
COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
Regular Board Meeting 

April 16, 2026 – 8:30 AM 

Chicago Park School District 
15725 Mt. Olive Rd., Grass Valley, CA 95944 

Purpose: 
Nourishing Nevada County students with fresh, locally sourced meals, fostering 

health, sustainability, and community well-being. 
Open Session 

• Establish Quorum
• Call to Order
• Public Comments:

The public may comment on agenda items or other matters within the Board’s
jurisdiction. Comments are limited to three (3) minutes per speaker. Please
note that Board members are not permitted to respond to comments during
the public forum, per California’s Brown Act (Gov. Code §54954.3) Suggestions
and comments from the public regarding items listed on this agenda should
be raised during the comment period for the specic agenda item.

A. ACTION ITEMS
1. Approval of the Agenda - (Page 1)
2. Approval of the Consent Agenda

These items are expected to be routine and non-controversial. They will be
acted upon by the Board at one time without discussion unless a Board
member or citizen requests that an item be removed for discussion and
separate consideration. In that case the designated item(s) will be considered
following approval of the remaining items.

2.1  Approval of March 19, 2026 Board Meeting Minutes (Attached) (Page 4) 
3. Approve Policies:

a. HR-301 Employee Handbook (Page 7)
b. HR-304 Classied Management and Condential Personnel

Dismissal/Suspension/Disciplinary Action (Page 49)
4. Approve Resolution No 26-10 – Final Resolution to Dismiss Classied Positions

(Attached) (Page 53)
5. Approve Resolution No 26-11 – Withdrawal from Schools Insurance Group for

Health Insurance (Attached) (Page 55)
6. Approve 2026-27 Management Salary Schedule (Attached) (Page 57)
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B. STAFF REPORTS
1. Executive Director, Sam KoneffKlatt
2. Chief Business Official, Melissa Brokenshire

C. FIRST READING OF POLICIES (Attached Policy Register) - (Page 58)
1. FIS-202 Expenditures & Purchasing Policy – Page 61
2. FIS-203 Travel & Mileage Reimbursement Policy – Page 65
3. FIS-204 Procurement Policy – Page 71
4. FIS-205 Capital Asset & Depreciation Policy – Page 84
5. FIS-206 Gifts, Grants & Bequests – Page 88
6. FIS-207 Sale & Disposal of Equipment & Supplies – Page 91
7. FIS-208 Procurement & Competitive Bidding – Page 94
8. FIS-209 Records Retention & Public Records Access – Page 96
9. FIS-210 Insurance Coverage & Liability Management – Page 100
10. FIS-211 Use of Consultants & Independent Contractors – Page 103
11. FIS-213 Contracts – Page 105
12. FIS-214 Payment for Goods & Services – Page 108
13. FIS-215 Claims & Actions Against CRSFSA – Page 111
14. FIS-216 Management of CRSFSA Assets/Accounts – Page 113
15. FIS-217 Inventories – Page 117
16. FIS-218 Financial Reporting & Accountability – Page 121
17. FIS-219 Debt Issuance & Management – Page 125
18. FIS-220 Drug & Alcohol-Free Agency – Page 129
19. GOV-100 Board Governance Roles & Brown Act Compliance – Page 131
20. GOV-102 Executive Director Governance Standards – Page 132
21. GOV-105 Executive Director Recruitment & Selection – Page 134
22. GOV-106 Evaluation of the Executive Director – Page 136
23. GOV-107 Representative and Deliberative Groups - 138
24. GOV-108 Use of Articial Intelligence (AI) – Page 139
25. NUT-400 School Nutrition & Food Service Program – Page 141
26. NUT-401 Food Service Operations & Cafeteria/Enterprise Fund – Page 148
27. NUT-402 Summer Meal Program – Page 153
28. NUT-403 Free & Reduced Priced Meals – Page 158
29. NUT-404 Nutrition Program Compliance – Page 163
30. NUT-408 Comprehensive Safety Plan – Page 167
31. NUT-412 Waste Management & Food Recovery – Page 171
32. NUT-413 Environmental Safety – Page 175
33. NUT-414 Hazardous Substances & Chemical Safety – Page 177
34. NUT-415 Emergencies & Disaster Preparedness Plan – Page 181
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D. DISCUSSION ITEMS
1. Discuss Summer Feeding Programs & Offerings (SSO vs. Vending) (Handout)
2. Discuss Community Roots taking over Harvest of the Month
3. Discuss Facilities Use Agreement (Attached) – Page 183
4. Discussion and Potential Action Regarding Executive Director Job

Description and Determination of Compensation
5. Discuss Proposed Board Meeting Dates (Attached) – Page 193

E. ADJOURNMENT

Next Meeting Date: Thursday May 15, 2026, 8:30 a.m. (TRSD) 

Notice: The agenda packet and supporting materials, including materials distributed less 
than 72 hours prior to the scheduled meeting, can be viewed at the Community Roots 
School Food Services business office – located at 972 Golden Gate Terrace, Grass Valley, 
CA. For more information, please call 530.452.0980 ext. 6006. Notice: In compliance with 
the Americans with Disabilities Act, if you need special assistance to access the Board 
meeting room or to otherwise participate at this meeting, including auxiliary aids or 
services, contact the Community Roots School Food Services office at 530.452.0980 ext. 
6006 at least 48 hours before the scheduled Board meeting so that we may make every 
reasonable effort to accommodate your needs. {G.C. §54953.2, §54954.2(a)(1); Americans 
with Disabilities Act of 1990, §202 (42 U.S.C. §12132)] 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
Regular Board Meeting 

March 19, 2026 – 8:30 AM 

Clear Creek School District 
17700 McCourtney Rd., Grass Valley, CA 95949 

Purpose: 
Nourishing Nevada County students with fresh, locally sourced meals, fostering 

health, sustainability, and community well-being. 
Open Session 

• Establish Quorum – Quorum Established
Absent: Scott W. Lay

• Call to Order – 8:33 AM
• Public Comments:

The public may comment on agenda items or other matters within the Board’s
jurisdiction. Comments are limited to three (3) minutes per speaker. Please
note that Board members are not permitted to respond to comments during
the public forum, per California’s Brown Act (Gov. Code §54954.3) Suggestions
and comments from the public regarding items listed on this agenda should
be raised during the comment period for the specic agenda item.

A. ACTION ITEMS
1. Approval of the Agenda

Motion: Gregg 2nd: Dan 
Unanimous Assent 

2. Approval of the Consent Agenda
These items are expected to be routine and non-controversial. They will be
acted upon by the Board at one time without discussion unless a Board
member or citizen requests that an item be removed for discussion and
separate consideration. In that case the designated item(s) will be considered
following approval of the remaining items.

2.1 Approval of February 25, 2026 Board Meeting Minutes (Attached) 
Motion: Gregg 2nd: Dan 
Unanimous Assent 

3. Approve 2025-26 2nd Interim Budget (Attached)
Motion: Gregg 2nd: Dan
Unanimous Assent

4. Approve Policy NUT-405 Hazard Analysis & Critical Control Point (HACCP)
Policy (Attached)
Motion: Gregg 2nd: Andrew 4



 

Unanimous Assent 
5. Approve Revised Policy NUT 406 Wellness Policy (Attached) 

Move to approve with amendment to remove the work “high” (high schools) 
for food sales exemption. 
Motion: Gregg 2nd: Dan 
Unanimous Assent 

6. Approve 2025-26 Audit Engagement Letter with Michelle Hanson (Attached) 
Motion: Gregg 2nd: Dan 
Unanimous Assent 

B. STAFF REPORTS 
1. Executive Director, Sam KoneffKlatt  

Sam shared that we are continuing with lunchtime live events to bring in 
more networking and donors. Planning for summer food service, we are 
expanding our food service with more sites. We hope to get a food 
truck/trailer for additional summer service. The building planning is getting 
nalized and drawings are in process for phasing in the construction. Snacks 
are nancially burdensome with the amount we are providing vs. the claim 
reimbursement amount.  Both NSLP & CACFP audits are in process, the 
onsite review has already been completed we are now wrapping up the 
paperwork portion of the audit, nothing major to note, it has been smooth so 
far. Director of Food Services interviews are being scheduled. PERB was 
petitioned by CSEA for union representation and were recognized. We are 
waiting to hear from them for next steps forward regarding negotiations. 

2. Chief Business Official, Melissa Brokenshire 
Melissa shared key highlights with 2nd interim and multiyear projections. 
Some board members asked about declining enrollment. Districts will share 
if they are expecting declining enrollment numbers.  

C. DISCUSSION ITEMS  
1. Discuss Board Meeting Dates & Times 

Sam offered to adjust meeting dates/times to possible evening meetings. 
Add discussion to next meeting to discuss dates. 

2. Discuss CAASPP Testing Food Need 
Schedules to be sent to CR to help  

3. Discuss Summer Feeding 
More sites are requesting summer feeding. Those operating SSO or SFSP 
will be claimed through NSLP. Those operating ELOP will be vended meals 
to the LEA or organization. 

4. Discuss Health Benet Increases & Cap Changes (Handout) 
Increases were shared and this will be a hot topic for everyone taking health 
benets through SIG. 

5. Discuss Internship Program with NJUHSD/Connecting Point/CAF (Attached) 
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We are engaged with the High School District to get CTE interns in our 
kitchens and working with connecting point to get interns into our program. 
Chef All also has an internship program that we are building partnerships 
with. 

6. Discuss Facilities Use Agreement (Attached) 
Katie had a question regarding facilities use costs being covered with the 
facilities use reimbursement from Community Roots.  

D. ADJOURNMENT – Adjourned at 9:54 AM 
 
Next Meeting Date: Thursday April 16, 2026, 8:30 a.m. (CPSD) 
 

Notice: The agenda packet and supporting materials, including materials distributed less 
than 72 hours prior to the scheduled meeting, can be viewed at the Community Roots 
School Food Services business office – located at 972 Golden Gate Terrace, Grass Valley, 
CA. For more information, please call 530.452.0980 ext. 6006. Notice: In compliance with 
the Americans with Disabilities Act, if you need special assistance to access the Board 
meeting room or to otherwise participate at this meeting, including auxiliary aids or 
services, contact the Community Roots School Food Services office at 530.452.0980 ext. 
6006 at least 48 hours before the scheduled Board meeting so that we may make every 
reasonable effort to accommodate your needs. {G.C. §54953.2, §54954.2(a)(1); Americans 
with Disabilities Act of 1990, §202 (42 U.S.C. §12132)] 
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE 
HANDBOOK  

 

 
  

PLEASE READ THE EMPLOYEE HANDBOOK AND SUBMIT A SIGNED COPY OF THIS 
STATEMENT TO THE BUSINESS OFFICE. 

 
EMPLOYEE NAME: _____________________________________ 

 
I ACKNOWLEDGE that I have received a copy of the Employee Handbook.  I have 
read and understood the contents of the Handbook, and I agree to abide by its 
directions and procedures.  I have been given the opportunity to ask any questions I 
might have about the policies in the Handbook.  I understand that it is my 
responsibility to read and familiarize myself with the policies and procedures 
contained in the Handbook.  I also understand that if I am ever unclear on any 
language, or policies in this Handbook, it is my responsibility to seek clarification 
from the Community Roots Human Resources. 
 
I understand that the statements contained in the Handbook are guidelines for 
employees concerning some of the Community Roots’ policies and benefits, and are 
not intended to create any contractual or other legal obligations or to alter the nature 
of my employment with Community Roots.  
 
I understand that except for employment classification of probationary or permanent 
status, any and all policies or practices can be changed at any time by Community 
Roots. 
 
I understand that other than the Board of Directors of Community Roots, no person 
has authority to enter into any agreement, express or implied, for employment for any 
specific period of time, or to make any agreement for employment. 
 
 
Employee’s Signature: _____________________________        Date: _______________ 
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Welcome!  As an employee of the Community Roots School Food Services Agency, you 
are an important member of a team effort.  We hope that you find your position with the 
Agency rewarding, challenging and productive. 
 

About the Agency 
Vision Statement 
Nourishing Nevada County students with fresh, locally sourced meals, 
fostering health, sustainability, and community well-being. 
 
Mission Statement 
Our mission is to ensure that every student in Nevada County has access to nutritious, 
scratch-made meals prepared with fresh, locally sourced ingredients. We are dedicated 
to creating an equitable food system that supports the health and well-being of our 
students while promoting sustainable agricultural practices and fostering strong 
community ties.  
By prioritizing whole foods and minimizing processed ingredients and waste, we aim to 
nourish our students' bodies and minds, helping them reach their full potential 
academically, physically, socially, and emotionally. Through collaborative partnerships 
with local farmers, educators, families, and community organizations, we seek to 
educate our students about the importance of healthy eating habits and sustainable 
food systems. We believe that by instilling a lifelong appreciation for nutritious foods 
and environmental stewardship, we can contribute to the development of a healthier, 
more resilient community.  
Our commitment extends beyond the cafeteria, as we work to integrate nutrition 
education into the broader school setting and engage the community in our mission. 
We also aim to incorporate culturally diverse foods and student-inspired meals to 
further connect the school food program with the community.  
Together, we strive to create a thriving environment where every student can grow, 
learn, and succeed, supported by a foundation of healthy, delicious, and sustainably 
sourced meals. 
 
The Community Roots School Food Services Agency was established through a Joint 
Powers Agreement (JPA) in 2022 by eight local school districts and the Nevada County 
Superintendent of Schools: Nevada Joint Union, Grass Valley, Nevada City, Penn Valley, 
Pleasant Ridge, Union Hill, Chicago Park & Clear Creek.  Three Charter Schools, Yuba 
River, SAEL and Bitney Prep have also joined membership. Today, our Agency serves 
eight (8) school districts, County Office of Education and three (3) independent charter 
schools, comprised of 29 serving sites. The Agency staffs over 50 employees.  
 
The Agency is governed by a Board of Directors consisting of representatives from our 
member districts in the JPA, which oversees our operations.  Each district has one 
appointed representative for each of the following positions on the Board of Directors: 
Board President, Board Clerk/Secretary, Vice President, and Board Member. 
 
 
 

13



 
- 8 - 

 

Employee Handbook Overview 
This handbook is designed to be a resource guide for kitchen employees.  Please use it 
in conjunction with the Agency’s Board Policies, Administrative Regulations, as well as 
additional information provided by the Agency. 
 
This kitchen handbook will continue to be a working document and updated as needed.  
The handbook can be viewed on the Agency’s website at www.communityrootsnc.org.  
Please contact your immediate supervisor with any questions you might have. 
 

Right to Revise 
This employee handbook contains the employment policies and practices of the 
Agency in effect at the time of publication.  All previously issued handbooks and any 
inconsistent policy statements or memoranda are suspended.  No oral statements or 
representations can in any way alter the provisions of this handbook. 

 
 
 

 
 

Board Approved: April 2026 
 
 

14

http://www.communityrootsnc.org/


 
- 9 - 

 

Section 1: Contact Information 
 

Office Address: 972 Golden Gate Terrace, Grass Valley, CA 95945 
 
 
 

CRSFSA Phone: 530-452-0980 ext. xxx (see below) 
 

Executive Director Samuel KoneffKlatt  Ext. 6005 
Chief Business Official Melissa Brokenshire  Ext. 6006 
Director of Food Services   Theresa Ruiz  Ext. 6017 
Culinary Center Production Manager Jeremy Colbert Ext. 6010 

Orders, CNIPs, AP/AR, Frontline Supp Angela McFall  Ext. 6007 
Data Specialist, Income Forms, 
PCS & Tech Support 

Megan Williamson  Ext. 6008 

                                                  

Contact for Absence Calling 
Director of Food 

Services 
Culinary Center 

Production Manager 
Theresa Ruiz Jeremy Colbert 

530-906-5147 530-559-8962 

  

Nevada Union Grass Valley Charter 
Bear River Lyman Gilmore 

Silver Springs Scotten 
Ghidotti Bill Hill 

Ready Springs Alta Sierra 
Williams Ranch Magnolia 
Chicago Park Cottage Hill 

Seven Hills Union Hill 
Deer Creek Clear Creek 
Bitney Prep Arete 

SAEL Yuba River 
  

Website: www.communityrootsnc.org 
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Section 2: General Employment Information 

Accessing Important Employee Information 
Visit our Agency website to access, review, download, or print important Agency and 
employee information and documents: 

• www.communityrootsnc.org   
o Scroll to the bottom of the page and click on the “HR Staff Portal” link 
o Employee Resources and Personnel Policies can be found there.  

 
Hardcopies of most documents are available at no charge by contacting the Business 
Office. 
 
Disclaimer: While endeavoring to provide the most up-to-date documents for employee 
ease of use, occasionally posted documents are out-of-date as laws, policies, 
procedures, and benefits are subject to update at any time.  Questions should be 
directed to Human Resources or the Executive Director. 
 

Probationary Period 
All newly hired employees shall serve a probationary period of one hundred thirty 
(130) working days. 

The probationary period is considered a continuation of the selection process during 
which the agency evaluates the employee’s job performance, work habits, conduct, 
and overall suitability for continued employment. 

During the probationary period, employees may be released from employment at the 
discretion of the Agency, consistent with applicable law. 

Upon successful completion of the probationary period, the employee shall be 
classified as a permanent employee. 

Employee Classification 
Employees of the Agency are classified as follows: 

• Permanent Employees: Employees who have successfully completed the 
probationary period and are assigned to a regular position.  

• Probationary Employees: Employees currently serving their initial 130 working 
day probationary period.  

• Temporary/Substitute Employees: Employees hired on a short-term, seasonal 
need or to fill in on an as-needed basis. Substitute employees are considered 
temporary hourly employees and do not earn permanent status or probationary 
credit toward permanent employment unless formally appointed to a regular 
position. 

 
Employee Conduct 

The Agency is committed to providing a safe and civil learning and working 
environment. The Agency takes a strong position against any behavior that infringes on 
the safety or well-being of students, employees, or any other persons within the Agency 
or District’s jurisdiction or interferes with the ability to serve students. All personnel are 
required to promote mutual respect, tolerance, and acceptance among staff. Behavior 
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contrary to this commitment must be reported immediately. The Agency prohibits 
retaliation against anyone who files a complaint or participates in the complaint 
investigation process. 
 
Gossip is defined as discussing anything negative with someone who can’t help solve 
the problem. Gossip may be considered a form of harassment and is not allowed within 
the Community Roots School Food Services Agency. If there is a concern about a 
process or policy, it should be discussed with a supervisor who will either provide an 
explanation, solve the problem, or escalate the issue appropriately. It is everyone’s 
responsibility to ensure that their assumptions are based on accurate information.  
 

Standards of Performance & Evaluations 
Employees are expected to perform assigned duties in a satisfactory and professional 
manner. Performance expectations include, but are not limited to: 

• Adherence to Agency policies and procedures  
• Reliable attendance and punctuality  
• Safe and sanitary work practices  
• Professional conduct with students, staff, and the public  

Supervisors may conduct periodic evaluations of employee performance. Evaluations 
may be used to assess job performance, identify areas for improvement, and support 
employment decisions including completion of probation, promotion, or discipline. 
 

Code of Safe Practices 
It is Agency policy that everything possible will be done to protect employees, students, 
and visitors from injuries and illnesses. Safety is a cooperative undertaking requiring 
participation by everyone. Failure by any employee to comply with the safety rules will 
be grounds for corrective discipline up to and including termination.  
 
To carry out this policy, employees shall: 

1. Report all unsafe conditions and equipment to a supervisor immediately. 
2. Be aware of the potential hazards involving various chemicals stored or used in the 

workplace. 
3. Maintain working areas in a neat, orderly manner. Trash and refuse are to be 

disposed of in designated waste containers. 
4. Know that being under the influence, or in possession, of any controlled 

substances or alcohol while on duty is strictly prohibited. 
5. Use of personal protective equipment (such as oven mitts, sleeves, aprons, eye 

protection, etc.) as intended and directed. 
6. Store cleaning solvents and flammable liquids in appropriate containers. 
7. Keep solutions that may be poisonous or not intended for consumption in well-

labeled containers. 
8. Never leave lower desk or cabinet drawers open that presents a tripping hazard.   
9. Use care when opening and closing drawers to avoid pinching fingers. 
10. Not open more than one upper drawer at a time, particularly the top two drawers 

on tall filing cabinets. 
11. Not lift or lower portable tools by means of the power cord. 
12. Not engage in horseplay, scuffling, and any other acts which tend to have an 

adverse influence on the safety or well-being of the employees. 
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13. Keep all means of egress un-locked and well-lit during normal work hours. 
14. Sound the alarm and follow the location’s emergency action plan in the event of a 

fire. 
15.  Stop work and proceed in an orderly manner to the nearest clear exit and gather 

at the prearranged designated location upon hearing the fire alarm. 
16.  Shut off engine, set brakes, and block wheels prior to leaving a vehicle unattended. 
17.  Not attempt to respond to a fire or other emergency unless specifically trained to 

do so. 
18. Ensure all exit doors comply with the fire safety regulations during normal business 

hours. 
19.  Never stack material in an unstable manner or precariously on top of lockers, file 

cabinets or other elevated locations. 
20.  Inspect pallets and their loads for integrity and stability before loading or moving. 
21.  Maintain stairways free of any material that can be tripped over, and all areas under 

stairways that are egress routes shall not be used to store materials. 
22.  Keep appliances such as coffeepots and microwaves in working order and 

inspected for signs of wear, heat, or fraying of cords. 
23.  Report any exposed wiring and cords that is in disrepair or has deteriorated 

insulation so they can be repaired or replaced promptly. 
24.  Not service, repair, oil, or adjust machinery while in operation, except on 

equipment that is designed or fitted with safeguards to protect the person 
performing the work. 

25.  Not use a ladder unless trained to do so; do not stand on a chair or any other object.  
26.  Store files and supplies in such a manner as to preclude damage to the supplies or 

injury to personnel when they are moved. Heaviest items should be stored closest 
to the floor and lightweight items stored above. 

27.  Use equipment such as scissors, staplers, etc., only for their intended purposes and 
should not misuse hammers, pry bars, screwdrivers, etc. Misuse can cause damage 
to the equipment and possible injury to the user. 

