income and tips and gratuities

· Emergencies that affect service delivery

· Ill or injured participants

· Removal of food items

· Employee and volunteer health and hygiene

· Required meal temperatures

· Handling of PHF that do not meet temp requirements

· Cleaning and sanitizing

· Liquid nutrition supplements 

· Attendance of assisted living residents at congregate sites

· Handling of food recalls

· Handling of food borne illness outbreaks

Assessment/Reassessment
· Copy of forms if different 

· Copy of priority scoring tool – if applicable

Program Evaluation

CM 

· Copy of subcontractor monitoring – if applicable

· Copy of most recent congregate meal site monitoring(s) 
· Copy of summary of participant surveys for menu/programming/other

· Last 2 months of temperature logs from all congregate sites for review
· Copy of food permit and health inspection report

· Copy of documentation of ongoing nutrition services training to include orientation and 10 hours annual

· Copy of service confirmation/letter/new client packet
· Copy of one staff member qualified or trained in safe food handling

· Nutrient analysis for all meals/menus being served 
HDM 

· Copy of service confirmation/letter/handbook for HDM clients

· Copy of correspondence regarding fee for service HDM – if applicable

· Copy of subcontractor monitoring – if applicable

· Copy of most recent home delivered meal route monitoring – if applicable

· Copy of summary of participant surveys for menu/programming/other

· Last 2 months of temperature logs from all HDM route for review
· Copy of solicitation information/letters
· Nutrient analysis for all meals/menus being served 
Disease Prevention-Health Promotion
· Copy of last 2 months of congregate activity calendars 
· Copy of the most recent year of DP/HP/Nutrition education materials distributed to HDM participants

Senior Farmer’s Market Nutrition Program monitoring, if applicable
Written policies and procedures addressing and related to: 

· The method your agency uses to accept participant applications and distribute SFMNP checks 

· Security of the checks while in agency possession

· Lost or stolen checks

· Check issuance records
· If applicable, the schedule of distribution (list of times and places checks are distributed)

· Sample of check issuance record or log, if applicable

· Sample participant application and 10 completed participant applications

· Sample forms used for proxy and notice of ineligibility

· Samples of other information and education materials provided to participants

· Samples of promotional materials, if any

The list of farmers/markets provided to participants.
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