28.  Maintain all tools and equipment in good condition. 
29.  Do Not store materials or equipment against doors or exits, fire ladders, or fire 

extinguisher stations. 
30.  Keep all designated aisles clear at all times. 
31.  Use only the appropriate tools for a specific task.   
32.  Wipe up all spills immediately. 
33.  Maintain sufficient access and working space around all electrical equipment to 

permit ready and safe operations and maintenance. 
34. Not use any portable equipment that is not grounded or double insulated. 
35. Wear hearing protection in all areas identified as having high noise exposure. 
36. Operate machinery or equipment only when trained, certified, and authorized. 
37. Always keep flammable or toxic chemicals in closed containers when not in use. 
38. Not eat in areas where hazardous chemicals are present. 
39. Ensure all electrical equipment is plugged into appropriate wall receptacles or into 

an extension of only one cord of similar size and capacity. Three-pronged plugs 
should be used to ensure continuity of ground. 

40. Follow any directives from school site administration for emergency events or drills 
performed at school site. 
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Chain of Command 
To avoid misunderstandings and to help create a more efficient workplace, it is 
necessary to follow the chain of command which requires that food service staff notify 
supervisors of immediate concerns in the kitchen. If you are unable to resolve any issues 
at the lowest level, it is recommended to escalate the issue to the next step in the chain 
of command. Refer to the Organizational Chart on page eight when making this 
determination.   
 
Clear communication is essential in preventing misunderstandings. If you do not 
understand information that was provided to you by a supervisor, contact them for more 
information. Do not ask their peer or go up the chain of command without first seeking 
clarification from the supervisor who provided the directive.  
 

Corrective Action and Discipline 
The Agency is committed to maintaining a fair and consistent approach to employee 
discipline. 
Progressive Discipline 

When appropriate, the Agency may utilize a progressive discipline process, which 
may include: 
1. Verbal warning  
2. Written warning  
3. Suspension  
4. Termination  

The Agency reserves the right to determine the appropriate level of discipline 
based on the severity of the conduct. 

Probationary Employees 
Probationary employees may be released from employment at any time during the 
probationary period, consistent with applicable law. 

Permanent Employees 
Permanent employees are subject to discipline for cause. Prior to the imposition of 
serious disciplinary action (such as suspension or termination), permanent 
employees shall be provided with notice of the proposed action and an 
opportunity to respond. 

Skelly Rights 
Permanent employees shall be afforded due process rights in accordance with 
applicable law, including the opportunity to respond to proposed disciplinary 
action before it is finalized. 
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Benefits 
All medical benefits are defined in the benefit enrollment guide.   

1. All Agency permanent employees who are contracted to work four (4) hours or more 
are entitled to pro-rated health benefits (based on contracted hours). 

 

2. All Agency permanent employees who are assigned to work four (4) or more hours 
per day automatically participate in the CalPERS (California Public Employees 
Retirement System), in addition to Social Security retirement. 

a. If employees are, or become, eligible for CalPERS at another company 
after the employee’s Agency hire date, please notify the Human Resources 
Department as soon as possible. 

 

3. All permanent employees who are assigned to work less than four (4) hours per day 
as well as substitutes, participate in Social Security.   

4. All regular employees are eligible to sign up for a voluntary 403b or 457 plan 
contribution. 

Summer Employment 
 

Less than 12-month employees are entitled to apply for temporary summer positions, if 
available. The Agency shall notify employees that it is accepting applications for summer 
employment and of the application deadline.  
 

Resignation 
 

When resigning from the Agency, at least 10 working days’ notice is preferred. 

• Employee must submit a signed Notice of Separation of Employment form 
(available from Payroll or Human Resources) or a written letter of resignation—
include a brief note stating why the employee is leaving and when their last day 
will be. 

• Employee must return any Agency property that has been issued such as 
uniforms or aprons. 
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Section 3: Meal Service Expectations 
Serving Area Standards 

• All food offered must reflect the published menu unless prior authorization was 
granted 
o The posted menu should be updated with any authorized changes  

• Students should receive a friendly welcome upon entering the service area  
• Food should look and taste good as indicated by student opinion  
• Serving areas should be clean and free of clutter 
• No foil may be visible on the serving line 
• Serving sizes must match the production records to ensure compliance  
• All signage and posters should be clean with no tears or visible tape  
• Ensure hot food stays hot and cold food stays cold by using ice pillows, hot lines, and 

warmers appropriately 
• Ensure hot lines/steam tables are not set too high to eliminate burn risk 
• There may be no cardboard boxes in the serving area 
 
Signage Visible to Employees Only: 

• Labor Law Poster 

Signage Visible to Students: 
• Justice for All poster 
• Most recent health inspection report  
• What Makes a Reimbursable Meal poster 
• Certificate of Inspection 
• Monthly Menu for all programs  

 
Reimbursable Meals 

All kitchen employees are responsible for understanding what makes a reimbursable 
meal. The Agency’s financial solvency depends on the funding received based on meal 
service compliance. The graphics on pages 14 and 15 provide more information.  
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Section 4: Uniform and Dress Policy 
 

Professional Appearance and Dress Code 
Employees are representatives of the Community Roots School Food Services Agency 
(CRSFSA) and are expected to be a positive reflection of the professional services we 
provide. Working without proper work attire, as outlined below, will result in being sent 
home. Our objective is to keep employees safe and injury-free in the workplace while 
presenting a positive, professional appearance. 
 

1. Clothing Condition 
a. Clothing must be in good condition (e.g., without holes or excessive fading) 

and appropriate to a school-work environment. 
b. Clothing that is low-cut, too short, or too tight is not permitted. 

2. Laundering Responsibilities 
a. All clothing must be clean at the start of each workday. 
b. All employees are responsible for laundering their work clothing. 
c. Clean clothing includes shirts, pants, aprons, sweatshirts, hats, hair 

coverings, etc. 
3. Aprons 

a. Aprons will be provided daily and will be laundered through a laundry 
service. Employees will receive clean aprons for each shift. 

b. Aprons are required while preparing and serving food. 
c. When stepping away from the food preparation area, such as for a break or 

to use the restroom, remove and store the apron in a sanitary location. 
 

Food Service Staff Dress Code 
The dress code for food service employees is essential for ensuring safety in the kitchen, 
maintaining hygiene, and presenting a professional image. Food service employees must 
adhere to the following rules: 
 

1. Clothing 
a. Employees in food service roles must wear long pants (no leggings or 

tights, capris are ok), no shorts, and non-slip close-toed shoes. Chef’s coats 
are provided (3 for employees working 5 days a week, with the option to 
purchase more at cost).  

b. Clothing must be clean and in good repair. Holes or frays are not 
acceptable. 

c. Skirts, if worn, must be knee to mid-calf in length and fitted to avoid 
snagging on kitchen items or equipment (same pant style options apply). 

d. Not permitted: Shorts, stretch pants, pajama jeans, jeggings, leggings, 
sweatpants/jogging suits, bike shorts, etc. 

4. Hair Coverings 
a. Hair must be effectively and completely contained, covered, and fully 

secured at all times (e.g., under a hairnet or hat/baseball cap). 
b. Beard coverings must be worn over facial hair longer than one-half inch. 

5. Jewelry & Nails 
a. No dangling jewelry is allowed in the kitchen, studs only. 
b. Jewelry should be minimal for safety reasons, wedding bands are ok. 
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c. Painted or Acrylic nails require wearing gloves. 
 

Office/Administrative Staff Dress Code 
The office and administrative staff at CRSFSA play a vital role in representing the Agency 
in all professional interactions. It is expected that office employees maintain a polished, 
approachable, and professional appearance. 
 

1. Casual and Professional Clothing:  
a. Administrative staff are expected to wear clothing that is professional, 

ensuring a neat and approachable look while maintaining a professional 
tone. 

b. Tops, skirts, pants, and dresses should be appropriate for an office 
environment, offering both comfort and professionalism. Avoid clothing 
that is overly casual, such as sweatshirts or distressed denim. 

c. Skirts and dresses should be no higher than three inches above the knee. 
Dresses are allowed and should be of appropriate length. 

2. Footwear  
a. Comfortable, professional shoes should be worn. While high heels are 

acceptable, flat shoes are also encouraged for comfort and safety. No open-
toe sandals or casual footwear, such as flip-flops, are allowed. 

3. Hair and Grooming  
a. Hair should be neat and styled in a manner appropriate for a professional 

setting. 
b. Fragrance should be worn in moderation to avoid overwhelming 

colleagues and visitors. 
4. Tattoos  

a. Unprofessional or inappropriate tattoos must be covered while at work. 
5. Jewelry & Accessories 

a. Jewelry should be minimal and not distracting. Excessive or loud jewelry is 
not appropriate. 

b. Sunglasses should not be worn indoors unless necessary for health reasons. 
 

Warehouse and Operations Team 
To promote a safe, professional, and cohesive work environment, all Warehouse and 
Operations staff are required to follow the uniform guidelines outlined below. 

 
1. Community Roots-issued T-shirt 

a. Employees will be provided with branded T-shirts to be worn as the 
standard uniform top. Shirts must be clean and in good condition. 

2. Pants or Shorts 
a. Employees may wear sturdy, clean pants or shorts (knee-length or longer). 

3. Footwear 
a. Close-toed, non-slip shoes are always required for safety. 
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Non-Compliance with Dress Code Policy 
 
At Community Roots School Food Services Agency, maintaining a professional 
appearance is essential for ensuring safety, respect, and consistency across all roles. 
Employees are expected to adhere to the dress code outlined above. 
In the event of non-compliance with the dress code policy, the following steps will be 
taken: 

1. Verbal Reminder: If an employee is found in violation of the dress code, they will 
be given a verbal reminder about the policy and asked to correct the issue 
immediately. 

2. Written Warning: If the issue persists, a written warning will be issued to the 
employee, outlining the specific violation and the expectation for future 
compliance. 

3. Corrective Action: Continued non-compliance may result in corrective action, 
which could include reassignment, suspension, or termination, depending on the 
severity and frequency of the violation. 
 

Employees who have concerns or need clarification about the dress code should reach 
out to their supervisor or manager for assistance. 
 
Allowable Exceptions: On special event days (i.e., holidays, spirit days, sports day, 
Hawaiian luau, Lunch Hero days, Kid’s Cooking Days, Red days, etc.), employees may 
dress according to theme. The safety and professional appearance guidelines outlined 
in this policy still apply. Approval is needed from the direct supervisor or manager 
before the event. 
 

Uniform Allotments 
1. Uniforms must be requested with the central kitchen or order through 

finance@communityrootsnc.org  
2. CR Production and Permanent School Nutrition Employees receive three chefs’ 

coats upon hire. Warehouse employees receive 3 CR T-Shirts. 
3. Hairnets and aprons are provided daily; one baseball cap will be provided upon 

request 
4. Employees are required to wear chef coats and aprons daily 
5. Employees can purchase additional chef coats or hats at cost 

a. To purchase additional uniform items, contact the business office 
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Section 5: Workers’ Compensation 
 

 
 

Call 911 for Medical Emergencies 
 

Every employee is entitled to receive workers’ compensation if injured at work. An 
employee shall report any work-related injury or illness to their supervisor as soon as 
practical and contact Company Nurse using the information below. All injuries must be 
reported regardless of severity or decision to seek treatment.  

Section 6: Payroll Information 
 
Permanent Regular Employees assigned to work 3 or more hours daily: 

• Pay periods are time worked starting the 26th of the month to the 25th of the next month 
• Paychecks will be ready on the 30th or 31st of the month (the last business day of each 

month) 
o It will be mailed if not picked up by the end of day 

Temporary Employees or extra hours: 
• Pay is issued once monthly on the 10th of the following month 
• Paychecks will be ready on the 10th 

o They will be mailed if not picked up by the end of the business day 

Permanent employees with direct deposit will receive their pay stubs electronically. 
 

Work Hours Recording Procedures 
Payroll Number: 530-452-0980 x 6006 

All temporary and substitute employees must log time in or out on an extra hours 
timesheet themselves. Any hours missed will be recorded within the pay period via 
Frontline Absence Management System. Any additional hours worked beyond 
contracted hours (for permanent employees) need to be approved by the direct 
supervisor or manager and logged using the extra hours timesheet.  
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Overtime 

Overtime shall be compensated in accordance with applicable federal and California 
law. 

Non-exempt employees shall be paid overtime for all hours worked in excess of eight 
(8) hours in a workday or forty (40) hours in a workweek, unless otherwise defined by 
law. 

All overtime must be approved in advance by a supervisor or manager. 

Employees who work for multiple employers are responsible for notifying the Agency 
if combined work hours may result in overtime obligations. 

Unauthorized overtime may result in corrective action; however, all hours worked must 
be reported and will be compensated in accordance with the law. 

Meal and Rest Breaks  
 
Community Roots School Food Services Agency is committed to complying with all 
state and federal labor laws regarding meal and rest periods. All employees are 
expected to take their legally required breaks. Supervisors are responsible for 
scheduling breaks based on operational needs while ensuring full compliance with 
applicable laws. 

Rest Breaks 

• Employees are entitled to one paid 10-minute rest break for every four hours 
worked or major fraction thereof. 

• Rest breaks should be taken as close to the middle of each work period as 
possible and may not be combined with other breaks or used to arrive late or 
leave early. 

• Rest breaks are paid and do not require any timecard notation. 

Meal Breaks 

• Employees who work more than five (5) hours in a day are entitled to a 30-
minute unpaid meal break, to begin before the end of the fifth hour of work. 

• A second 30-minute unpaid meal break is required for employees who work 
more than ten (10) hours in a day, unless a waiver has been signed (see below). 

• Permanent Regular Employees will have their unpaid meal breaks included in 
their contracted hours in the absence management system. 

• Meal breaks must be uninterrupted and employees must be relieved of all 
duties during the meal period. 

• Drivers may take meal and rest breaks along their route as coordinated with 
and approved by their supervisor. 
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Meal Break Waivers 
• Employees who work no more than six (6) hours in a day may voluntarily waive 

their 30-minute meal break by completing and signing a Meal Break Waiver 
Form. 

• Employees working more than ten (10) hours may waive their second meal 
break only if the first meal break was taken and both the employee and 
employer agree in writing using the designated waiver form. 

• Meal break waiver forms are available from Human Resources and must be 
approved by a supervisor in advance. 

• Waivers may be revoked at any time by either the employee or the employer 
with written notice. 

Break Compliance 

• Employees must take all breaks as scheduled and directed. 
• Skipping, combining, or rescheduling breaks without supervisor approval is not 

permitted. 
• Failure to comply with this policy may result in disciplinary action. 

Time Card Discrepancy Corrections 
Supervisor approval is required for any changes or additions to an employee’s 
contracted or shift hours. Employees are expected to record their extra hours or time 
missed within the pay period. If there is an unavoidable issue, such as an internet 
outage, let your supervisor or manager know and they will email the Business Office to 
ensure accurate payroll processing. The message should include the employee’s name, 
reason for the discrepancy, and the date the error occurred.  
 

Section 7: Attendance 
The contribution of each Agency employee is critical and the efforts of each and every 
one is needed to efficiently serve our students. While the vast majority of employees 
have a strong commitment to their work and have excellent attendance records, 
unnecessary absenteeism results in reduced productivity, low morale, loss of service, 
and significant costs to Agency. The expectations regarding attendance are as follows: 
 

• Employees are expected to work the number of hours they are assigned 
• Employees are expected to be at their workstations on time 
• Employees are expected to comply with legal and Agency rules regarding 

reporting of absence and providing appropriate documentation 
• Employees must maintain regular attendance and avoid excessive absenteeism 

The Agency will make every attempt to avoid scheduling activities that contribute to staff 
absenteeism. 
 
Employees should be aware that the following patterns will be considered when 
evaluating and addressing excessive absences:  

1. Frequent short-term absences (e.g., one or two days per month).  
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2. Illnesses are patterned (e.g., on Monday or Friday, just before or after a three-day 
weekend or payday).  

3. Illness occurs immediately before or after employee counseling, negative performance 
evaluation, or discipline.  

4. Illness occurs at the time of scheduled tasks which the employee is known to dislike  
performing.  

5. The employee consistently uses their allotment of full pay illness or personal necessity 
resulting in frequent absences that negatively impact the operation.  

6. When vacation is requested and denied for a specific date and the employee calls in ill 
on that day.  

7. Absence occurs immediately before or following a scheduled vacation, or unassigned 
period. 

 
Excessive absenteeism or patterns of misuse of leave may result in corrective action, up 
to and including termination. The Agency will evaluate attendance issues based on 
operational impact, frequency, and compliance with reporting requirements. 

 
Emergency Absence Reporting 

If an employee is unable to report to work, they must call the Site Lead and Manager 
assigned to their site at least two hours prior to their scheduled shift or by 6:00 a.m., 
whichever is earlier. When reporting an absence to the Agency, it is required that the 
employee, (not a family member or friend unless the employee is physically unable to 
make the call) contacts their supervisor/manager. If you leave a voicemail, please 
provide the following information: 

• Name 
• Work Location 
• Assigned Hours 
• Date of absence 
• Type of absence (Sick or PN) 

 
Site Lead (SL) Absences: 

• SLs are expected to schedule their site’s Site Assistant (SA) as their replacement 
if there is a SA position at the site  

• Inform Food Services Director or Culinary Production Manager of this 
arrangement and if there is a need for another SA 

• All other employees are not to plan for their own shift replacement this is the 
responsibility of the Food Services Director or Culinary Production Manager or 
Site Manager. 

Central Kitchen (CK) Production Staff: Contact the Culinary Production Manager at (530) 
452-0980, extension 6010 to report absences.  Calls must be made at least two hours 
prior to the start of the shift. 

Types of Absences 
The Agency provides leaves of absence for employees in accordance with the law, 
Board Policies and Administrative Regulations. Leave benefits are provided to ease the 
financial burden on employees who are unavoidably required to be absent. Employees 
who use sick time for unauthorized reasons violate Agency policy and related laws. 
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All absences must be documented on the timecard. If an employee plans to be absent 
and is aware of it in advance, the absence needs to be requested through Frontline and 
must be submitted to the Agency at least ten days prior to the event.  
 
Sick Time 
Employees accrue sick leave at the same ratio that the employment bears to full-time 
employment. As such, 10-month employees are annually entitled to ten (10) 
compensated days. Sick leave should be used only for physical or mental disability 
which makes it impractical for the employee to perform their regular duties.   
 

Personal Necessity  

Employees may use up to five days of paid sick leave in each school year in cases 
of personal necessity (Car appointments & Dr appointments that cannot be 
scheduled outside of the workday, etc.). Personal necessity leave is taken from 
the same bank of accrued time as sick time; it is not an additional five days. For 
example, if you accrue 10 days of sick leave per year and use five for personal 
necessity, you will only have five more days available for personal illness/sick 
time.  

  
Responsible Use of Sick Leave 
Sick leave is provided to support employees during times of personal or family 
illness, medical appointments, or other qualifying health-related needs. 
 
Employees are expected to use sick leave in a responsible manner consistent 
with its intended purpose. 
 
The Agency recognizes that some employees may have significant accrued sick 
leave balances, including transferred balances from prior public education 
employment. These balances are intended to provide financial protection during 
periods of legitimate need, including serious or extended health conditions. 
 
Patterns of misuse or abuse of sick leave may result in corrective action, in 
accordance with Agency policy and applicable law. The Agency reserves the 
right to request verification of illness in cases of suspected misuse, consistent with 
applicable law. 
 

Vacation Policy 
Community Roots School Food Services Agency recognizes the importance of rest 
and personal time and provides vacation benefits to eligible employees. This policy 
outlines how vacation time is allocated, used, and administered. 
 

Eligibility 

• All regular full-time permanent employees are eligible to accrue vacation leave. 
• Part-time permanent employees who are regularly scheduled to work will accrue 

vacation on a prorated basis, based on the FTE and scheduled workdays. 
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Accrual and Allocation 

• Vacation days are granted as a bank on July 1 of each fiscal year. 
• The number of vacation days is based on the employee’s FTE (Full-Time Equivalent), 

number of scheduled workdays per year, and years of service (longevity). 
• Vacation accrual rates are listed on each employee’s applicable salary schedule. 
• Vacation may be used in minimum increments of one (1) hour. 

Usage Guidelines 

• For 12-month employees, vacation days must be requested at least ten (10) working 
days in advance. Approval is based on the operational needs of the Agency. 

• All employees are encouraged to take vacation during Fall, Winter, Spring, or Summer 
breaks, when feasible, to minimize disruption to services. 

• For 10-month employees (10-Month is defined on the salary schedule as anyone 
working 180-210 days a year), vacation days are not allowed because of the work 
schedule and will be paid out at the end of every fiscal year (June 30th). 

Payout and Accrual Cap 

• Hourly 10-month employees will receive a payout of their vacation balance at the end 
of the fiscal year (June 30). 

• For 12-Month employees vacation accrual is capped at 150% of the employee’s annual 
accrual rate. Once the cap is reached, no additional vacation will accrue until the 
balance is reduced below the cap. 

• If an employee terminates employment before June 30, they may be required to repay 
any vacation time used or paid out in excess of what was earned. 

Vacation Usage 

The Agency provides food services aligned with the academic calendar. 
Therefore, employees are strongly discouraged from taking vacation during the 
180 instructional school days unless there is an emergency or exceptional 
circumstance. 

 
All vacation requests must: 
• Be submitted in writing (email is preferred), 
• Be approved in advance by the Executive Director, or designee 
• Be requested as far in advance as possible, preferably with at least two weeks' notice. 

Approval of vacation time is subject to operational needs and staffing requirements. 
The Agency reserves the right to deny vacation requests during peak service times or 
if absences would impair the Agency’s ability to fulfill its obligations to the school 
districts. 
 

Vacation Payout upon Separation 

Upon separation from employment, employees will be paid for any unused, 
accrued vacation time at their final rate of pay. 
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Bereavement Absence 
An agency employee shall be granted up to five days of leave for bereavement 
purposes upon the death of a member of the employee’s immediate family or 
household. Three (3) days will be paid and the other two (2) will be unpaid unless sick 
or vacation are used. In addition, the employee may take additional days of paid 
bereavement from accrued and unused vacation or Personal Illness leave. Definition of 
an immediate family member would be spouse, child, parent, sibling, grandparent, 
grandchild, domestic partner, or parent-in-law.  
 
Judicial and Official Appearance Leave 
An Agency employee shall be granted paid leave for purposes of regularly called jury 
duty, appearance under subpoena as a witness in court other than as a litigant, or to 
respond to an official order from another governmental jurisdiction for the reasons not 
brought about through the connivance or misconduct of the employee.  
 
Jury Duty reporting procedures are as follows: 

1. Send a copy of the Jury Duty Summons to payroll immediately upon your 
receipt of such summons. 

2. If on call for Jury Duty and not called to appear, the employee will not be excused 
from work.  After calling in each day for Jury Duty, contact your supervisor and 
report whether you have or have not been called to appear for Jury Duty. 

 
3. Once Jury Duty is over, only include the days/hours you were absent from work 

due to jury service.  You will receive full pay for the days you are out, up to  days, 
at your contracted hours and rate. 

 
4. Once dismissed, send in the original (usually green) Jury Duty dismissal form. 

 
5. When the employee receives the check from the Jury Duty court, the employee 

must reimburse the Agency for the Jury Duty portion of your check.  Employees 
may keep the amount paid to them for mileage.  Please be sure to send in a copy 
of the Jury Duty check with their remittance. Please make check payable to 
CRSFSA. 

\Forms & Notifications\Substitutes 
Family Medical Leave Act/California Family Rights Act 
The federal Family and Medical Leave Act (FMLA) and State of California Family Rights 
Act (CFRA) provides eligible employees with a maximum of twelve weeks of protected 
leave per year when the employee or a covered family member experiences a serious 
health condition, or when an employee requires time to bond with a child after the 
child’s birth or placement through adoption of foster care. More information pertaining 
to FMLA and CFRA can be found in the FMLA Policy.  
 
Pregnancy Disability Leave 
Per PDL Policy, an employee shall be entitled to Pregnancy Disability Leave (PDL) for 
the period of the disability not to exceed four months for each pregnancy. PDL shall run 
concurrently with FMLA leave for disability caused by an employee’s pregnancy. At the 
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end of the employee’s FMLA leave for a disability caused by pregnancy, or at the end 
of four months of PDL, whichever occurs first, a CFRA-eligible employee may request to 
take CFRA leave of up to 12 work weeks for the reason of the birth of her child, if the 
child has been born by this date (e.g., baby bonding), whether or not she or the child 
has a serious health condition or disability. To the extent allowed by law, CFRA and 
FMLA leaves shall run concurrently. 
 
Military Service Leave  
Military leave shall be granted in accordance with law to employees 
performing military duties on a voluntary or involuntary basis in a uniformed service, 
including active duty, active duty for training, initial active duty for training, inactive duty 
training, full-time National Guard duty, examination to determine fitness for duty, and 
performance of funeral honors duty. Employees receiving military orders shall provide 
a copy of the orders to their immediate supervisor upon receipt.  

School Activity Leave 
Employees may use their accrued vacation leave to take time off for school-related 
meetings and activities of which their children are involved. Up to 40 hours of vacation 
per year may be used to attend school activities, but not more than eight hours per 
month. All other vacation request policies are applicable to this leave including, but not 
limited to, providing appropriate notice.  
 
Catastrophic Leave Program 
Catastrophic Leave Program is available for permanent employees who become 
incapacitated due to a catastrophic illness or injury for an extended period and have 
exhausted all paid leaves.  Participation in this program (donations and approved 
withdrawals) is strictly voluntary and confidential per policy. 

 
When Not to Work 

 
Employees should not report to work if displaying any of the following symptoms: 

• Cold, flu, sore throat, respiratory illness; 
• Diarrhea, infections, or a contagious illness; 
• Hand with an infected wound or burn; 
• Exposed skin infections, boils, and open sores. 
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Section 8: Seniority, Reduction in Force (layoff) & Reemployment 
 
Seniority 
Seniority shall be defined as the employee’s initial date of hire into a paid position with 
the Agency within their current classification. 
Seniority may be used to determine priority for: 

• Layoffs and reduction in force  
• Reemployment eligibility  
• Temporary or seasonal work assignments  

The Agency reserves the right to consider operational needs, qualifications, and 
program requirements when making staffing decisions. 
 
Reduction in Force (Layoff) & Reemployment 
In the event of a reduction in force due to lack of work, lack of funds, or organizational 
restructuring, the Agency may implement layoffs. 
 
Layoff decisions may consider factors including: 

• Seniority  
• Qualifications and certifications  
• Program and operational needs  

 
Employees subject to layoff will receive notice in accordance with applicable law. 
Employees who are laid off may be placed on a reemployment list for a period consistent 
with applicable law or Agency policy. 
 
Reemployment opportunities shall be offered to qualified individuals on the 
reemployment list in order of seniority, when feasible. 
 
Tie-Breaking Procedures 
In the event two or more employees have the same hire date within the same 
classification, the following tie-breaking criteria shall be applied in order: 

1. Total Hours in Paid Status within the classification  
2. Relevant Experience in school nutrition or similar programs (if documented and 

consistently applied)  
3. Employee Identification Number (Employee ID), with the lower number 

indicating greater seniority. All employees are entered into the payroll system in 
the order in which they are hired.  

4. If a tie still exists, the Agency shall determine order by a random selection 
process, conducted in a documented and transparent manner  

The Agency shall apply all tie-breaking criteria consistently and maintain documentation 
supporting the determination. 
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Section 9: Employee Rights and Responsibilities Under Law 
 

Employee Complain Procedure 
Employees are encouraged to raise concerns or complaints through their supervisor or 
the appropriate chain of command. Complaints related to workplace conditions, 
supervision, or policy interpretation should be addressed promptly and professionally. 
The Agency prohibits retaliation against any employee who raises a concern in good 
faith. 
Formal complaint procedures may be governed by Agency policy or applicable 
collective bargaining agreements. 
 

Tuberculosis (TB) Test 
All Agency employees are required to have current, negative TB test results on file 
according to Education Code 49406 and Agency Administrative Policy. 

• The Agency contracts with the County Nurse or a School Nurse within the County 
for TB services. 

• Current Employees: Must have a TB assessment certification every four years.  The 
Agency will pay the cost for follow-up assessment every 4 years. 

 The Agency will reimburse employees for the cost of the TB skin test 
required for continuing employment, not to exceed $150.00.  Receipt 
must be provided to the Agency for reimbursement. 

• Any employee testing positive from a standard TB skin test must complete a chest 
x-ray.  A chest x-ray, if necessary, will need to be scheduled through employees 
insurance and the Agency will pay for the employees share of cost. 

o Employees requiring a chest x-ray rather than a TB skin test every four 
years may be eligible for partial reimbursement, not to exceed the cost of 
a TB skin test conducted by employee’s health care provider.  Submit 
receipt of expense to Payroll for determination of eligibility. 

• Employees may use their own health care provider for this test.  

Civil Rights  
The goal of civil rights is equal treatment for all applicants and beneficiaries, elimination 
of barriers that prevent or deter people from receiving benefits, and dignity and respect 
for all. Program operators will not discriminate against participants based on race, color, 
national origin, sex, age, or disability. All Agency employees receive annual training 
pertaining to Civil Rights requirements in school nutrition programs. The Civil Rights 
Coordinator for the Community Roots School Food Services Agency is the Executive 
Director.  
 
The agency will inform applicants, participants, potentially eligible people, and 
grassroots organizations on how they can participate in Child Nutrition Programs, 
eligibility requirements, benefits, services, and changes in services, locations, and hours 
of service. Each meal service area will display an And Justice for All posters. The non-
discrimination statement is included on all materials distributed about child nutrition 
programs with appropriate translations and alternative formats for persons with 
disabilities.  
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Employees will ensure that everyone is treated with fairness, respect, and equality in the 
cafeteria by doing the following:  

 
 Providing great customer service to all students equally 
 Ensuring each student has access to the same menu items in the same amounts 
 Not maintaining separate eating areas, seating arrangements, or serving lines 

Equal Employment and Anti-Discrimination 
The Board of Directors desires to provide a positive work environment where 
employees and applicants are assured of equal access and opportunities and are free 
from harassment in accordance with law. 
 
Agency employees are prohibited from discriminating against or harassing any other 
employee or job applicant on the basis of the person’s actual or perceived race, 
religious creed, color, national origin, ancestry, age, marital status, pregnancy, physical 
or mental disability, medical condition, genetic information, military and veteran status, 
gender, gender identity, gender expression, sex, or sexual orientation, or association 
with a person or group with one or more of these actual or perceived characteristics. 
 
Prohibited discrimination consists of acting against a person that would adversely 
impact conditions of employment in the Agency, including but not limited to wages, 
hours, terms and benefits based on any of the prohibited categories of discrimination 
listed above.  Additionally, discrimination is prohibited based on the person’s: 
 Religious creed, religious dress or grooming practices, or any conflict between 

religious beliefs, observances, or practices and an employment requirement; or 
 Pregnancy, childbirth, breastfeeding, or any other related medical conditions. 

 
Harassment consists of any unwelcome verbal, physical, or visual conduct that is based 
on any of the prohibited categories of discrimination listed above and that is so severe 
and pervasive that it adversely affects an individual’s employment opportunities, has the 
purpose or effect of unreasonably interfering with the individual’s work performance, or 
creates an intimidating, hostile or offensive work environment. 
 
Retaliation is prohibited against any employee or job applicant, who complains, testifies, 
assists, or in any way participates in CRSFSA’s complaint procedures instituted by Board 
policy.  Any employee who engages in prohibited discrimination, harassment, or 
retaliation or who helps or encourages another to engage or attempt to engage in such 
behavior in violation of this policy shall be subject to disciplinary action, up to and 
including dismissal. 
 
An employee or applicant who feels that he/she has been or is being discriminated 
against or harassed in violation of CRSFSA’s policies should, without fear of reprisal, 
immediately contact, as appropriate, his/her supervisor or the Agency’s Executive 
Director who shall advise the employee or applicant about CRSFSA’s procedures for 
filing, investigating, and resolving any such complaints.  A person may also file a 
complaint with either the California Department of Fair Employment and Housing 
(DFEH) or the Equal Employment Opportunity Commission (EEOC).   
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Sexual Harassment 
Sexual harassment includes un-welcomed sexual advances, requests for sexual favors, 
or other verbal, visual, or physical conduct of a sexual nature made by someone from or 
in the work setting, whether it occurs between individuals of the same sex or individuals 
of the opposite sex. The Agency considers harassment to be a major offense. Further, 
the Agency prohibits retaliatory behavior against an employee who files a harassment 
complaint or any participant in an investigation process. Never engage in, ignore, or 
condone harassing behavior.  
  
Sexual harassment, or any other form of illegal harassment committed by supervisors 
or any employee at any level will not be tolerated by the Agency and will be subject to 
disciplinary action, including reprimand, suspension, and/or termination. Prohibited 
harassment can also be caused by a student, parent, or person having any business with 
the Agency. 
 
Harassing conduct can take many forms, including verbal remarks or name-calling, 
graphic and written statements, adverse decisions linked to a condition or consequence 
of employment, or conduct that is physically threatening or humiliating. 
 

Outside Employment 
All personnel are employed for a specific job in the Agency. It is understood that the 
duties of each position shall be carried out to the satisfaction of the supervisors. Outside 
employment may not interfere with the proper discharge of assigned duties and may 
be incompatible when such activities: 

1. Require time periods that interfere with assigned work hours 
2. Allows for compensation from an outside source for activities which are part of 

the employee’s regular duties 
3. Involves using the Agency’s name, prestige, time, facilities, equipment, or 

supplies for private gain 

Reporting of Child Abuse and Neglect 
All Community Roots School Food Services Agency employees are identified as 
mandated reporters. Every employee of the Agency will: 

• Receive the required annual mandated training within the first six weeks of 
each school year or within the first six weeks of employment in accordance 
with AB 1432 and California Education Code §44691. 

o California AB1432 Mandated Reporter Training – Identifies the signs 
and symptoms of child abuse, outlines the reporting requirements and 
touches on all they key issues to comply with training requirements. 

• Periodically review the following information to ensure understanding of their 
reporting responsibilities as outlined below and in the mandatory training 
received. 

• Agree to comply with these responsibilities in accordance with State laws and 
Agency policies and procedures in the course of their employment. 

• Contact their Supervisor, Director of Food Services, Chief Business Official or 
Executive Director in the event they have any questions or concerns. 
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When Reporting Abuse is Required 

A mandated reporter, who in his or her professional capacity, or within the scope of his 
or her employment, has knowledge of or observes a person under the age of 18 years 
whom he or she knows or reasonably suspects has been the victim of child abuse or 
neglect must report the suspected incident (see “Where to Call In and Send the Written 
Abuse Report” below).  The reporter must contact a designated agency immediately or 
as soon as practicably possible by telephone, and must prepare and send, fax, or 
electronically transmit a written follow-up report within 36 hours of receiving the 
information concerning the incident.  [CANRA §11165.6 & 11166] 

Abuse or Neglect That Must Be Reported 

 Physical injury or death inflicted by other than accidental means on a child or by 
another person. [CANRA §11165.6] 

 Sexual abuse meaning sexual assault or sexual exploitation of a child.  [CANRA 
§11165.1] 

 Neglect meaning the negligent treatment, lack of treatment, or the maltreatment 
of a child by a person responsible for the child’s welfare under circumstances 
indicating harm or threatened harm to the child’s health or welfare.  [CANRA § 
11165.2] 

 Willful harming or injuring or endangering a child meaning a situation in which 
any person inflicts, or willfully causes or permits a child to suffer, unjustifiable 
physical pain or mental suffering, or causes or permits a child be placed in a 
situation in which the child or child’s health is endangered.  [CANRA §11165.3] 

 Unlawful corporal punishment or injury willfully inflicted on a child and resulting 
in a traumatic condition.  [CANRA § 11165.4] 

 Abuse or neglect (defined above) in out-of-home care (where the person 
responsible for the child’s welfare is a licensee, administrator, or employee of 
facility to care for children, or an administrator or employee of a public or private 
school or other institution or agency).  [CANRA § 11165.5] 

Reasonable Suspicion 

“Reasonable Suspicion” is defined to mean it is objectively reasonable for a person to 
entertain such a suspicion, based upon facts that could cause a reasonable person in a 
like position, drawing, when appropriate, on the person’s training and experience, to 
suspect child abuse or neglect.  “Reasonable suspicion” doesn’t require certainty.  
[CANRA § 11166(a)(1)] 
 
Where to Call and Send the Written Abuse Report 

 Telephone reports of suspected child abuse or neglect must be made 
immediately or as soon as possible to: 

o Nevada County Child Welfare Services (CWS) department (530-273-4291 
or1-888-456-9380 Child Protection Hotline/Child Protective Services), or 
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o Any police department or sheriff’s department (Nevada County Sheriff – 
530-265-1471) (excludes school district police or security department) if 
there is immediate danger 

• The written report, to be submitted within 36 hours after the telephone report, 
must include the information described in CANRA §11167(a) and may be 
submitted on Form BCIA 8572 (Suspected Child Abuse Report).  This form and 
instructions are available on the Agency Employee page under BCIA Form 8572: 
Suspected Child Abuse Report 

 Employees may consult with the school principal or CRSFSA supervisor prior to 
calling or filing a written report if there are any questions or concerns.  However, 
employees still must report if they have reasonable suspicion of abuse or neglect. 

o Employees are encouraged to notify the CRSFSA Executive Director and 
the school principal in the event a report of child abuse is made.  This 
notification may be made anonymously to the employee’s employer.  
Notification procedures may not conflict with CANRA §11166. 

Responsibility for Reporting [CANRA §11166] 

 If employees have knowledge or reasonable suspicion of child abuse or neglect, 
they are responsible for the report. 

 If an employee and at least one other person jointly have knowledge of known 
or suspected abuse or neglect, an agreed upon team member may make one 
telephone report and written report.   A team member who has knowledge that 
the designated individual failed to make the required report shall thereafter 
make the report. 

 No supervisor or administrator may impede or inhibit the reporting duties and 
no person making such report shall be subject to any sanction for making the 
report. 

 If an employee confers with a superior (whether or not they agree), the employee 
must make the report as the individual with the original suspicion/knowledge. 

  

Immunity and Confidentiality of Reporter and of Abuse Reports 

Mandated reporters have immunity from criminal or civil liability for reporting as 
required or authorized by law [CANRA §11172(a)].  The identity of a mandated reporter 
is confidential and disclosed only among agencies receiving or investigating reports 
and other designated agencies [CANRA §11167(d)(1)].   Reports are confidential and 
may be re-disclosed only to specified persons and agencies.  Any violation of 
confidentiality provided by CANRA is a misdemeanor punishable by imprisonment, 
fine, or both.  [CANRA §11167.5(a)-(b)] 

Penalty for Failure to Report Abuse 

A mandated reporter who fails to make a required report is guilty of a misdemeanor 
punishable by up to six months in jail, a fine of $1,000, or both.  [CANRA §11166(c)] 
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Section 10: Agency Employee Responsibilities 
 

Meal Service and Food Consumption Policy 
To maintain compliance with federal and state regulations, promote equitable use of 
program resources, and minimize food waste, Community Roots School Food Services 
Agency enforces the following guidelines regarding food consumption: 

1. Student Meal Priority 

Meals prepared and served by Community Roots are intended for enrolled students 
participating in the school meal programs. Students must always be served first and in 
full accordance with USDA meal pattern requirements. 

2. Faculty and Staff Meals 

Faculty and school staff who are not part of the food service team are not permitted to 
consume school meals unless: 

• They purchase a meal at the established adult meal price, and 
• Their meal purchase is recorded and tracked per federal reimbursement 

guidelines. 
Free meals for faculty or non-foodservice staff are not allowed under any circumstances. 

3. Food Service Staff Meals 

Food service employees are entitled to one employee meal per scheduled shift. This 
meal: 

• Must be consumed during the employee’s designated break time, 
• Must be consistent with the posted school menu (no special or extra items), and 
• Must be tracked internally and in alignment with agency policy. 

Additional food items or seconds are not permitted unless approved by a supervisor 
and tracked for inventory and cost control. 

4. Food Waste and Excess 

Community Roots is committed to reducing food waste. Leftover food must be 
managed according to the agency’s standard operating procedures (SOPs) and may 
not be consumed freely by staff. Acceptable options for excess food may include: 

• Reuse in future meals if held properly under food safety standards, 
• Donation through an approved food recovery partner (as available), 
• Disposal according to health and safety regulations if reuse or donation is not 

feasible. 

No employee may take leftover food home unless authorized under an approved food 
recovery protocol. 
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5. Enforcement 

Failure to comply with this policy may result in disciplinary action, up to and including 
termination. This includes unauthorized consumption of food, exceeding the allowed 
employee meal, or providing meals to unauthorized individuals without proper 
payment and documentation. 

Agency-Owned Food and Supplies 

It is against Agency policy to take food or supplies purchased by CRSFSA or any other 
organization (including but not limited to the USDA, schools, childcare programs, or 
PTAs): 
 

• From the Agency’s central kitchen or office, school site, or other offsite property 
during or after school hours, including but not limited to, any or all school events, 
contracted events, or programs while acting under the direction and supervision 
of the CRSFSA.   
 

• For personal use or other use or gain without the prior expressed verbal or 
written authorization and approval of CRSFSA’s Executive Director. This includes 
items such as products that have an expired shelf life, are a damaged product, or 
are prepared leftovers/extras which must be donated or destroyed (not an 
exhaustive list). 

Equipment Use 
Agency and District equipment should be used for and dedicated to official business 
and personal use of equipment should be minimal. At no time should Agency or District 
equipment be used for outside, commercial, or business purposes. No employee is 
permitted to remove any property owned or controlled by the Agency or District for 
personal use.  

Safeguarding Agency Keys 
Employees may be issued Agency or District keys and it is crucial to safeguard these 
items. When keys are lost or misplaced, a supervisor must be immediately notified. Lost 
keys will be investigated and could result in disciplinary action.  

Health and Safety Policy 
Administrative Policy outlines the Agency’s dedication to providing a place of 
employment that is safe and healthy. The Workplace Violence Prevention Plan and the 
Injury and Illness Prevention Program further detail the steps taken to ensure this is true 
for all employees. A copy of both and all associated forms can be found on the 
employee website under Personnel Policies. Printed copies of these documents are also 
maintained at each site. Additional copies are available upon request at no charge.  

Training and Certification Requirements 
Employees are required to maintain all certifications, licenses, and training necessary to 
perform their assigned duties, including but not limited to: 

• Food safety certifications  

• Required USDA Professional Standards training  

• Workplace safety training  
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Failure to obtain or maintain required certifications may result in reassignment, removal 
from specific duties, or corrective action, up to and including termination. 

 
Workplace Violence Prevention 

All employees are expected to treat co-workers, parents, students and other school staff 
with respect and courtesy. Engaging in verbal confrontations, displaying rude and 
discourteous behavior, including intimidating behavior, making verbal threats, 
displaying threatening behavior or being involved in a physical confrontation is strictly 
prohibited. Violation of this policy may result in the immediate suspension pending 
dismissal of the employee. The Agency is committed to providing employees with a 
work environment that is safe, secure, and free of intimidation, threats, and violence. 
The Agency maintains this commitment by responding with zero tolerance to acts of 
violence by training employees to recognize and effectively respond to behavior which 
may lead to violence and by communicating to employees the expectation of 
responsible behavior in the workplace. With the participation and willingness of all staff 
to stay alert, be informed, and take appropriate action, a safe and positive working 
environment can be sustained.  
 

Conduct with Students 
The Agency is committed to supporting a safe and secure learning environment for all 
students. As such, the most important responsibility of all Agency employees is the 
safety of students. While the Agency encourages the cultivation of positive relationships 
with students, all individuals who work with or have contact with students are reminded 
that they must be mindful of the fine line drawn between being sensitive to and 
supportive of students, and a possible or perceived breach of responsible, ethical 
behavior. Employees and all individuals who work with or have contact with students 
are expected to use good judgment. It is particularly important that no action be taken 
by employees that would exploit, cause harm to, or otherwise be detrimental to the 
physical or emotional well-being of students.  
 
When a child becomes unruly or will not comply with cafeteria rules and policies, Food 
Services employees must report the incident to a campus supervisor or school 
administrator. Do not attempt to discipline the child or take matters into your own 
hands. Food Services employees may not yell at, scold, belittle, pull, push or touch 
students.  
 
The following is a list of behaviors which Agency Food Services employees shall not 
engage in with students. This is not an all-inclusive list and is not intended to replace 
individual common sense. These are problem areas that have the potential for 
misunderstandings. Food Services employees shall not:  
 

1. Touch or have any physical contact with a student that is not age appropriate or 
within the scope of the employee’s responsibilities and/or duties.  

2. Discuss or engage in smoking or alcohol use with students.  
3. Give personal gifts to or accept personal gifts from students.  
4. Loan money to or accept loans from students.  
5. Buy or sell personal property to or from students.  
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6. Visit students’ homes or have students visit employees’ homes (unless there is a 
family relationship).  

7. Meet with students behind closed doors or privately either on or off campus.  
8. Offer rides to, or accept rides from students.  
9. Discuss sex, religion, politics or racial topics with students.  
10. Discuss or make disparaging remarks about students or adults with other 

students or adults verbally or in writing.  
11. Make personal comments regarding a student’s appearance or any flirtatious 

comments.  
12. Make disparaging or insulting remarks directly to students or adults.  
13. Exchange addresses/telephone numbers with students.  
14. Communicate with students in writing or electronically. 
15. Encourage students to behave inappropriately or violate rules or regulations.  
16. Belittle, intimidate (through looks or actions), reprimand, yell, scream at or hit 

students.  
17. Engaging in any behaviors, either directly or indirectly with a student or in the 

presence of a student, that are unprofessional, unethical, illegal, immoral, or 
exploitative.  

Failure to comply with any of the policies listed above may subject the employee to 
immediate suspension pending dismissal. 
 

Disaster Service Workers 
In accordance with California Government Code Sections 3100–3109, all public 
employees are designated as Disaster Service Workers. 
 
Employees may be required to perform disaster service activities in the event of an 
emergency or disaster and must follow Agency direction during such events. 
 

Social Media  
While the Agency recognizes that during non-work hours employees may participate in 
online social media, blogs, and other online tools, employees should keep in mind that 
information produced, shared and retrieved by them may be subject to Agency policies. 
If social media postings violate the law or Agency policies or create a substantial 
disruption to the work environment, the administrator may have an obligation to 
respond and take appropriate action, including but not limited to investigation and 
possible discipline. Additionally, the Agency may not be able to protect or represent 
employees who incur legal action from a second party in response to the employee’s 
behavior on a social networking site. No employee shall act as a media representative 
of the CRSFSA unless approved by the Executive Director.  

Bloodborne Pathogens 
While not expected during the normal course of performing Agency job duties, 
employees will take proper precautions to avoid an exposure incident involving blood 
and body fluids.  OSHA defines an exposure incident as a specific eye, mouth, or other 
mucous membrane, non-intact skin, or parenteral contact with blood or OPIM. 
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In the event of potential exposure or an exposure incident (e.g., blood or OPIM on a 
surface in the work area), immediately contact the school’s site office or a supervisor to 
determine protocol for dealing with the situation at hand (e.g. clean up).  In the event 
an employee experiences an exposure incident at work, thoroughly wash hands or flush 
skin or mucous membranes that came in direct contact with blood or OPIM as soon as 
possible.  Then, immediately report the incident to the Agency Business Office. Specific 
details regarding the Agency’s post exposure evaluation and follow-up procedures will 
be addressed at that time. In accordance with the Agency’s Injury and Illness Prevention 
Program, employees having occupational exposure shall be offered the Hepatitis B 
vaccination. 

Drug- and Alcohol-Free Workplace 
Per Board Policy the maintenance of a drug- and alcohol-free workplace is essential to 
staff and student safety and to help ensure a productive and safe work and learning 
environment. An employee shall not unlawfully manufacture, distribute, dispense, 
possess, or use any controlled substance in the workplace or on Agency property. 
 
Employees are prohibited from being under the influence of controlled substances or 
alcohol while on duty. Under the influence means that the employee's capabilities are 
adversely or negatively affected, or diminished to an extent that impacts the employee's 
ability to safely and effectively perform their job. An employee shall notify their 
supervisor within five (5) days of their conviction for violation of any 
criminal drug statute.  
 
Employees who violate this policy are subject to disciplinary action, up to and including 
termination. The employee may be required to satisfactorily participate in and complete 
a drug assistance or rehabilitation program approved by a federal, state, or local public 
health or law enforcement agency. 
 

Smoke- and Vape-Free Workplace 
Smoking and vaping is prohibited at all school campuses as well as inside the Agency 
office, Central Kitchen, and Agency vehicles. If there is a desire to smoke or vape, it must 
occur during a scheduled break period. 

• At school campuses, employees must leave the campus completely to smoke or 
vape (the entire campus is non-smoking and vaping, not just in the kitchen).  

o Smoking and vaping is prohibited in all school districts while students 
attend school-sponsored activities or are under the supervision and 
control of school employees. Tobacco, nicotine, and cannabis products 
are prohibited in Agency-owned or leased, on Agency property, and in 
Agency vehicles.  

• At the Agency office and Central Kitchen, there are designated smoking areas 
outside the building. 

o Smoking and vaping products are prohibited in all government buildings 
as well as within 20 feet from their main exits, entrances, or operable 
windows. 
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Employee Acceptable Use of Technology Policy (AUP) 
Per Board Policy 4040:  

• Employees are responsible for the appropriate use of technology and will use 
CRSFSA's technological resources primarily for purposes related to their 
employment. 

• Agency employees have no reasonable expectations of privacy in the use of any 
equipment or other technological resources provided by or maintained by the 
agency, including, but not limited to, computer files, email, text messages, instant 
messaging, and other electronic communications, even when provided their own 
password. 

• The Agency and school districts will coordinate efforts to monitor employee usage 
of district/agency technology at any time without advance notice or consent and for 
any reason allowed by law. 

• Records maintained on any personal device or messages sent or received on a 
personal device that is being used to conduct agency business will be subject to 
disclosure, pursuant to a subpoena or other lawful request. 

• Employees will report any security problem or misuse of agency technology to the 
Executive Director or designee. 

• District/Agency technology includes, but is not limited to: computers, the agency’s 
computer network including servers and wireless computer networking technology 
(Wi-Fi), the Internet, email, USB drives, wireless access points (routers), tablet 
computers, smartphones and smart devices, telephones, cellular telephones, 
personal digital assistants, wearable technology, any wireless communication device 
including emergency radios, and/or future technology innovations, whether 
accessed on or off site or thorough agency-owned or personally owned equipment 
or devices. 

• Employees will not use district/agency technology to access, post, submit, publish, 
or display harmful or inappropriate matter that is threatening, obscene, disruptive, 
sexually explicit, or unethical or that promotes any activity prohibited by law, Board 
Policy, or Administrative Regulations. 

• Inappropriate use can result in cancellation of the employee's user privileges, 
disciplinary action, and/or legal action in accordance with law, Board Policy, or 
Administrative Regulation. 

Cell Phone Use 
An employee will not use a cellular phone or other mobile communications device for 
personal business while on duty, except in emergency situations and/or during 
scheduled work breaks. 

The Agency prohibits the use of a cell phone or mobile communication devices while 
driving an Agency or personal vehicle while performing Agency business without a 
hands-free connection.  

Any employee that uses a cell phone or mobile communication devices in violation of 
the law, Board Policy, or Administrative Regulation can be subject to discipline and 
referred to law enforcement officials as appropriate. 
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Lifting Objects to Prevent Strains 
1. Ask for assistance when lifting items that are heavy, bulky, or need to be placed 

overhead 
2. For balance, stand close to the object, get a firm footing, and keep feet shoulder 

width apart 
3. Squat down with knees bent, keeping the back straight 
4. Grasp the object firmly 
5. Breathe in to inflate lungs while tightening stomach muscles, helping support the 

spine 
6. Lift smoothly using leg muscles by slowly straightening legs then returning to a 

vertical position 
7. Hold the object firmly and close to the body while carrying the object 
8. If turning, always turn the body by moving one’s feet, not by twisting 
9. Do not store heavy or bulky items on top shelves 
10. Use a utility cart when transporting multiple, bulky or heavy objects across the 

kitchen 
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) 
civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and 
institutions participating in or administering USDA programs are prohibited from 
discriminating based on race, color, national origin, religion, sex, disability, age, marital 
status, family/parental status, income derived from a public assistance program, 
political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or 
activity conducted or funded by USDA (not all bases apply to all programs). Remedies 
and complaint filing deadlines vary by program or incident. 

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 State or local Agency that administers the program or contact USDA 
through the Telecommunications Relay Service at 711 (voice and TTY). Additionally, 
program information may be made available in languages other than English. 

To file a program discrimination complaint, complete the USDA Program Discrimination 
Complaint Form, AD-3027, found online at How to File a Program Discrimination 
Complaint and 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) 632-9992. Submit your completed form or letter to USDA by: 

1. Mail: U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW Mail Stop 9410 
Washington, D.C. 20250-9410; 
 

2. Fax: 202-690-7442; or 
 

3. Email: program.intake@usda.gov  

 

 

 

This institution is an equal opportunity provider and employer. 
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Classied Management & Condential Personnel 
Dismissal/Suspension/Disciplinary Action 

Board Policy 

Purpose 

The Board of Directors recognizes its responsibility to ensure that disciplinary actions 
involving classied management and condential personnel are conducted fairly, 
consistently, and in accordance with applicable law. 

Permanent employees shall be subject to disciplinary action only for cause. The 
Board’s determination of the sufficiency of cause, upon recommendation of the 
Executive Director (ED), shall be conclusive. 
(Education Code § 45113(b)) 

Grounds for Disciplinary Action 
Disciplinary action may be taken for cause, including but not limited to: 

• Unauthorized absence, excessive tardiness, or abandonment of position
• Incompetence or inefficiency in job performance
• Insubordination
• Use of intoxicants or controlled substances during work hours or reporting to

work under the inuence
• Negligent or willful damage to Agency property or misuse of resources
• Falsication or misrepresentation of information
• Work-related dishonesty
• Violation of Agency policies, rules, or applicable laws
• Abuse of leave privileges
• Violation of safety rules or regulations
• Discourteous, abusive, or inappropriate conduct toward staff, students, or the

public
• Unauthorized disclosure of condential information
• Possession of unauthorized or dangerous weapons on Agency property
• Failure to meet job qualications or maintain required certications
• Unlawful discrimination or harassment
• Retaliation against individuals reporting violations of law or policy
• Any conduct that brings discredit to the Agency

Disciplinary action shall not be taken for causes arising more than two years prior to 
notice unless such cause was concealed or not reasonably discoverable. 
(Education Code § 45113(d)) 
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Notice of Disciplinary Action 
The Agency shall provide written notice of intent to discipline, including: 

• Specic charges and supporting facts  
• Statement of the employee’s right to request a hearing  
• A “Demand for Hearing” form  

The employee must submit a written request for hearing within ve (5) working days of 
service of notice. 
(Education Code § 45113(c)) 

Pre-Disciplinary Conference (Skelly Conference) 
Prior to implementation of unpaid suspension, demotion, or dismissal, the Agency 
shall provide the employee with an informal pre-disciplinary conference. 
At this conference: 

• The employee may respond to the charges  
• The employee may be represented  
• The proceeding is not an evidentiary hearing  

This process satises due process requirements established in Skelly v. State Personnel 
Board (1975). 

Employment Status Pending Hearing 
An employee shall not be suspended without pay or dismissed while charges are 
pending unless: 

• The employee engaged in criminal misconduct  
• The conduct presents a risk of harm  
• There is a pattern of serious violations  

If a hearing is requested, compensation may be discontinued after 30 calendar days in 
accordance with law. 
(Education Code § 45113(f)) 

Failure to Request Hearing 
If the employee fails to request a hearing within the required timeframe: 

• The proposed disciplinary action shall be implemented  

Amended or Supplemental Charges 
The Executive Director or designee may amend or supplement charges prior to nal 
submission of the case. 
If new charges are introduced: 

• The employee shall be given reasonable time to prepare  
• An additional pre-disciplinary conference shall be provided  
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Formal Hearing Procedures 
When a hearing is requested: 

• The employee shall be notied of the time and place  
• The employee may:  

o Present evidence  
o Examine and cross-examine witnesses  
o Be represented by counsel  

Hearings shall be conducted by: 
• A hearing officer, or  
• The Board of Directors  

Hearing Officer Process 
If heard by a hearing officer: 

• A proposed decision shall be issued  
• The Board may:  

o Affirm  
o Modify  
o Reject the decision  

If rejected, the Board may: 
• Decide based on the record, or  
• Refer the matter for additional evidence  

Board Decision 
The Board’s decision shall: 

• Be in writing  
• Include ndings of fact  
• Specify disciplinary action, if any  

The decision is nal. 

Reinstatement 
If an employee is reinstated: 

• The employee shall receive full back pay for the period of suspension  

Compulsory Leave of Absence 
The Executive Director or designee shall place an employee on compulsory leave 
when charged with: 

Mandatory Leave Offenses 
• Sex offenses (Education Code § 44010)  
• Murder or attempted murder  
• Controlled substance offenses involving minors  
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Optional Leave Offenses 
• Certain drug-related offenses (Education Code § 44011)  

Compulsory leave shall not exceed statutory limits unless extended through dismissal 
proceedings. 

Roles and Responsibilities 
Executive Director 

• Recommends disciplinary action  
• Ensures due process compliance  
• Oversees investigations and procedures  

Board of Directors 
• Reviews and approves disciplinary outcomes  
• Issues nal decisions  

Policy Alignment 
This policy aligns with: 

• HR-300 Series – Personnel Policies  
• NUT-407 – Civil Rights & Compliance  
• FIS-210 – Risk Management  

Legal Compliance 
This policy complies with: 

• Education Code § 45113  
• Education Code § 44010–44011  
• Skelly v. State Personnel Board (1975)  
• Applicable labor laws and regulations 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 

RESOLUTION NO. 26-10 
RESOLUTION TO DISMISS CLASSIFIED STAFF 

 
WHEREAS, on May 15, 2026 the Board of the Community Roots School Food Services 
Agency (CRSFSA) Resolution No. 25-09, which ordered the layoff or reduction of classified 
employees for lack of work and/or lack of funds for the beginning of the 2026-27 school 
year; 
 
WHEREAS, on or about March 15, 2026, 5.96875 FTE classified employees of the Agency 
were sent notice that there services would be reduced or discontinued by the Agency for 
the ensuing 2026-27 school year; 
 
WHEREAS, no employee who was sent the notice requested a hearing. 
 
WHEREAS, Education Code section 45117 requires the Agency to provide final notice of 
layoff to classified employees by May 15; 
 
NOW, THEREFORE, BE IT RESOLVED that the Board adopts the recitals above as findings 
of the Board and that the following classified employees will have their services reduced or 
discontinued in the amounts set forth: 
 

Name of Employee____________________  Full-Time Equivalent 
 

Amanda Younger     0.375 FTE 

Allison Powers     0.375 FTE 

Arrin Robyn      0.375 FTE 

Doris Herm      0.375 FTE 

Kerry Lee      0.343 FTE 

Jenifer Valadez     0.250 FTE 

Joseph Doherty                                                          0.5 FTE        

Mike Cobb      0.5 FTE 

Katlyn Budette     0.5 FTE 

Karina Contreras     0.5 FTE 

 Diana Morgado     1.0 FTE 

Gale Jones      1.0 FTE 

            
 TOTAL:      5.968 FTE 
 
 
 
AND BE IT FURTHER RESOLVED that the Agency Executive Director is hereby directed to 
take proper steps, pursuant to the Education Code, to send the appropriate final notices to 
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the above named employees before May 15, 2026, that their services will be discontinued 
in the amount set forth above, effective at the end of the 2025-26 school year. The 
Executive Director is directed and authorized to take any and all other actions necessary to 
implement this resolution; 
 
AND BE IT FURTHER RESOLVED that this Resolution and the decision of the Board shall be 
effective immediately. 
 
 
THEREFORE, this resolution was Approved by the Community Roots SFSA Board at a 
regular meeting held on April 16, 2026 by the following polled vote: 

 
AYES: _______________________________________________________________________ 

NOES: _______________________________________________________________________ 

ABSENT: ___________________________________ ABSTAIN: _______________________ 

 

Signed and approved:  

 

_____________________________________           

Board President 

 

_____________________________________ 

Clerk of the Board 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 

RESOLUTION NO. 26-11 
A RESOLUTION AUTHORIZING WITHDRAWAL FROM HEALTH INSURANCE COVERAGE 

THROUGH SCHOOLS INSURANCE GROUP (SIG) AND DIRECTING SUBMISSION FOR 
APPROVAL 

 
WHEREAS, the Community Roots School Food Services Agency (“Community Roots”) is a 
Joint Powers Authority (“JPA”) duly organized and operating as a public agency under the 
laws of the State of California; and 
 
WHEREAS, Community Roots functions as a School Food Authority (SFA) providing 
federally reimbursable meal programs in compliance with the National School Lunch 
Program (NSLP) and School Breakfast Program (SBP); and 
 
WHEREAS, Community Roots currently participates as a member of Schools Insurance 
Group (“SIG”), a Joint Powers Authority, for purposes including health insurance, liability 
insurance, and workers’ compensation coverage; and 
 
WHEREAS, SIG has notified Community Roots of a substantial increase in health insurance 
premium rates for the upcoming coverage period, resulting in a projected increase of 
approximately fifty-eight percent (58%); and 
 
WHEREAS, the Board of Directors has determined that it is in the best fiscal interest of 
Community Roots to explore and secure alternative health insurance coverage options that 
are sustainable, competitive, and aligned with the agency’s financial stewardship 
obligations; and 
 
WHEREAS, Community Roots intends to maintain participation in SIG for liability and 
workers’ compensation coverage unless otherwise determined by future Board action; and 
 
WHEREAS, SIG bylaws and participation agreements require formal Board action and 
approval by the SIG Executive Committee to withdraw from specific program participation, 
including health insurance coverage; and 
 
WHEREAS, the Board has a fiduciary responsibility to ensure prudent financial 
management of public funds and to mitigate excessive cost increases that may negatively 
impact program sustainability and employee compensation structures; 
 
WHEREAS, Community Roots desires to formally request withdrawal from SIG health 
insurance coverage in accordance with all applicable JPA agreements, governing 
documents, and California public agency requirements; 
 
NOW, THEREFORE, BE IT RESOLVED THAT: 

1. Authorization to Withdraw 
The Board of Directors hereby authorizes Community Roots to initiate withdrawal 
from participation in health, dental & vision insurance coverage through Schools 
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Insurance Group (SIG), subject to all applicable terms, conditions, and approval 
requirements set forth by SIG.  

2. Direction to Submit Request 
The Executive Director and/or Chief Business Official (CBO) are hereby authorized 
and directed to submit this Resolution and all required documentation to SIG for 
consideration by its Executive Committee.  

3. Authority to Act 
The Executive Director and/or Chief Business Official are authorized to take all 
necessary and appropriate actions to:  

o Coordinate the transition to alternative health insurance coverage;  
o Ensure continuity of employee benefits without lapse in coverage;  
o Execute any documents required to effectuate withdrawal and replacement 

coverage;  
o Work with brokers, carriers, and advisors to secure competitive and 

compliant health benefit options.  
4. Compliance with Laws and Agreements 

All actions taken pursuant to this Resolution shall comply with applicable 
provisions of California law, including but not limited to Government Code sections 
governing Joint Powers Authorities, and any contractual obligations with SIG.  

5. Effective Date 
Withdrawal from SIG health insurance coverage shall be effective on the earliest 
permissible date allowed under SIG policies and agreements, as approved by the 
SIG Executive Committee.  

6. Severability 
If any section of this Resolution is held invalid, such invalidity shall not affect other 
provisions that can be given effect without the invalid provision.  

 
PASSED AND ADOPTED by the Board of Directors of the Community Roots School Food 
Services Agency on this 16th day of April, 2026, by the following vote: 
 
AYES: 

NOES: 

ABSENT: 

ABTAIN: 

 
 
__________________________________ 
Board Chair 
 
 
 
__________________________________ 
Executive Director 
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Annual Step Step Step Step Step Step Step Step Step Step Step Step
Paid Days 1 2 3 4 5 6 7 8 9-11 12-14 15-17 18 +

Culinary Center Production Manager
Regional Manager (12 Month)

Regional Manager (11 Month) 225 $67,792 $70,504 $73,336 $76,264 $79,312 $82,480 $85,768 $89,208 $92,776 $96,480 $100,336 $104,344
Hourly Rate $37.66 $39.17 $40.74 $42.37 $44.06 $45.82 $47.65 $49.56 $51.54 $53.60 $55.74 $57.97

Director of Food Services 260 $97,928 $101,840 $105,912 $110,160 $114,568 $119,144 $123,904 $128,856 $134,016 $139,384 $144,952 $150,760
Hourly Rate $47.08 $48.96 $50.92 $52.96 $55.08 $57.28 $59.57 $61.95 $64.43 $67.01 $69.69 $72.48

Chief Business Official 260 $104,048 $108,200 $112,528 $117,024 $121,704 $126,568 $131,624 $136,888 $142,352 $148,056 $153,984 $160,136
Hourly Rate $50.02 $52.02 $54.10 $56.26 $58.51 $60.85 $63.28 $65.81 $68.44 $71.18 $74.03 $76.99

Executive Director 260 $122,408 $127,296 $132,392 $137,696 $143,208 $148,928 $154,880 $161,072 $167,520 $174,224 $181,192 $188,424
Hourly Rate $58.85 $61.20 $63.65 $66.20 $68.85 $71.60 $74.46 $77.44 $80.54 $83.76 $87.11 $90.59

4.00% Increments between Steps
1.00 FTE is 8 Hours Per Day
260 Paid Days Classifications include 15 Paid Holidays and 21 Paid Vacation Days
Less than 260 Paid Days Classifications include Work Days plus Paid Holidays (Vacation time will be accrued at the rate listed on the classified salary schedule)
Positions are FLSA Exempt
Positions are considered Classified and participate in the California Public Employees' Retirement System (CalPERS)
Travel Stipend - $300 a month for Executive Director, Director of Food Services & Regional Managers

Annual Holidays: Annual Health & Welfare Benefit Contributions:
11 Month 13 Employee Only $9,492
12 Month 15 Employee plus Children $12,588

Employee plus Spouse/Domestic Partner $14,676
Employee plus Family $16,776

Approved By:  Samuel Koneffklatt, Executive Director Board Approved Date Effective Date

Notes:
7/16/25 - Increased benefit cap to match NCSoS 25/26 rates; added travel stipend for ED & DFS
4/16/26 - Remove Satellite Production Manager & Added Regional Manager (11 & 12 Month split), Increase travel stipend

Community Roots School Food Services Agency
Management Salary Schedule

Fiscal Year 2026-2027

$120,576260

B

$95,304 $99,112 $103,088 $107,200 $111,488$78,344 $81,472 $84,736 $88,128 $91,648

C

D

Range

July 1, 2026

$115,936

April 16, 2026
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Category Description
GOV 100 Governance & Administration
FIS 200 Fiscal Management
HR 300 Human Resources & Labor
NUT 400 School Nutrition Programs (SNP) Operations
COM 500 Community Relations

Green Highlights are brand new policies

Policy Code
Policy or 

Reg Policy Name
100 Governance & Administration
GOV-100 BP Board Governance Roles and Brown Act Compliance
GOV-101 BP Conflict of Interest and Form 700 Disclosure
GOV-102 BP Executive Director Governance Standards
GOV-103 BP Executive Director Responsibilities & Duties
GOV-104 BP Administrative Discretion Regarding Board Policy
GOV-105 BP Executive Director Recruitment and Selection
GOV-106 BP Evaluation of the Executive Director
GOV-107 BP Representative and Deliberative Groups
GOV-108 BP Use of Artificial Intelligence (AI)
200 Fiscal Management
FIS-200 BP Budget Adoption and Revision Policy
FIS-201 AR Accounting and Internal Controls
FIS-202 BP Expenditures & Purchasing Policy
FIS-203 BP Travel and Mileage Reimbursement Policy
FIS-204 BP/AR Procurement Policy (2 CFR 200, Public Contract Code)
FIS-205 AR Capital Asset and Depreciation Policy
FIS-206 BP Gifts, Grants & Bequests
FIS-207 BP Sale and Disposal of Equipment and Supplies
FIS-208 BP Procurement and Competitive Bidding
FIS-209 BP Records Retention and Public Records Access
FIS-210 BP Insurance Coverage and Liability Management
FIS-211 BP Use of Consultants & Independent Contractors
FIS-212 BP Uniform Public Construction Cost Accounting Procedures
FIS-213 BP Contracts
FIS-214 BP Payment for Goods & Services
FIS-215 BP Claims & Actions Against the CRSFSA
FIS-216 BP Management of CRSFSA Assets/Accounts
FIS-217 AR Inventories
FIS-218 BP Financial Reports & Accountability
FIS-219 BP Debt Issuances and Management
FIS-22 BP Cellular Phone Reimbursement
FIS-220 BP Drug & Alcohol Free Agency
300 Human Resources & Labor
HR-301 AR Employee Handbook

Policy Register & Tracking Document
Policy Series

Yellow Highlights - updated since last oversight
Orange Highlights - Need to still be written

Strikethrough are retired policies
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Policy Code
Policy or 

Reg Policy Name
HR-302 BP Recruitment, Selection, and Onboarding
HR-303 BP FMLA/CFRA, Pregnancy & Industrial Leave Policy

HR-304 BP
Classified Management & Confidential Personnel 
Dismissal/Suspension/Disciplinary Action

HR-305 BP Injury and Illness Prevention Program (IIPP)
HR-306 BP Emergency Operations and Continuity Plan
HR-307 BP Vehicle and Driver Safety Policy
HR-308 BP Workplace Violence Prevention Policy
HR-309 BP Drug & Alcohol-Free Workplace
HR-310 BP Nondiscrimination in Employment
HR-311 BP Complaints Concerning Discrimination in Employment
HR-312 BP Reasonable Accommodation
HR-313 BP Lactation Accommodation
HR-314 BP Employee Use of Technology
HR-315 BP Employee Notifications
HR-316 BP Dress & Grooming
HR-317 BP Employee Safety
HR-318 BP Work Related Injuries
HR-319 BP Ergonomics
HR-320 BP Legal Status Requirement
HR-321 BP Appointment and Conditions of Employment
HR-322 BP Oath or Affirmation
HR-323 BP Health Examinations
HR-324 BP Employee Drug Testing
HR-325 BP Criminal Record Check
HR-326 BP Personnel Files
HR-327 BP Employment References
HR-328 BP Maintenance of Criminal Offender Records
HR-329 BP Employment of Relatives
HR-330 BP Temporary Modified/Light-Duty Assignment
HR-331 BP Resignation
HR-332 BP Civil & Legal Rights
HR-333 BP Sexual Harassment
HR-334 BP Unauthorized Release of Confidential/Privileged Information
HR-335 BP Political Activities of Employees
HR-336 BP Employees with Infectious Disease
HR-337 BP Universal Precautions
HR-338 BP Staff Development
HR-339 BP Professional Development
HR-340 BP Soliciting and Selling
HR-341 BP Negotiations/Consultations
HR-342 BP Leaves
HR-343 BP Professional Leaves
HR-344 BP Administrative and Supervisory Personnel
HR-345 BP Adminstrative Staff Organization
HR-346 BP Evaluation/Supervision
HR-347 BP Classified Administrative, Management, and Confidential Vacation
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Policy Code
Policy or 

Reg Policy Name
400 School Nutrition Program (SNP) Operations
NUT-400 BP School Nutrition & Food Service Program
NUT-401 BP Food Service Operations and Cafeteria Fund
NUT-402 BP Summer Meal Program
NUT-403 BP Free & Reduced Priced Meals
NUT-404 BP Nutrition Program Compliance
NUT-405 BP Hazard Analysis & Critical Control Point (HACCP) Policy
NUT-406 BP Wellness Policy
NUT-407 BP Civil Rights Complaint Procedures
NUT-408 BP Comprehensive Safety Plan
NUT-410 BP Special Dietary Need & Meal Modifications (ADA/504 Compliant)
NUT-411 Household Income Data Policy & Procedure
NUT-412 BP Waste Management & Food Recovery
NUT-413 BP Environmental Safety
NUT-414 BP Hazardous Substances & Chemical Safety
NUT-415 BP Emergencies & Disaster Preparedness Plan
500 Community Relations
COM-500 BP Communication with the Public
COM-501 BP Media Relations
COM-502 BP CRSFSA & School Websites
COM-503 BP Visitors/Outsiders
COM-505 BP Access to Agency Records
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Expenditures And Purchasing Policy 
Board Policy & Procedure 

Purpose 

The Board of Directors recognizes its duciary responsibility to oversee the prudent 
expenditure of Community Roots School Food Services Agency (CRSFSA) funds. In 
order to best serve CRSFSA interests, the Executive Director (ED) or designee shall 
develop and maintain effective purchasing procedures that are consistent with sound 
nancial controls and that ensure CRSFSA receives maximum value for items 
purchased.  He/she shall ensure that records of expenditures and purchases are 
maintained in accordance with law. 

The Board of Directors recognizes its duciary responsibility to ensure the prudent, 
efficient, and lawful expenditure of Agency funds. 

The Community Roots School Food Services Agency (CRSFSA) shall maintain 
purchasing practices that: 

 Promote full and open competition
 Ensure sound nancial stewardship
 Maximize value for public funds
 Comply with applicable federal, state, and local laws

Expending Authority 
The ED or designee may purchase supplies, materials, apparatus, equipment, and 
services up to $100,000 or the amount specied for the federal small purchase 
threshold, beyond which a competitive bidding process is required.  The Board shall 
not recognize obligations incurred contrary to Board policy and administrative 
regulations. 

The ED or designee may authorize an expenditure which exceeds the budget 
classication allowance against which the expenditure is the proper charge only if an 
amount sufficient to cover the purchase is available in the budget for transfer by the 
Board. 

CRSFSA funds shall not be expended for the purchase of alcoholic beverages. 
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The Executive Director (ED), or designee, may authorize the purchase of supplies, 
materials, equipment, and services in accordance with: 

 Board-approved budgets  
 Applicable procurement laws and regulations  
 Agency policies and administrative regulations  

Procurement thresholds and methods shall align with: 
 Federal regulations (2 CFR 200.317–200.327)  
 USDA Child Nutrition Program requirements  
 Applicable provisions of the California Public Contract Code 

Procurement Thresholds 
The Agency shall follow federally established procurement thresholds, as updated 
periodically: 

 Micro-Purchase Threshold: Up to $10,000 (or higher if justied per federal 
guidance)  

 Simplied Acquisition Threshold: Up to $350,000  
 Formal Procurement: Required above $350,000  

The Agency shall not divide purchases to avoid procurement requirements. 

Budget Control 
The ED or designee may authorize expenditures within approved budget 
appropriations. 

Any expenditure that exceeds a budget classication shall require: 
 Availability of funds within the overall budget  
 Board approval for budget transfer, as applicable 

Prohibited Expenditures 
Agency funds shall not be expended for: 

 Alcoholic beverages  
 Personal or non-business-related expenses  
 Any expenditure prohibited by federal, state, or local law  

(Education Code §32435, as applicable) 

Purchasing Priniciples 
Purchases shall: 

 Meet the operational needs of the Agency  
 Be made at the lowest cost consistent with quality and service requirements  
 Consider total cost of ownership, including:  

o Maintenance  
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o Replacement  
o Lifecycle costs  

When price, tness, and quality are equal, environmentally preferable or recycled 
products shall be considered where feasible. 

Purchasing Methods 
All purchases shall be: 

 Made by formal contract, purchase order, or authorized procurement 
method  

 Supported by appropriate documentation  
The ED or designee may implement: 

Blanket or Open Purchase Orders 
To streamline recurring purchases, provided that: 

 Maximum purchase limits are established  
 Authorized users are identied  
 Allowable items are dened  
 Expiration dates are specied  

Internal Controls 
The ED or designee shall ensure: 

 Proper authorization of purchases  
 Segregation of duties  
 Documentation of all transactions  
 Safeguarding of Agency assets  

Internal controls shall align with: 
 FIS-201 – Accounting and Internal Controls  
 FIS-214 – Payment for Goods and Services 

Board Oversight 
The Board shall: 

 Maintain oversight of Agency expenditures  
 Review nancial reports and transactions  
 Approve expenditures and contracts as required by law or policy 

Purchasing Procedures 
Insofar as possible, goods and services purchased shall meet the needs of the person 
or department ordering them at the lowest price consistent with standard purchasing 
practices.  Maintenance costs, replacement costs, and trade-in values shall be 
considered when determining the most economical purchase price. When price, 
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tness, and quality are equal, recycled products shall be preferred when procuring 
materials for use. 
 
All purchases shall be made by formal contract or purchase order or shall be 
accompanied by a receipt. In order to eliminate the processing of numerous small 
purchase orders, the Executive Director or designee may create a "blanket" or "open" 
purchase order system for the purchase of minor items as needed from a 
vendor.  He/she shall ensure that the "open" purchase order system details a 
maximum purchase amount, the types of items that can be purchased under this 
order, the individuals authorized to approve purchases, and the expiration date of the 
"open" order. 

 

Payment for Goods and Services 

The Board of Directors recognizes the importance of developing a system of internal 
control procedures, in order to help fulll its obligation to monitor and safeguard 
Community Roots School Food Services Agency (CRSFSA) resources.  To facilitate 
warrant processing, the Chief Business Official (CBO) or designee, shall ensure that 
purchasing, receiving, and payment functions are kept separate.  He/she shall also 
ensure that invoices are paid expeditiously so that the CRSFSA may, to the extent 
possible, take advantage of available discounts and avoid nance charges. 
 
The CBO or designee shall sign all warrants and shall ensure that warrants have 
appropriate documentary support verifying that all goods and services to be paid for 
have been delivered or rendered in accordance with the purchase agreement. 
 
The Board shall approve all warrants at a regularly scheduled Board meeting.  
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Travel & Mileage Reimbursement Policy 
Board Policy 

Purpose 

The purpose of this policy is to establish uniform rules, internal controls, approval 
requirements, and reimbursement standards for travel and mileage expenses incurred 
by authorized employees, contractors, and board members of the Community Roots 
School Food Services Agency (CRSFSA). 

This policy ensures: 
1. Alignment with the Agency’s Expenditures & Purchasing Policy, and 
2. Adherence to FIS-201 Accounting & Internal Controls, including segregation of 

duties, documentation standards, and approval authority. 

CRSFSA shall administer travel expenditures in a manner that is transparent, cost-
effective, compliant with federal and state regulations, and protective of public funds. 

Scope 
This policy applies to: 

 All CRSFSA employees 
 Authorized contractors 
 Board members 
 Individuals traveling on behalf of CRSFSA for training, conferences, meetings, 

site support, program monitoring, and other approved business activities 

This policy governs both local travel (mileage) and non-local or overnight travel. 

Denitions 
1. Authorized Travel – Travel approved in advance in accordance with this 

policy. 
2. Mileage Reimbursement – Reimbursement for use of a personal vehicle at 

the IRS standard mileage rate. 
3. Actual & Necessary Expenses – Reasonable, business-related costs required 

to complete approved Agency travel. 
4. Per Diem – A daily maximum reimbursement for meals and incidental 

expenses, consistent with federal GSA standards. 
5. Overnight Travel – Travel requiring lodging due to distance, timing, or 

multiday events. 
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6. Pre-Approval – Formal approval by the appropriate authority before any 
travel occurs, consistent with FIS-201 internal controls. 

Policy Statement 
CRSFSA shall reimburse employees and officials for actual, reasonable, and necessary 
travel and mileage expenses incurred while conducting authorized Agency business. 
All travel shall follow: 

 The Agency’s scal management standards, 
 Internal control requirements, 
 Public agency expenditure rules, and 
 Ethical stewardship of public funds. 

The Agency shall authorize reimbursement only for actual and necessary travel 
expenses incurred in the performance of authorized duties in accordance with 
applicable provisions of the California Education Code. 

No individual shall receive reimbursement for undocumented or unauthorized travel. 

All reimbursements shall follow the Agency’s segregation of duties, approval hierarchy, 
and accounting workows as established in FIS-201. 

Allowable Travel & Mileage Expenses 
Reimbursement is limited to expenses that are necessary, reasonable, and directly 
related to Agency business. 
Allowable expenses include: 

1. Mileage 
 Personal vehicle use for official Agency business 
 Reimbursed at the current IRS mileage rate 
 Mileage must be documented via mileage log or Agency-approved form 

2. Transportation 
 Economy airfare 
 Standard rail or bus fare 
 Rideshare or taxi for business purposes 
 Parking fees and tolls 
 Rental vehicles when cost-effective (compact or economy unless justied) 

3. Lodging 
 Standard single-occupancy room rate 
 Must not exceed GSA lodging limits unless approved in writing in advance 

4. Meals 
 Reimbursement in accordance with the GSA per diem table 
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 Alcohol is strictly prohibited and not reimbursable (Cannot be on any receipt 
turned in for reimbursement) 

 Meals provided by a conference are not reimbursable 
5. Registration Fees 

 Conference, training, or workshop registration fees 
6. Other Necessary Expenses 

 Internet charges required for work 
 Business-related communication charges 
 Baggage fees when necessary 

Unallowable Expenses 
Unallowable expenses include, but are not limited to: 

 Alcoholic beverages 
 Personal entertainment, movies, or excursions 
 First-class or business-class travel upgrades 
 Spouse or guest expenses 
 Traffic violations or towing due to negligence 
 Commuting from home to primary worksite 
 Personal travel time added to business trips 

Personal losses, including travel-related penalties or unused reservations due to 
negligence, are not reimbursable. 

Any unallowable expense submitted shall be denied and may result in corrective 
action. 

Travel Advances 
When approved by the Executive Director or designee, an employee may receive a 
cash advance for estimated out-of-pocket expenses related to authorized travel. 
 
Within 10 working days following return from travel, the employee shall submit a nal 
accounting with all required documentation and reimburse the Agency for any excess 
funds. 
 
Failure to Attend 
An employee who is unable to attend a pre-paid conference or event shall make 
reasonable efforts to cancel or obtain a refund. 
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If a refund cannot be obtained, the employee shall provide a written explanation. The 
Agency may require reimbursement of costs when appropriate. 
 
Approval Requirements & Internal Controls 
Consistent with FIS-201, the following internal controls apply: 

1. Pre-Approval Requirement 
All travel must be approved before expenses are incurred. 
Pre-approval must be documented using the Agency’s Travel Request 
Form. 

2. Approval Authority 
 Executive Director – Approves travel over $5,000 and all out-of-

state travel 
 CBO (Chief Business Official) – Approves travel up to $5,000 and 

veries nancial compliance 
3. Segregation of Duties 

 The traveler cannot approve their own travel 
 Accounts Payable enters reimbursements into Escape 
 CBO reviews and approves coding for accuracy 
 Treasury system entries follow the Expenditures & Purchasing 

Policy workow 
 Tri Counties Bank transactions must be approved consistent with 

authorized signer resolutions 
4. Purchasing & Credit Card Rules 
Per the Expenditures & Purchasing Policy: 

 Theresa Ruiz: $5,000 card limit 
 Jeremy Colbert: $5,000 card limit 
 Melissa Brokenshire, CBO: $10,000 card limit 
 Sam KoneffKlatt, Executive Director: $10,000 card limit 
 All Amazon purchases over $1,000 require supervisor approval  

5. Board Approval Requirements 
 Out-of-state travel and any travel not included in the approved 

budget shall require advance approval by the Board of Directors, 
unless otherwise authorized by Board policy. 

 
Documentation & Recordkeeping 
All reimbursement requests must include: 

 Itemized receipts (except meals reimbursed at per diem) 
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 Mileage log with dates, destinations, and purpose 
 Proof of payment 
 Travel Request Form (pre-approved) 
 Copy of airline or hotel receipts 

Documentation shall be retained in accordance with Agency records retention 
schedules. 

Procedures (Formalized) 
The Executive Director or designee may approve exceptions to standard travel 
requirements when necessary to meet operational needs, provided such exceptions 
are documented and comply with applicable laws and scal controls. 

1. Requesting Travel 
a) Employee completes Travel Request Form 
b) ED or CBO reviews purpose, necessity, and funding source 
c) CBO veries budget capacity 
d) Executive Director approves when required 
e) Approved form is sent to Accounts Payable for le 

2. Mileage Reimbursement Procedure 
a) Employee submits CRSFSA Mileage Log 
b) Mileage is calculated using the IRS rate 
c) Accounts Payable enters claim in Escape 
d) CBO reviews and approves 
e) Reimbursement is issued via payroll or AP check 

3. Overnight Travel Procedure 
a) Lodging must follow GSA rate limits unless improved in advance 
b) Receipts must be itemized 
c) Meals follow per diem—no receipts required unless using actual cost method 
d) Incidentals reimbursed per GSA guidelines 

4. Air Travel Procedure 
a) Airfare must be economy class 
b) Traveler shall select the lowest reasonable fare 
c) Any deviation requires written justication 

5. Use of Agency Credit Card 
a) Must comply with cardholder limits and purchasing policy 
b) Receipts must be submitted within 5 business days 
c) Personal charges are prohibited 

6. Reimbursement Timeline 
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Employees must submit all reimbursement materials within 30 days of return. 
Late submissions require written explanation and may be denied. 

Accounting Treatment & Compliance 
 All transactions must be coded to the appropriate program, resource, object, 

and function per SACS accounting structure 
 AP entries must follow Escape workows 
 Bank transactions must follow Tri Counties signatory rules 
 All travel expenses are subject to audit by CDE, USDA, and independent 

auditors 
 Non-compliance may result in corrective action or repayment of funds 

Responsibilities 
1. Employees 

 Follow this policy 
 Ensure costs are reasonable 
 Submit timely and accurate documentation 

2. CBO 
 Ensure internal control compliance 
 Validate coding and documentation 
 Approve and process reimbursements 

3. Executive Director 
 Provide nal approval for major travel 
 Enforce adherence to public agency scal standards 
 Ensure policy implementation 

4. Board of Directors 
 Adopt and revise policy as necessary 
 Oversee scal stewardship of public funds 
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PROCUREMENT PROCEDURES 

Administrative Regulation 

Procurement Procedures General Information 
Procurement is a multistep process for acquiring the best possible goods and services at the 
lowest possible price. Community Roots will purchase goods and services for use in the School 
Nutrition Programs in compliance with Title 2, Code of Federal Regulations (2 CFR), sections 
200.317–200.327; Title 7, Code of Federal Regulations (7 CFR), parts 210 and 220; and all 
applicable state and local rules.  

(Note: In accordance with Public Contract Code Section 20116, the Community Roots 
Executive Director cannot deliberately split transactions into amounts below the small 
purchase threshold to circumvent using the formal procurement method.) When making 
procurement decisions, Community Roots will follow the following four fundamental principles 
of procurement: 

1. Comply with the Buy American Provision by purchasing, to the maximum extent possible, 
agricultural commodities and products grown and processed in the United States per 7 
CFR, Sections 210.21(d) and 220.16(d). 

2. Understand and comply with federal, state, and local regulations. This includes California 
Food and Agriculture Code (FAC) Sections 58595 and 58596.1-5 (when applicable). 

3. Ensure that full and open competition exists to the maximum extent possible as outlined 
in 2 CFR, Section 200.319(a). 

4. Award contracts to responsible and responsive bidders. 

Methods of Procurement (only refer to applicable procurement methods) 

1. Micropurchase Method (2 CFR, Section 200.320[a][1]) 

Micropurchases may be awarded without soliciting competitive price or rate quotations 
among qualified suppliers if the following two conditions are met: 

• The aggregate amount of the procurement transaction does not exceed $15,000. In 
accordance with 2 CFR, Section 200.320(a)(1)(iv), increasing the threshold up to 
$50,000 requires a self-certification process. 

• Community Roots staff consider the price to be reasonable based on research, 
experience, purchase history, or other information; and maintain documents to 
support its conclusion. Documentation (e.g., receipts and invoices) shall be retained 
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for a period of three years after submission of the final Claim for Reimbursement for 
the fiscal year. In either case, if audit findings have not been resolved, the records shall 
be retained beyond the three-year period as long as required for the resolution of the 
issues raised by the audit (7 CFR 210.23).  

Community Roots should distribute micropurchases equitably among qualified suppliers to 
the extent practical. Community Roots will ensure that purchases are made at a variety of stores 
and will not limit its purchases to only one store unless it is not practical to equitably distribute 
(e.g., due to the distance of another store from the district office). 

Micropurchases are not intended to be used to avoid simplified acquisition purchases or 
formal purchases.  

2. Simplified Acquisition Method (2 CFR, Section 200.320[a][2]) 

The simplified acquisition method is used to procure goods and services when the 
aggregate dollar amount of the procurement transaction is higher than the micro-
purchase threshold but does not exceed the simplified acquisition threshold by 
Community Roots.  

If Community Roots does not have a local simplified acquisition threshold, Community 
Roots is required to adhere to the federal simplified acquisition threshold of $350,000.  

Community Roots will follow the following steps when conducting procurements using 
the simplified acquisition method: 

• Step 1: Community Roots Executive Director will develop and provide a clear and 
accurate description of the technical requirements of the goods or services to be 
procured from potential sources per 2 CFR, Section 200.319(d)(2), including the 
requirement to comply with the Buy American Provision per 7 CFR, sections 
210.21(d), 220.16(d), California FAC Sections 58595 and 58596.1-5 when procuring 
food. The same specifications will be provided to each potential vendor so that each 
vendor can provide price quotes on the same goods or services. 

• Step 2: Price or rate quotations will be obtained from a minimum of two responsible 
and responsive sources. Price quotes must be documented in writing per Community 
Roots’ policy. [If price quotes are provided verbally, describe how you will document 
the information provided to the vendor and their responses. If you use a form, 
provide form number]. 

Community Roots Simplified Acquisition Quotation forms and other forms of written 
quotes submitted by potential vendors will be retained by Community Roots 
Executive Director with other related procurement documentation (e.g., invoices) 
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which shall be retained for a period of three years after submission of the final Claim 
for Reimbursement for the fiscal year. In either case, if audit findings have not been 
resolved, the records shall be retained beyond the three-year period as long as 
required for the resolution of the issues raised by the audit (7 CFR 210.23). 

• Step 3: The Community Roots Executive Director will evaluate the written quotes 
received based on the stated evaluation criteria in order to determine 
responsiveness. 

• Step 4: The Community Roots Executive Director will evaluate the written responses 
and references received based on stated evaluation criteria to determine 
responsibility. 

• Step 5: The Community Roots Executive Director will award simplified acquisition 
purchases to the lowest priced responsible and responsive vendor. 

• Step 6: The Community Roots Executive Director must maintain oversight to ensure 
that contractors perform in accordance with the terms, conditions, and specifications 
of their contracts or purchase orders per 2 CFR, Section 200.318(b). 

Community Roots will periodically check and update procedures for any changes to the 
micropurchase and simplified acquisition thresholds approved by the federal awarding 
agency, the U.S. Department of Agriculture (USDA). 

3. Formal Purchase Methods (2 CFR, Section 200.320[b]) 

The formal purchase method is used to procure goods and services when the value of 
the procurement transaction under a federal award exceeds the simplified acquisition 
threshold. Both Invitation for Bid (IFB) and Request for Proposal (RFP) methods may be 
used by Community Roots.  

The terms of formal contracts will be one year. Contracts may include renewal options, 
for up to (2) 1-year periods. Renewal options will be mutually agreed between 
Community Roots and the awarded contractor. 

Community Roots will complete the following steps when conducting formal 
procurements: 

• Step 1: The Community Roots Executive Director will describe how it performs a cost 
or price analysis (2 CFR, Section 200.324(a)) for every procurement transaction, 
including contract modifications, in excess of the simplified acquisition threshold. The 
method and degree of analysis are dependent on the facts surrounding the particular 
procurement situation, but as a starting point, the Community Roots Executive 
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Director will make independent estimates before receiving bids or proposals to 
ensure the bids or proposals received are reasonable. 

• Step 2: The Community Roots Executive Director will develop a written solicitation, 
which will incorporate: 

o A clear and accurate description of the technical requirements for the goods 
or services to be procured per 2 CFR, Section 200.319(d)(2).  

o The requirement to comply with the Buy American Provision per 7 CFR, 
sections 210.21(d) and 220.16(d), and the California FAC Sections 58595 and 
58596.1-5. Identify any additional requirements which the offerors must fulfill 
and all other factors that will be used in evaluating bids or proposals per 2 CFR, 
Sections 200.319(d)(3). 

o Instructions for responding vendors 
o The general terms and conditions of the contract 

• Step 3: The Community Roots Executive Director will publicly advertise the solicitation 
in print and on websites 10 days prior to the deadline for submission of bids and 
proposals. 

• Step 4: The Community Roots Executive Director will open bids resulting from IFBs at 
the time and place prescribed in the solicitation. RFPs will be opened according to 
Community Roots’ determination (2 CFR 200.320[b][2]). 

The Community Roots Executive Director will evaluate offers from responding firms 
by using the evaluation criteria outlined in the solicitation for both IFBs and RFPs. If 
there is not a minimum of two respondents, the Community Roots Executive Director 
will review the solicitation to ensure that it is not limiting competition as outlined in 2 
CFR, Section 200.319(a-c), and consider expanding advertising efforts before 
reissuing the solicitation or accepting the single bid. 

The offers will be ranked based on cost only for IFBs, and on evaluation criteria (i.e., 
technical criteria) and cost for RFPs for all responsible and responsive responders. 
Community Roots Executive Director must describe their written method used to 
conduct a technical evaluation of all proposals received, as required by 2 CFR, Section 
200.320(b)(2) for RFPs only. The Community Roots purchasing manager will negotiate 
the technical aspects of each RFP prior to negotiating the cost aspect of the RFP. Any 
or all bids may be rejected if there is a sound documented reason. 

• Step 5: Responsible and Responsive Contractors (2 CFR, Section 200.318[h]) 

Community Roots will award contracts only to responsive and responsible contractors 
possessing the ability to conform to all of the SFA’s stated terms and conditions and 
to perform successfully under the terms and conditions of the proposed procurement. 
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Consideration will be given to such matters as contractor integrity, compliance with 
public policy, proper classification of employees, record of past performance, and 
financial and technical resources. Community Roots defines responsive as the 
respondent conforms to all of Community Roots’s stated terms and conditions and 
defines responsible as the respondent is capable of performing successfully under the 
terms and conditions of the contract. 

• Step 6: The Community Roots Executive Director will award the contract to the 
responsible and responsive bidder who offers the lowest price for IFBs. All IFBs will 
result in a firm, fixed-price contract. 

For RFPs, the Community Roots Executive Director will award the contract to the 
responsible and responsive respondent whose proposal is most advantageous to the 
Community Roots, with price and other factors considered. All RFPs will result in either 
a fixed-price or cost reimbursable contract. 2 CFR Section 200.324(c) prohibits the use 
of a cost plus a percentage of cost contracts. 

• Step 7: The Community Roots Executive Director will monitor the contract per 2 CFR, 
Section 200.318[b] by: 

o Overseeing deliveries to ensure that the goods solicited for were received 
o Periodic on-site visits to ensure services solicited are being satisfactorily 

performed 
o Reviewing the contract’s terms, conditions, and deliverables monthly to ensure 

that they are being met and done in accordance with all federal, state, and 
local rules 

o Ensuring that discounts, rebates, and credits in cost reimbursable contracts are 
provided 

4. Noncompetitive Procurement Method (2 CFR, Section 200.320[c]) 

Community Roots will only enter into a noncompetitive agreement when one or more of the 
following circumstances apply: 

• The aggregate amount of the procurement transaction does not exceed the micro-
purchase threshold 

• The procurement transaction can only be fulfilled by a single source 
• Public urgency or emergency exists for the requirement will not permit a delay 

resulting from providing public notice of a competitive solicitation. 
• Community Roots requests in writing to use a noncompetitive procurement method, 

and the Federal agency or pass-through entity provides written approval; or 
• After soliciting from a number of sources, competition is determined inadequate. 

75



Purchasing Cooperatives and Intergovernmental Procurement (2 CFR, Section 200.318[e]) 

Community Roots may choose to make purchases through a cooperative agreement with a 
group of other schools to increase purchasing power or Community Roots may piggyback on 
contracts awarded to a vendor from another school district when all procurement principles 
are followed. 

While intergovernmental agreements can benefit Community Roots, Community Roots may 
only enter into an intergovernmental agreement with a local government (e.g., school district). 
Community Roots may also join or piggyback onto a cooperative when that agreement was 
procured and awarded consistent with federal and state procurement regulations. 

For cooperative purchasing, Community Roots purchasing manager must ensure the 
solicitation and contract, proof of advertising, and bid award documents (e.g., evaluation 
documentation) from the lead entity adhere to federal, State, and local regulations, laws, and 
standards. Community Roots purchasing manager shall retain documentation for a period of 
three years after submission of the final Claim for Reimbursement for the fiscal year. In either 
case, if audit findings have not been resolved, the records shall be retained beyond the three-
year period as long as required for the resolution of the issues raised by the audit 
(7 CFR 210.23).  

For piggybacking, the Community Roots purchasing manager must obtain prior written 
permission from the lead entity awarding the bid and the vendor who was awarded the bid. A 
copy of the solicitation and contract, including the piggyback clause, proof of advertising, and 
bid award documents (e.g., evaluation documentation) shall be retained for a period of three 
years after submission of the final Claim for Reimbursement for the fiscal year. In either case, if 
audit findings have not been resolved, the records shall be retained beyond the three-year 
period as long as required for the resolution of the issues raised by the audit (7 CFR 210.23).  

A copy of all the documents listed above will be made available during a procurement review. 

Buy American Provision (7 CFR, sections 210.21[d] and 220.16[d]; U.S. Department of 
Agriculture Policy Memorandum SP 23-2024) 

Pursuant to Section 12(n) of the National School Lunch Act (NSLA) (42 United States Code 
Section 1760[n]), as added by Section 104(d) of the William F. Goodling Child Nutrition 
Reauthorization Act of 1998 (Public Law 105-336), Community Roots Executive Director will 
purchase domestic commodities or products to the maximum extent practical. 

Community Roots Executive Director will comply with 7 CFR, sections 210.21[d] and 220.16[d], 
and CDE Buy American Provision Management Bulletin SNP-01-2025, including the definitions 
defined below, when purchasing food products served in the school meals programs. 
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Pursuant to Title 7 CFR, sections 210.21(d) and 220.16(d), Community Roots Executive 
Director defines “domestic commodity or product” as an agricultural commodity that is 
produced in the United States (U.S.), and a food product that is processed in the U.S. 
substantially using agricultural commodities produced in the U.S. USDA Policy Memorandum 
SP 38-2017 specifies that a product’s food component (defined in 7 CFR, section 210.21) is 
considered the agricultural product. 

Regulations define substantially to mean that food products must consist of over 51 percent of 
agricultural commodities that were grown domestically. USDA policy further clarifies foods that 
are unprocessed must be domestic, and foods that are processed must be 1) processed 
domestically, and 2) comprised of over 51 percent domestically grown items by weight or 
volume. 

In addition, Community Roots Executive Director procurements for harvested fish will meet the 
following requirements: 1) Farmed fish must be harvested within the U.S. or any territory 
possession of the U.S.; 2) Wild caught fish must be harvested within the Exclusive Economic 
Zone of the U.S. or by a U.S. flagged vessel.  

Community Roots Executive Director must include language requiring the purchase of foods 
that meet the Buy American requirements in all procurement procedures, solicitations, and 
contracts.  

Community Roots Executive Director will require a certification of domestic origin for products 
that do not have country of origin labels. 

Community Roots Executive Director may purchase non-domestic foods when it is determined 
that one of the following limited exceptions is met: 

1. The product is listed on the Federal Acquisitions Regulations (FAR) Nonavailable articles 
list found at 48 Code of Federal Regulations (CFR), Section 25.104 and/or is not 
produced or manufactured in the U.S. in sufficient and reasonably available quantities of 
a satisfactory quality; or 

2. Competitive bids reveal the costs of a domestic product are significantly higher than the 
non-domestic product. 

Community Roots Program Operator will maintain documentation to demonstrate the use of 
exceptions and adhere to the following Buy American exception caps. 

• Beginning in School Year (SY) 2025–26, the non-domestic food purchases cap will be 
10 percent. 

• Beginning in SY 2028–29, the non-domestic food purchases cap will be 8 percent. 
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• Beginning in SY 2031–32, the non-domestic food purchases cap will be 5 percent. 

Community Roots Executive Director will track the use of exceptions on the Buy American 
Standard Tracking Form available in the CNIPS, Download Forms, Form ID PRU 10.  

All Buy American shall be retained for a period of three years after submission of the final Claim 
for Reimbursement for the fiscal year. In either case, if audit findings have not been resolved, 
the records shall be retained beyond the three-year period as long as required for the 
resolution of the issues raised by the audit (7 CFR 210.23). Items found on FAR 25.104 
Nonavailable articles list are exempt from the documentation requirement, but these items 
must be counted toward the cap on non-domestic purchases. 

Inter Program Vending  
Community Roots provides CACFP meals to its own program under an internal inter program 
vending process, in which Community Roots prepares and delivers reimbursable CACFP 
meals using the same production and food-safety standards applied to NSLP/SBP meals, 
establishes a documented per-meal rate based on actual and allowable costs, and issues a 
monthly invoice to the CACFP program reflecting meals served and total charges. Rates 
charged will be inclusive of all food, supply, and labor costs. 

All purchases are made through NSLP (5310) and sold to CACFP (5320) at the following rates: 

• $4.90 per Supper ($4.60 federal reimbursement + ~$0.30 USDA Foods) 
• $1.26 per Snack ($1.26 federal reimbursement) 

Senate Bill 490 (Statutes of 2022), Assembly Bill 778 (Statutes 2022) and Farm Animal 
Confinement (Prop 12) 
Community Roots will abide by the requirements of SB 490, AB 778, and Prop 12 when 
applicable. 

Small and Minority Businesses, Women’s Business Enterprises, Veteran-Owned Businesses, 
and Labor Surplus Area Firms (2 CFR, Section 200.321)  
The Community Roots purchasing manager should ensure that small businesses, minority 
businesses, women's business enterprises, veteran-owned businesses and labor surplus area 
firms are used, when possible, through the following considerations: 

1. Placing these business types on solicitation lists; 
2. Assuring these business types are solicited whenever they are deemed eligible as 

potential sources; 
3. Dividing procurement transactions into separate procurements to permit maximum 

participation by these business types; 
4. Establishing delivery schedules that encourage participation by these business types; 
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5. Utilizing organizations such as the Small Business Administration and the Minority 
Business Development Agency of the Department of Commerce; and 

6. Requiring a contractor under a federal award to apply steps listed in paragraphs (1) 
through (5) of this section to subcontracts.  

Duplication of Goods or Services (2 CFR, Section 200.318[d]) 
Community Roots will avoid the acquisition of unnecessary or duplicative items by determining 
whether the goods or services are necessary and ensuring that their purchase does not 
duplicate items or bids that Community Roots already has in place. Where appropriate analysis 
should be made of lease versus purchase alternatives and any other appropriate analysis to 
determine the most economical approach. The Community Roots Executive Director will 
provide the Community Roots purchasing manager with documentation justifying that the 
purchase of all goods and services requested are required and not duplicative prior to 
conducting a procurement. 

Competition (2 CFR, Section 200.319[a][b][c][1–7]) 
Community Roots will conduct all procurement transactions in a manner providing full and 
open competition. Situations where competition is limited will be avoided by Community 
Roots. Some of these situations include but are not limited to: 

• Placing unreasonable requirements on firms in order for them to qualify to do 
business 

• Requiring unnecessary experience and excessive bonding 
• Noncompetitive pricing practices between firms or between affiliated companies 
• Noncompetitive contracts to consultants that are on retainer contracts 
• Organizational conflicts of interest 
• Specifying only a brand name product instead of allowing an equivalent product to 

be offered and describing the performance or other relevant requirements of the 
procurement 

• Any arbitrary action in the procurement process 

When a procurement has been properly conducted, and there is only one respondent, 
Community Roots will evaluate the scope of work or services requested to determine whether 
they were too restrictive by contacting potential respondents who did not participate, and by 
reviewing the requested services for possible modification. Community Roots will then 
resolicit. If, after the second solicitation, there is only one respondent, Community Roots will 
move forward with that award. 

Community Roots will ensure objective contractor performance and eliminate unfair 
competitive advantage by excluding contractors that develop or draft specifications, 
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requirements, statements of work, or IFBs and RFPs from competing for such procurements. 
The Community Roots Executive Director will maintain documentation to prove that the 
appropriate procurement procedures were used, and that the final selection is the most 
efficient and economical for Community Roots. 

Brand Name or Equivalent (2 CFR, Section 200.319[c][6])  
When using a brand name or product code in the specification, Community Roots will adhere 
to the following procedures: 

• The Community Roots Executive Director will ensure that the description in the 
specification will always include a clause that an equivalent product is acceptable. 

• A copy of the specified brand or code will be posted on Community Roots' website 
by the purchasing manager so vendors can verify that the product they are bidding 
on is actually an equal. 

• Vendors bidding an item as an equal product to the brand name specified will be 
required to provide the Community Roots Executive Director with a product 
specification sheet and a sample case of the product for taste testing and verification 
by all Community Roots nutrition department staff and a selected number of students 
to ensure that the product is an equal product to the brand name specified. 

Clear and Accurate Description of Technical Requirements Required (2 CFR, Section 
200.319[d][1-3]) 
Community Roots will have written procedures for procurement transactions. These 
procedures will ensure that all solicitations incorporate a clear and accurate description of the 
technical requirements for the material, product, or service being procured and will not contain 
features which unduly restrict competition. The description may include a statement of the 
qualitative nature of the material, product or service being procured and minimum essential 
characteristics and standards to which it must confirm if it is to satisfy its intended use. A brand 
name or equivalent description may be used as a means to define the performance or other 
salient requirements of procurement. The specific desired features of the named brand which 
must be met by offers must be clearly stated, along with all requirements which the offerors 
must fulfill, and all other factors to be used in evaluating bids or proposals. 

Bid Protest (2 CFR, Section 200.318[k]) 
Community Roots is responsible, in accordance with good administrative practice and sound 
business judgment, for the settlement of all contractual and administrative issues arising out 
of procurements. These issues include, but are not limited to, source evaluation, protests, 
disputes, and claims. These standards do not relieve Community Roots of any contractual 
responsibilities under its contracts. Violations of the law will be referred to the local, state, or 
federal authority having proper jurisdiction. 
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Community Roots accepts a prospective bidder’s protest to a bid award if the protesting party 
believes the award is not in compliance with the law, does not follow bid procedures, or does 
not meet bid specifications. A protest must be filed with the Community Roots designated 
point of contact for that bid. Such protests must be made in writing and received by the 
Community Roots Business Services Office within five working days of the bid award date and 
shall include all documents supporting or justifying the protest. The protesting party must mail 
or deliver copies of the protest to the Community Roots Business Services Office. A bidder’s 
failure to file the protest documents in a timely manner shall constitute a waiver of their right 
to protest the award of the contract. 

Examples of labor and employment practices (2 CFR, Section 200.318[l]) 
The procurement standards in this subpart do not prohibit recipients or subrecipients from: 

• Using Project Labor Agreements (PLAs) or similar forms of pre-hire collective 
bargaining agreements; 

• Requiring construction contractors to use hiring preferences or goals for people 
residing in high-poverty areas, disadvantaged communities as defined by the 
Justice40 Initiative (see OMB Memorandum M-21-28), or high-unemployment census 
tracts within a region no smaller than the county where a federally funded construction 
project is located. The hiring preferences or goals should be consistent with the 
policies and procedures of the recipient or subrecipient, and must not prohibit 
interstate hiring; 

• Requiring a contractor to use hiring preferences or goals for individuals with barriers 
to employment (as defined in section 3 of the Workforce Innovation and Opportunity 
Act (29 U.S.C. 3102(24)), including women and people from underserved 
communities as defined by Executive Order 14091; 

• Using agreements intended to ensure uninterrupted delivery of services; using 
agreements intended to ensure community benefits; or 

• Offering employees of a predecessor contractor rights of first refusal under a new 
contract. 

Termination for Cause and Convenience (2 CFR, 200, Appendix II[b]) 
All contracts in excess of $10,000 must address termination for cause and for convenience by 
Community Roots including the manner by which it will be affected and the basis for 
settlement. 

Maintenance of Records (2 CFR, Section 200.318[i]) 
Community Roots must maintain records sufficient to detail the history of each procurement 
transaction. These records must include, but are not necessarily limited to, the following: 
Rationale for the method of procurement, selection of contract type, contractor selection or 
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rejection, a copy of the solicitation and contract, the basis for the contract price (the bidding 
history), rationale and approval for noncompetitive procurements, any contract amendments, 
billing and payment records, and a history of contractor claims shall be retained for a period 
of three years after submission of the final Claim for Reimbursement for the fiscal year. In either 
case, if audit findings have not been resolved, the records shall be retained beyond the three-
year period as long as required for the resolution of the issues raised by the audit 
(7 CFR 210.23). The CDE and USDA reviewers shall have full access to and the right to examine 
all procurement documentation. 

Contract Management (2 CFR, Section 200.318[b]) 
Community Roots must maintain oversight to ensure that contractors perform in accordance 
with the terms, conditions, and specifications of their contracts or purchase orders. Community 
Roots will perform the following tasks to ensure compliance:  

• Monitor the vendors’ compliance with the terms of the contract or purchase order 
• Review products and delivery invoices or receipts to ensure the items that were 

solicited and awarded are the items that are received 
• Conduct periodic reviews of storage facilities, freezers, refrigerators, dry storage, and 

warehouses to ensure the products received comply with the Buy American Provision] 

Certifications (including, but not limited to Appendix II to Part 200 of 2 CFR) 
Community Roots will require any successful respondent to provide proof of having and 
maintaining, during the life of any contract with Community Roots, Public Liability and Property 
Damage Insurance to protect themselves and Community Roots from all claims for personal 
injury, including accidental death, as well as from all claims for property damage arising from 
the operations any contract that Community Roots enters into. (23 CFR Section 646.105[a]) 

Community Roots will not enter into a contract with any company or individual that has been 
debarred or suspended. Vendors that are awarded contracts are required to submit a 
completed Debarment and Suspension Certificate, and Disclosure of Lobbying Activities. 
These forms must be completed prior to commencement of work. 

Community Roots will require that vendors and potential vendors certify that pursuant to 
Education Code Section 45125.1, it has conducted criminal background checks, through the 
California Department of Justice, of all employees providing services to the District, and that 
none have been convicted of drug related, sex offenses or any felonies, as specified in Penal 
Code Sections 1192.79(c) and 667.5(c), respectively. 

Continuing Education/Training Standards (7 CFR, sections 210.30[c], [d][1-5], [e][1-6], [f]) 
Community Roots operates the School Nutrition Programs (SNP) and must ensure that all SNP 
directors (CFR, Section 210.30[c]), SNP managers (7 CFR, Section 210.30[d][1–5]), and staff (7 
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CFR, Section 210.30[e][1–6]) with responsibility for SNP, complete their required annual 
trainings. The annual training should include, but is not limited to, the following topics as 
applicable: training in procurement procedures, the identification of reimbursable meals at 
the point of service, nutrition, health and safety standards, and any other specific topics 
identified by USDA Food and Nutrition Service as needed to address program integrity or 
other critical issues. Annual training requirements for SNP managers, directors, and staff are 
summarized under 7 CFR, Section 210.30[f]. 

 

On August 23, 2023, the USDA Food and Nutrition Service (FNS) released SP 21-2023, Initial 
Implementation Memorandum: Child Nutrition Program (CNP) Integrity Final Rule. This final 
rule is intended to strengthen and streamline the oversight, accountability, and program 
integrity across the CNPs including the National School Lunch Program (NSLP), School 
Breakfast Program (SBP), Special Milk Program, and Summer Food Service Program. 
Highlights of the final rule include: 

1. Focusing on overall integrity process improvements 
2. Introducing targeted flexibilities in the NSLP and SBP that streamline monitoring 

requirements and lower administrative burden for state agencies 
3. Improving the ability of FNS and state agencies to address the rare instances of severe 

or repeated violations of program requirements in the CNP 
4. Adding annual procurement training 
5. Extending the School Nutrition Program Administrative Review and Food Service 

Management Company contract review from three to five years 

Contact Information 
For questions and concerns regarding procurement solicitations, contract evaluations, and 
awards, please contact the following Community Roots staff: 

Executive Director: (530) 452-0979 

Updated Mar. 19, 2026 

This institution is an equal opportunity provider. 
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Capitalization And Assets Policy 
Board Policy 

Purpose 

The purpose of this policy is to establish uniform guidelines for the 
capitalization, depreciation, management, and disposal of fixed assets owned 
or controlled by the Community Roots School Food Services Agency (CRSFSA). 
This policy ensures compliance with applicable federal and state regulations, 
generally accepted accounting principles (GAAP), and the California School 
Accounting Manual (CSAM). 

This policy applies to all capital assets purchased, constructed, donated, or 
otherwise acquired by the Agency using public funds or contributions from 
member districts. 

Authority and Governance 
Pursuant to the Joint Powers Agreement forming the Agency, the CRSFSA 
Board of Directors retains ultimate authority over the acquisition, management, 
and disposition of property. The Executive Director (ED), or designee, is 
responsible for implementing this policy, maintaining appropriate records, and 
ensuring internal controls consistent with the Agency’s fiscal policies and the 
requirements of the County Treasurer as depository of Agency funds. 

All capital asset activities shall align with the Agency’s Expenditures and 
Purchasing Policy and Procurement Procedures for the acquisition of goods 
and services. 

Assets purchased with federal funds shall be managed and disposed of in 
accordance with 2 CFR Part 200 and applicable USDA requirements. 

Definitions 
Capital Asset: Tangible property, including land, buildings, 
improvements, vehicles, furniture, and equipment, with an estimated 
useful life of more than one (1) year and an initial acquisition cost 
meeting or exceeding the capitalization threshold established below. 

Depreciation: The systematic allocation of the cost of a tangible capital 
asset over its estimated useful life. 
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Fixed Asset Register: The official record maintained by the Agency that 
documents the description, location, cost, funding source, depreciation, 
and disposal of all capitalized assets. 

Componentization: The separation of a capital asset into significant parts 
for the purpose of depreciation or replacement when appropriate. 

Capitalization Thresholds 
The following thresholds determine whether an asset shall be capitalized or 
expensed: 

Asset Type Capitalization Threshold Depreciation Required 

Land All acquisitions (non-
depreciable) 

No 

Buildings & 
Improvements 

$10,000 or greater Yes 

Vehicles $5,000 or greater Yes 

Equipment (including 
kitchen, IT, and 
mechanical) 

$5,000 or greater Yes 

Furniture & Fixtures $5,000 or greater Yes 

Infrastructure $25,000 or greater Yes 

Items below these thresholds shall be expensed in the fiscal year acquired but 
must be inventoried if they are considered sensitive assets (e.g., computers, 
tablets, point-of-sale systems, or mobile equipment). 

Depreciation 
Capital assets, other than land, are subject to depreciation using the straight-
line method over their estimated useful lives: 

Asset Class Useful Life 

Buildings 30 years 

Building Improvements 10 years 

Vehicles 8 years 
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Kitchen and Food Service Equipment 75 years 

Office Furniture and Equipment 5 years 

Technology/Computers 3 years 

Acquisition and Recording 
1. Authorization: Capital purchases shall follow the procurement thresholds 

and competitive bidding procedures outlined in: 
FIS-202 BP Expenditures & Purchasing 

1. FIS-204 AR Procurement Procedures  Board Policy – Procurement 
Procedures. 

2. Funding: Purchases shall be funded from approved budget allocations, 
federal or state grant funds, or other designated sources. 

3. Recording: The Executive Director, or designee, shall maintain a fixed 
asset register documenting: 

- Asset description, identification number, and serial number 
- Acquisition date and cost 
- Funding source (e.g., cafeteria fund, USDA grant) 
- Location and department 
- Estimated useful life and depreciation method 
- Disposition information when applicable 

Inventory and Safeguarding 
All assets shall be assigned a unique identification number and physically 
tagged where feasible. A complete physical inventory shall be conducted at 
least once every two years, or as required by the California Department of 
Education or independent auditors. The Executive Director shall ensure 
adequate insurance coverage is maintained on all capital assets per the JPA’s 
insurance provisions. 

All capital assets shall be insured and managed in accordance with FIS-210 – 
Insurance Coverage and Liability Management.. 

Donated Assets 
Assets donated to the Agency shall be recorded at their estimated fair market 
value at the time of donation and depreciated over their remaining useful life if 
applicable. 
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Disposal and Retirement 
Disposal and retirement of capital assets shall be conducted in accordance with 
FIS-208 – Sale and Disposal of Equipment and Supplies, including applicable 
Board approval thresholds and procedures. When assets become obsolete, 
damaged beyond repair, or no longer needed: 

1. The Executive Director shall prepare a written Asset Disposal Request 
describing the asset, reason for disposal, and method of disposition 
(sale, trade-in, donation, or recycling). 

2. The Board of Directors shall authorize disposals exceeding $10,000 in 
original cost or current fair market value. 

3. All proceeds from the sale of assets shall be deposited in the Agency’s 
cafeteria fund or other appropriate account in accordance with 
Education Code §38101 and JPA fiscal provisions. 

 

Accounting and Audit 
The Chief Business Official (CBO) shall ensure that: 

 Capital assets are accurately recorded and reconciled with the general 
ledger annually. 

 Capital expenditures comply with the Expenditures & Purchasing Policy 
and are reviewed as part of the annual independent audit required 
under Government Code §26909. 

o These procedures are referenced in FIS-201 AR Accounting & 
Internal Controls & FIS-216 BP/AR Management of Assets 

Responsibilities 
 Board of Directors: Approves capitalization thresholds, asset disposals, 

and periodic policy updates. 
 Executive Director: Implements procedures, ensures compliance with 

procurement and expenditure policies, and maintains accurate fixed 
asset records. 

 Chief Business Official: Oversees accounting, depreciation, reporting, 
and audit compliance. 

Policy Review 
This policy shall be reviewed at least every three years or sooner if required by 
changes in federal, state, or local regulations. 
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Gifts, Grants And Bequests 

The Board of Directors may accept any gift, grant, or bequest of money, property, or 
service to the Community Roots School Food Services Agency (CRSFSA) from any 
individual, organization, foundation, or public or private agency that desires to support 
CRSFSA's programs or activities.  While greatly appreciating suitable donations, the 
Board shall reject any gift which may directly or indirectly impair its authority to make 
decisions in the best interest of students or its ability or commitment to provide 
equitable opportunities.  
 
The Executive Director may recommend acceptance of gifts with donor restrictions 
when such restrictions are consistent with Agency programs, operational capacity, and 
legal requirements. Any gift that presents material risk, signicant restriction, or 
potential conict shall be brought to the Board for review and approval. 

Before accepting any gift, grant, or bequest, the Board shall carefully consider any 
conditions or restrictions imposed by the donor to ensure their consistency with the 
CRSFSA's vision, philosophy, and operations.  If the Board believes the CRSFSA will be 
unable to fully satisfy the donor's conditions, the gift shall not be accepted.  
 
In addition, the Board shall ensure that acceptance of the gift, grant, or bequest does 
not: 

1. Involve creation of a program which the Board would be unable to sustain when 
the donation is exhausted 

2. Entail undesirable or excessive costs 
3. Promote the use of violence, drugs, tobacco, or alcohol 
4. Advertise or endorse the use of non-nutritious food or beverages during the 

school day 
5. Encourage or enable the violation of any law or CRSFSA policy 
6. Imply endorsement of any business or product or unduly commercialize or 

politicize the school environment 

All gifts, grants, and bequests shall become CRSFSA property.   When any gift of 
money received by the CRSFSA is not immediately used, it shall be placed in the 
county treasury in accordance with law.  (Education Code 41030-41031) 
 
The Executive Director or designee shall annually provide a report to the Board 
indicating the gifts, grants, and/or bequests received on behalf of CRSFSA in the 
preceding scal year.  The report shall include a statement of account and expenditure 
of all gifts of money and an inventory of all gifts of physical assets. 
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Use of Donations 
The Executive Director shall have nal authority over the allocation, expenditure, and 
operational use of all accepted gifts, grants, bequests, and donation funds, consistent 
with Board-adopted budgets, policies, donor restrictions, and all applicable laws. The 
Executive Director may designate staff to manage or implement the use of such funds 
but retains ultimate decision-making responsibility. 

Appreciation 
The Board may show appreciation for any donation to CRSFSA in any manner it deems 
appropriate.  Such appreciation may take the form of letters of recognition or Board 
resolutions; plaques, commendations, or awards; planting of commemorative trees or 
gardens; or naming or renaming of buildings, grounds, or facilities.  Conferment of 
any such honor shall be in accordance with applicable Board policy. 
 

Corporate Sponsorship 
The Board may enter into an agreement or arrangement with an outside entity for the 
sponsorship of any or its programs or activities.  When appropriate, the agreement 
may allow the outside entity to advertise or promote its business, product, or service in 
CRSFSA publications or on CRSFSA property or web site. 
 
Every sponsorship agreement shall be in writing and shall be approved by the 
Board.  The Board shall ensure that CRSFSA's relationship and arrangement with the 
sponsor are consistent with CRSFSA's mission, values, and goals.  Any advertising or 
promotional message, image, or other depiction to be used by the sponsor shall meet 
the standards set for commercial advertising on CRSFSA property and in CRSFSA-
sponsored publications. The Board may delegate authority to the Executive Director to 
approve sponsorship agreements below a specied monetary threshold (up to 
$25,000), provided such agreements do not involve use of the Agency’s name, logo, 
or branding without Board-approved guidelines.  
 
Each sponsorship agreement shall contain statements including, but not limited to: 

1. The purpose of the relationship with the sponsor, details of the benets to 
CRSFSA, and how the benets will be distributed. 

2. The duration of the agreement and the roles, expectations, rights, and 
responsibilities of CRSFSA and the sponsor, including whether and to what 
extent the sponsor is allowed to advertise or promote its products and/or 
services. 
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3. The authority of the Board to retain exclusive right over the use of CRSFSA's 
name, logo, and other proprietary information and the requirement that the 
sponsor obtain prior approval of the Board before using such information. The 
Board may authorize the Executive Director to approve limited use of the 
Agency’s name and logo in accordance with Board-approved branding and 
sponsorship guidelines. Any use that implies endorsement or carries 
reputational risk shall require Board approval. 

4. The authority of the Board to terminate the agreement without any penalty or 
sanction to CRSFSA if the sponsor's message, business, or product becomes 
inconsistent with CRSFSA vision, mission, or goals or the sponsor engages in 
any prohibited activity. 

5. The prohibition against the collection of students' personal information except 
as allowed by law. 

Online Fundraising 
Any person or entity who wishes to conduct an online fundraising campaign, including 
a crowdfunding campaign, for the benet of the CRSFSA shall submit a written request 
for prior approval to the ED or designee. Approval of requests shall take into 
consideration compatibility with the CRSFSA's vision and goals, core beliefs, and 
infrastructure; the manner in which donations are collected and distributed; equity of 
the use of funds; and any other factors deemed relevant or appropriate by the 
CRSFSA. 
 
Any person or entity approved to conduct an online fundraising campaign shall 
comply with relevant CRSFSA policies and procedures, including ensuring nancial 
transparency in describing the purpose and use of the funds and protecting student 
privacy as applicable. Such person or entity shall specify that the CRSFSA will own the 
funded resources. 
 
Funds raised by an online fundraising campaign and donated to the CRSFSA shall be 
subject to the same terms, criteria for acceptance, and accountability measures as any 
other donation as specied in this policy. 

Delegation of Authority 

The Board may delegate authority to the Executive Director to: 
 Accept gifts below a specied threshold (less than $25,001) 
 Approve routine grants and donations  
 Execute sponsorship agreements within dened limits  

The Executive Director shall notify the Board of such actions through regular reporting. 
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Sale and Disposal of Equipment and Supplies 

Board Policy 

Purpose 

The Board of Directors recognizes its responsibility to ensure that Agency equipment, 
supplies, and other personal property are used efficiently and disposed of in a manner 
that maximizes value, maintains accountability, and complies with applicable laws and 
regulations. 

Authority 
The Board retains authority over the disposal of Agency-owned property. Upon 
recommendation of the Executive Director (ED) or designee, the Board may declare 
property to be surplus, obsolete, or no longer needed for Agency operations. 

The Board may delegate authority to the Executive Director, or designee, to approve 
and carry out disposal of property below a specied value threshold. 

Disposition of Property 
The Agency may dispose of surplus or obsolete property using methods including: 

• Sale (competitive bid, auction, or negotiated sale where permitted)  
• Trade-in toward replacement equipment  
• Donation to appropriate entities  
• Recycling or disposal when items are no longer usable  

All disposals shall be conducted in alignment with applicable provisions of the 
California Education Code and other applicable laws. 

Valuation and Methods of Sale 
The Executive Director or designee shall: 

• Establish a reasonable fair market value using appropriate methods  
• Utilize competitive bidding or public notice when required by law  
• Sell property to the highest responsible bidder unless all bids are rejected  

Property may be sold without formal bidding when permitted by law, including when: 
• The value is minimal  
• No qualied bids are received  
• The sale is made to another public agency or governmental entity  

Federal Equipment and Supplies 
Equipment and supplies acquired with federal funds shall be managed and disposed 
of in accordance with: 

• 2 CFR 200.313 and 200.314  
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The Agency shall ensure: 
• Equipment is used for its intended program purpose  
• Required approvals are obtained prior to disposal when applicable  
• The federal program is compensated for its proportional share when required  

Use of Proceeds 
Proceeds from the sale of Agency property shall be: 

• Deposited into the appropriate Agency fund, or  
• Credited to the fund from which the asset was originally purchased  

All proceeds from federally funded equipment shall be handled in accordance with 
federal requirements. 

Documentation and Internal Controls 
The Executive Director or designee shall ensure: 

• All disposals are properly documented  
• Records include:  

o Description of the asset  
o Method of disposal  
o Date and value of disposition  

• Inventory records are updated promptly  
Appropriate internal controls shall be maintained, including segregation of duties 
where feasible and periodic review of disposal activities. 

Member District-Owned Equipment 
Equipment and supplies located at school sites but owned by member districts shall 
remain the property of the originating district unless formally transferred. 

The Agency shall not dispose of member district-owned property without prior written 
authorization from the owning district. 

The Executive Director or designee shall: 
• Maintain inventory records of district-owned equipment used in Agency 

operations  
• Coordinate with districts regarding maintenance, replacement, and disposition  
• Ensure compliance with funding requirements and applicable laws  

Transfer of Ownership 
Equipment may be transferred from a member district to the Agency upon: 

• Approval by the member district governing board  
• Approval by the CRSFSA Board of Directors  
• Proper documentation of the transfer, including funding source and value  
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Transferred assets shall be recorded in the Agency’s asset records in accordance with 
applicable accounting standards. 

Grant-Funded Equipment 
For equipment acquired using federal or state grant funds: 

• Use, transfer, and disposal shall comply with all grant requirements  
• Equipment shall continue to be used for allowable program purposes  
• Required approvals shall be obtained from awarding agencies when applicable  

Legal Compliance 
All disposal actions shall comply with: 

• California Education Code §§ 17540–17547 (as applicable to JPAs)  
• Federal Uniform Guidance (2 CFR Part 200)  
• Applicable procurement, audit, and scal requirements  
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Procurement and Competitive Bidding 
Board Policy 

Purpose 
The Board of Directors is committed to ensuring the prudent, transparent, and legally 
compliant use of public funds. The Community Roots School Food Services Agency (CRSFSA) 
shall obtain the greatest value for expenditures through fair, open, and competitive 
procurement practices. 

Applicability 
This policy applies to: 

• Procurement of equipment, supplies, and services  
• Public works projects  
• Contracts subject to state competitive bidding requirements  

Procurements funded with federal funds shall comply with federal procurement requirements, 
which shall take precedence where applicable. 

Competitive Procurement Requirements 
The Agency shall utilize competitive procurement methods when: 

• Required by law, or  
• Determined to be in the best interest of the Agency  

The Agency shall not divide or separate purchases to evade competitive bidding 
requirements. 
(Public Contract Code §20116) 

Compliance with Law 
All procurement activities shall be conducted in accordance with: 

• Federal regulations, including 2 CFR 200.317–200.327  
• USDA School Nutrition Program requirements  
• Applicable provisions of the California Public Contract Code  
• Agency procurement procedures  

Procurement Methods 
The Agency may utilize procurement methods permitted by law, including: 

• Formal competitive bidding  
• Informal bidding or quotation processes  
• Requests for proposals (RFPs), where applicable  
• Cooperative purchasing or piggybacking on other public agency contracts 

(Public Contract Code §20118)  
Alternative procurement methods may be used when permitted by law, including: 

• Emergency procurement  
• Sole source procurement  

Public Works Contracting 
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Public works projects shall be procured in accordance with applicable provisions of the 
California Public Contract Code and any adopted cost accounting procedures. 
Depending on project size and legal thresholds, procurement methods may include: 

• Performance by Agency employees (force account), where permitted  
• Informal bidding procedures for smaller projects  
• Formal competitive bidding procedures for larger projects  

Bid Procedures 
The Executive Director (ED), or designee, shall: 

• Develop clear and complete bid specications  
• Ensure appropriate advertising and solicitation of bids  
• Establish timelines and submission procedures  
• Conduct fair and transparent bid opening and evaluation processes  

Award of Contracts 
Contracts shall be awarded to: 

• The lowest responsive and responsible bidder for formal bids, or  
• The most advantageous proposal when permitted by law  

The Board reserves the right to reject any or all bids when it is in the best interest of the 
Agency. 

Delegation 
The Executive Director, or designee, is authorized to: 

• Establish and implement procurement procedures  
• Ensure compliance with applicable laws and regulations  
• Develop specications and evaluation criteria  
• Oversee solicitation, evaluation, and contract award processes  

Coordination with Federal Procurement 
When procurement involves federal funds: 

• Federal procurement requirements shall apply  
• In the event of conict, federal requirements shall take precedence  

Internal Controls and Oversight 
The Executive Director or designee shall ensure: 

• Procurement processes are conducted with integrity and transparency  
• Appropriate internal controls are maintained  
• Documentation is sufficient to support procurement decisions and audits  

Legal Compliance 
All procurement and contracting activities shall comply with: 

• California Public Contract Code  
• Federal Uniform Guidance (2 CFR Part 200)  
• USDA School Nutrition Program requirements  
• Applicable audit and accountability standards  
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Records Retention & Public Records Access 
Board Policy 

Purpose 

The Board of Directors recognizes the importance of maintaining accurate, secure, and 
accessible records in order to support effective operations, ensure accountability, and 
comply with applicable laws governing public records, records retention, and 
condentiality. 

Records Management 
The Executive Director (ED), or designee, shall ensure that Agency records are created, 
maintained, retained, and disposed of in accordance with applicable federal and state 
laws and this policy. 
The ED or designee shall develop and maintain a comprehensive records 
management system that provides for: 

• Secure storage and organization of records  
• Efficient retrieval of records  
• Appropriate archiving and retention  
• Timely and lawful destruction of records  
• Management of electronically stored information, including email and digital 

les  

Denition of Records 

“Records” include all books, papers, documents, electronic les, emails, maps, and 
other materials created, received, or maintained by the Agency in the course of official 
business, regardless of format. 

Records Classication and Retention 
The Executive Director or designee shall classify Agency records as: 

• Class 1 – Permanent Records  
• Class 2 – Optional Records  
• Class 3 – Disposable Records  

Records shall be retained in accordance with legal, scal, and operational 
requirements. 
At a minimum: 

• Records shall be retained for no less than three scal years after creation  
• Records shall not be destroyed until:  

o All audits are complete  
o Applicable federal retention requirements are satised  
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o No litigation hold or investigation is pending  

Permanent Records 
Permanent records shall include, but are not limited to: 

• Board minutes, resolutions, and policies  
• Organizational and JPA formation documents  
• Annual budgets and nancial statements  
• Audit reports  
• Employment history and payroll summary records  
• Fixed asset and property records  

Federal and Program Retention Requirements 
For federally funded programs, including Child Nutrition Programs: 

• Records shall be retained for at least three years after submission of the nal 
claim for reimbursement  

• If audit ndings are unresolved, records shall be retained until resolution  
(7 CFR 210.23; 2 CFR 200.334) 

Electronic Records and Communications 
Electronic records, including email, text messages, and digital les, are considered 
official records when related to Agency business. 
Employees shall: 

• Retain electronic records in Agency systems  
• Transfer business-related communications from personal devices or accounts to 

Agency systems  
• Not retain Agency records solely on personal devices  

The Agency may monitor use of Agency-issued devices in accordance with applicable 
law. 

Electronic Signatures 
The Board authorizes the use of electronic signatures when permitted by law. 
Electronic signatures shall: 

• Comply with applicable legal requirements, including:  
o California Government Code §16.5  
o Civil Code §1633 et seq.  
o 2 CCR §§22000–22005  

• Be unique, veriable, and under the control of the signer  
• Be linked to the associated record such that changes invalidate the signature  

The Executive Director or designee shall ensure that: 
• Appropriate technology and security measures are used  
• The level of authentication is appropriate to the transaction  
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• Electronic records are retained in compliance with this policy  

Public Records Access 
The Agency shall provide access to public records in accordance with the California 
Public Records Act (Government Code §7920.000 et seq.). 
The Executive Director or designee shall ensure: 

• Timely response to public records requests  
• Identication and retrieval of responsive records  
• Redaction of condential or exempt information  
• Documentation of requests and responses  

Condentiality and Data Security 
The Executive Director or designee shall ensure that: 

• Records are protected from unauthorized access, loss, damage, or theft  
• Appropriate safeguards are implemented, including:  

o Access controls  
o Data security protocols  
o Backup and recovery systems  

Data Breach Response 
In the event of a known or suspected breach of records containing condential 
personal information, the Executive Director or designee shall: 

• Notify appropriate law enforcement agencies  
• Notify affected individuals as required by law  

Notication may be delayed if law enforcement determines that notication would 
impede an investigation. 

Litigation Hold 
Upon notice of pending or anticipated litigation: 

• All destruction of relevant records shall cease immediately  
• A litigation hold shall be implemented  

Employees shall preserve all relevant records and comply fully with legal directives. 

Destruction of Records 
Records may be destroyed only when: 

• Retention requirements have been met  
• No audit, investigation, or litigation is pending  

Destruction shall be: 
• Documented  
• Conducted securely (e.g., shredding or secure electronic deletion)  
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Safe at Home Program 

The Agency shall comply with the Safe at Home Program. 

Public records shall not include the actual addresses of protected individuals when a 
substitute address is designated. 

(Government Code §§6206–6207) 

Internal Controls and Responsibility 
The Executive Director or designee shall: 

• Maintain records retention schedules  
• Ensure compliance with all applicable laws  
• Provide employee training  
• Oversee secure storage and destruction of records  

Legal Compliance 
This policy shall be implemented in accordance with: 

• California Public Records Act (Government Code §7920.000 et seq.)  
• California Education Code (as applicable to JPAs)  
• Federal Uniform Guidance (2 CFR Part 200)  
• Applicable audit and program requirements  
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Insurance Coverage and Liability Management 
Board Policy 

Purpose 

The Board of Directors is committed to maintaining a comprehensive risk 
management program that protects the resources of the Community Roots School 
Food Services Agency (CRSFSA) and promotes the safety of employees, program 
participants, partner agencies, and the public. 

Risk Management Program 
The Executive Director (ED), or designee, shall establish and maintain a risk 
management program that: 

• Identies risks inherent in Agency operations, including food service, facilities, 
transportation, administrative functions, and program activities  

• Assesses the frequency and severity of risks, including accidents, injuries, 
property damage, nancial loss, and claims  

• Implements loss prevention and safety strategies, including training, operational 
controls, and regulatory compliance  

• Maintains records of incidents, claims, and loss trends  
The Agency shall take reasonable steps to minimize exposure to liability while ensuring 
safe operations. 

Risk Financing Strategy 
The Executive Director or designee shall determine the appropriate method of 
managing risk, including: 

• Retention of risk by the Agency  
• Transfer of risk through insurance  
• Participation in pooled risk programs, including Joint Powers Authorities (JPAs)  

Insurance Coverage 
The Agency shall maintain insurance coverage appropriate to its operations and risk 
exposure. Coverage may include, but is not limited to: 

• General liability insurance  
• Property insurance (including buildings, equipment, and vehicles)  
• Workers’ compensation insurance  
• Automobile liability insurance  
• Errors and omissions (professional liability) insurance  
• Cyber liability and data breach coverage  
• Fidelity bond insurance  
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Coverage levels shall be sufficient to protect Agency assets and operations in 
accordance with legal requirements and industry standards. 

Bonding of Employees 
The Agency shall maintain delity bond coverage to protect against loss due to 
employee dishonesty or fraud. 

• Employees responsible for handling Agency funds shall be bonded  
• Bonding may also be provided for employees responsible for Agency property  
• The Agency shall bear the cost of such bonding  

Insurance Administration and Review 
The Executive Director or designee shall: 

• Coordinate with insurance providers, brokers, or pooled risk programs  
• Maintain records of insurance policies, coverage limits, and renewals  
• Conduct an annual review of insurance coverage and risk exposure  
• Recommend adjustments to coverage, carriers, or programs as needed  

Board Authority 
The Board of Directors retains authority to: 

• Approve signicant changes to insurance coverage or risk nancing strategies  
• Approve participation in or withdrawal from Joint Powers Authorities or pooled 

insurance programs  
• Designate or remove an insurance agent or broker of record  

Claims and Incident Management 
The Executive Director or designee shall ensure that: 

• All accidents, injuries, and incidents are promptly reported  
• Claims are submitted in a timely manner to insurance carriers  
• Incidents are documented and investigated  
• Coordination occurs with legal counsel and insurance providers as appropriate  

All employees shall promptly report incidents in accordance with Agency 
requirements. 

Employee Responsibilities 
Employees are expected to: 

• Take reasonable precautions to protect Agency property, equipment, and 
resources  

• Follow established safety procedures  
• Report hazards, incidents, and unsafe conditions  

Employees may be held responsible for recurring loss or damage resulting from 
negligence or failure to follow established procedures. 
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Records and Reporting 
The Agency shall maintain records related to: 

• Insurance policies and coverage  
• Claims and incident reports  
• Loss history and risk trends  
• Risk management activities  

The Executive Director or designee shall report to the Board at least twice annually, or 
as needed, regarding: 

• Insurance coverage and renewals  
• Claims activity and trends  
• Risk management initiatives  
• Signicant incidents or exposures  

Risk Reduction and Compliance 
The Agency shall maintain policies and practices that reduce liability exposure, 
including: 

• Workplace safety and injury prevention  
• Non-discrimination and civil rights compliance  
• Food safety and sanitation  
• Claims management and incident reporting  

The Executive Director or designee shall ensure consistent implementation of these 
policies. 

Legal Compliance 
All risk management and insurance practices shall comply with: 

• Applicable provisions of the California Education Code  
• California Labor Code  
• Government Code (as applicable to Joint Powers Authorities)  
• Federal requirements, including those related to federally funded programs  
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Use of Consultants & Independent Contractors 
Board Policy 

Purpose 

The Board of Directors authorizes the use of consultants and independent contractors 
to provide specialized expertise, technical services, or training that cannot be 
effectively performed by Agency staff due to limitations of time, resources, or 
specialized knowledge. 

Consultants may assist with nancial, operational, legal, administrative, nutrition, 
facilities, or other Agency-related matters. 

Use of Consultants 
The Executive Director (ED), or designee, may recommend the use of consultants 
when: 

• Services are not required on a continuing basis  
• Specialized expertise is needed  
• Services cannot be performed by existing staff  

CRSFSA shall not contract for services that are reasonably available at no cost from 
another public agency unless such services are unavailable or insufficient. 

Independent Contractor Classication 
The Executive Director or designee shall ensure that all individuals or entities retained 
as independent contractors are properly classied in accordance with: 

• Internal Revenue Service (IRS) guidelines  
• California Labor Code 2775–2785 (ABC Test)  

A worker shall be considered an independent contractor only if all of the following 
conditions are met: 

1. The individual is free from the control and direction of CRSFSA in performing 
the work  

2. The work performed is outside the usual course of CRSFSA’s operations  
3. The individual is customarily engaged in an independently established trade or 

business  

Employee vs. Contractor Prohibition 

CRSFSA employees shall not be retained as independent contractors. 

Employees performing additional work for the Agency shall be compensated as 
employees in accordance with applicable wage and hour laws. 
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Contract Approval 
All consultant contracts shall: 

• Be reviewed for compliance with procurement and contracting requirements  
• Be approved by the Board of Directors unless delegated authority exists 

pursuant to Board policy  
Procurement Compliance 
Selection of consultants shall comply with: 

• FIS-207 – Procurement & Competitive Bidding  
• Applicable federal procurement standards (2 CFR Part 200), when federal funds 

are used  

Equal Opportunity 

CRSFSA shall provide equal opportunity to all qualied individuals, rms, and 
organizations without discrimination based on any protected characteristic in 
accordance with applicable law. 

Conict of Interest 
Consultants shall: 

• Disclose any nancial or organizational conicts of interest  
• Comply with CRSFSA conict of interest requirements  

When applicable, consultants shall le a Statement of Economic Interests (Form 700) 
in accordance with: 

• Government Code 87302  

Public Agency Certication 
When employees of other public agencies provide consulting services, they shall 
certify that: 

• They are not receiving compensation from another public agency for the same 
work period  

Professional Conduct and Harassment 
The Board prohibits: 

• Harassment of consultants by CRSFSA staff  
• Harassment of CRSFSA staff by consultants  

All complaints shall be addressed in accordance with CRSFSA complaint procedures. 

Oversight 
The Executive Director or designee shall: 

• Ensure proper documentation of consultant agreements  
• Monitor consultant performance  
• Ensure compliance with applicable laws and policies 
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Contracts 
Board Policy 

Purpose 

The Board of Directors recognizes its responsibility to enter into contracts on behalf of 
the Community Roots School Food Services Agency (CRSFSA) for the acquisition of 
equipment, supplies, services, and other resources necessary to support Agency 
operations and achieve its mission. 

In exercising this authority, the Board shall ensure that: 
• The Agency’s interests are protected  
• Contracts are scally responsible and operationally sound  
• All agreements comply with applicable laws and regulations  

Authority to Contract 
The Board retains authority to approve contracts and may delegate authority to the 
Executive Director (ED), or designee, to enter into contracts on behalf of the Agency in 
accordance with Board-established limits. 

All contracts shall: 
• Be executed in accordance with applicable law  
• Be within approved budget appropriations  
• Be consistent with Board policy  

Contracts requiring Board approval shall be presented for approval or ratication at a 
duly noticed public meeting. 

Legal Compliance 
All contracts entered into by CRSFSA shall comply with: 

• California Public Contract Code, including competitive bidding requirements  
• California Education Code (as applicable to JPAs)  
• Government Code requirements for public agencies  
• Federal regulations (2 CFR Part 200) for federally funded programs  
• Applicable labor, employment, and civil rights laws  

Public Access to Contracts 
All contracts shall be public records and made available for public inspection in 
accordance with the California Public Records Act, unless disclosure is prohibited by 
law. 

No contract shall include provisions that restrict the Agency’s ability to comply with 
public records laws. 
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Non-Discrimination 
When required by law, all contracts and subcontracts shall include provisions 
prohibiting discrimination and requiring compliance with applicable civil rights laws. 

Contractors shall be required to provide written notice of these obligations to any 
subcontractors or labor organizations as required by law. 

Procurement and Competitive Processes 
Contracts shall be awarded in accordance with applicable procurement requirements, 
including: 

• Competitive bidding where required by law  
• Request for Proposals (RFP) or Request for Qualications (RFQ) when 

appropriate  
• USDA procurement requirements for Child Nutrition Programs  

The Agency shall not divide or separate contracts for the purpose of avoiding legal 
procurement requirements. 

Internal Controls 
The Executive Director or designee shall establish internal controls to: 

• Ensure accurate and reliable nancial reporting  
• Safeguard Agency assets and funds  
• Maintain accountability in contract administration  
• Prevent fraud, waste, or misuse of public funds  

Special Considerations – Food and Beverage Contracts 

The Agency shall comply with all applicable federal and state laws governing food and 
beverage sales, including: 

• USDA Smart Snacks standards (7 CFR 210.11; 220.12)  

• Applicable California nutrition standards  

CRSFSA shall not enter into contracts that conict with its obligations as a School Food 
Authority or compromise the integrity of federally reimbursable meal programs. 

Advertising and Sponsorship Agreements 
Contracts involving advertising, sponsorships, or the use of the Agency’s name or logo 
shall: 

• Be reviewed for compliance with Agency policies and legal requirements  
• Avoid any implication of endorsement of products inconsistent with Agency 

programs  
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• Require Board approval when they involve signicant nancial value, 
reputational risk, or exclusive rights  

The Board may require public discussion of such agreements when appropriate. 

Member District Coordination 
For contracts involving operations on school sites, including equipment placement or 
services, the Agency shall: 

• Coordinate with the member district  
• Obtain required approvals from the district as applicable  
• Ensure compliance with site-specic requirements  
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Payment for Goods and Services 
Board Policy 

Purpose 

The Board of Directors recognizes the importance of strong internal controls to ensure 
the proper use and safeguarding of Agency resources. The Agency shall maintain 
systems that ensure goods and services are properly authorized, received, and paid in 
accordance with applicable laws, policies, and procedures. 

I. Internal Controls and Responsibilities 
The Executive Director (ED), Chief Business Official (CBO), or designee shall ensure 
that: 

• Purchasing, receiving, and payment functions are appropriately segregated  
• Payments are supported by adequate documentation  
• Expenditures are within approved budgets  
• Internal controls are maintained to prevent fraud, waste, or misuse of funds  

All payment processes shall align with the Agency’s accounting and internal control 
systems, including FIS-201. 

II. Authorization and Documentation Requirements 
All payments for goods and services shall: 

• Be based on valid purchase authorization (purchase order or contract)  
• Be supported by:  

o Vendor invoices  
o Receiving documentation or verication of services rendered  

• Be reviewed and approved by appropriate personnel  
No payment shall be processed unless goods or services have been received and 
veried. 

III. General Payment Procedures 
The Executive Director, CBO, or designee shall ensure that: 

• All payments are properly documented and coded  
• Payments are processed in accordance with Agency procedures  
• Duplicate or erroneous payments are prevented  
• Documentation is retained for audit purposes  

IV. Timely Payment 
Payments shall be processed in a timely manner to: 

• Take advantage of vendor discounts where applicable  
• Avoid late fees or nance charges  
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• Maintain positive vendor relationships  

V. Payments to Vendors (Goods and Services) 
Payments for goods and services shall: 

• Be supported by:  
o Approved purchase orders or contracts  
o Vendor invoices  
o Receiving or service verication  

• Be reviewed and approved prior to payment  
• Be processed through the Agency’s nancial system  

VI. Payments for Public Works Contracts 
For contracts involving construction, alteration, repair, or improvement of facilities, the 
Agency shall comply with the following: 

1. Progress Payments 
• Payments may be made based on veried work completed  
• Payments shall:  

o Not exceed 95% of actual work completed  
o Include up to 95% of materials delivered but not yet installed  
o Withhold at least 5% retention until project completion  

• After 50% completion, retention may be reduced or released if satisfactory 
progress is being made 
(Public Contract Code §9203)  

2. Timely Payment of Contractors 
• Payment requests shall be processed within 30 days of receipt  
• Improper or incomplete requests shall be returned within 7 days with written 

explanation 
(Public Contract Code §20104.50)  

3. Retention Release 
• Retention shall be released within 60 days after project completion and 

acceptance  
• In case of dispute:  

o The Agency may withhold up to 150% of the disputed amount 
(Public Contract Code §7107)  

VII. Board Oversight 
The Board of Directors shall: 

• Review and approve expenditures through regular nancial reporting processes  
• Approve payments and obligations as required by law or Board policy  
• Maintain oversight of Agency nancial operations  
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VIII. Unauthorized Purchases 

The Agency shall not be responsible for unauthorized purchases or obligations. 

Individuals who incur obligations without proper authorization may be held personally 
responsible for such expenditures. 

IX. Records and Audit Support 
The Executive Director or designee shall ensure that: 

• Payment documentation is retained in accordance with records retention 
requirements  

• Records support:  
o Audits  
o Financial reporting  
o Program compliance reviews  

X. Legal Compliance 
All payment processes shall comply with: 

• California Education Code (as applicable to JPAs)  
• California Public Contract Code  
• Government Code requirements for public agencies  
• Federal regulations, including 2 CFR Part 200  
• Agency scal policies and procedures 
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Claims & Actions Against the CRSFSA 
Board Policy 

Purpose 

The Board of Directors is committed to ensuring that the operations of the Community 
Roots School Food Services Agency (CRSFSA) are conducted in a manner that 
minimizes risk, protects Agency resources, and promotes the health and safety of 
employees, program participants, partner agencies, and the public. 

The Board further recognizes the importance of establishing clear procedures for the 
handling of claims and legal actions against the Agency. 

Presentation of Claims 
Any claim for money or damages against CRSFSA shall be presented, processed, and 
acted upon in accordance with: 

• The Government Claims Act (Government Code §§ 810–996.6)  
• Applicable provisions of state and federal law  
• Board policies and administrative regulations  
• Applicable insurance coverage and risk management procedures  

Claims Not Governed by the Government Claims Act 
Any claim for money or damages not governed by the Government Claims Act, or 
excepted pursuant to Government Code §905, shall be presented consistent with the 
manner and time limitations set forth in the Government Claims Act, unless otherwise 
provided by law. 

Administration of Claims 
Upon receipt or notice of a claim, the Executive Director (ED), or designee, shall: 

• Take all necessary steps to protect the Agency’s legal and nancial interests  
• Promptly notify appropriate insurance carriers, joint powers authorities, or risk 

pools  
• Coordinate with legal counsel regarding investigation and response  
• Ensure proper documentation and tracking of claims  

The ED or designee shall also take appropriate action to preserve the Agency’s rights 
under any applicable contracts, including rights to indemnication, defense, or 
coverage. 

Insurance Coordination 
All claims shall be handled in coordination with the Agency’s insurance providers or 
risk management programs in accordance with Policy FIS-210. 
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Applicability 
This policy applies to all claims for money or damages asserted against CRSFSA, 
including any claims arising from prior acts or omissions to the extent permitted by 
law. 
Roster of Public Agencies 
The Executive Director or designee shall ensure that CRSFSA complies with 
requirements to maintain and le a Roster of Public Agencies in accordance with 
Government Code §53051. 
Such ling shall include: 

• The Agency’s official mailing address  
• The names and addresses of the Board Chair, Board Clerk/Secretary, and Board 

members  

Any changes to this information shall be led within 10 days of the change. 

Legal Compliance 
All actions related to claims and legal proceedings shall comply with: 

• The Government Claims Act  
• Applicable provisions of the California Government Code  
• Applicable federal and state laws  
• Agency policies and procedures 
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Management of CRSFSA Assets/Accounts 
Board Policy 

Purpose 

The Board of Directors recognizes its duciary responsibility to ensure the effective 
management, protection, and appropriate use of the Community Roots School Food 
Services Agency (CRSFSA) assets and nancial resources. 

The Agency shall maintain systems that promote nancial integrity, accountability, and 
transparency in support of its operational and programmatic goals. 

Authority 

The Executive Director (ED), Chief Business Official (CBO), or designee shall establish 
and maintain systems for the management of Agency assets and nancial accounts in 
accordance with applicable laws, regulations, and Board policy. 

Financial Management System 
The Agency shall maintain a nancial management system that: 

• Produces accurate and reliable nancial information  
• Complies with the California School Accounting Manual (CSAM) and generally 

accepted accounting principles (GAAP)  
• Supports audit and reporting requirements  
• Maintains effective internal controls  
• Ensures safeguarding of Agency assets  

The ED, CBO, or designee shall ensure that: 
• Financial records are complete, accurate, and current  
• Transactions are properly recorded and coded in accordance with SACS 

guidelines  
• Financial systems support internal controls and audit compliance  

Asset Management 
The ED or designee shall ensure that Agency assets are: 

• Properly identied, recorded, and safeguarded  
• Used solely for authorized Agency purposes  
• Managed in accordance with Board policy  

Capital asset tracking, valuation, and depreciation shall be conducted in accordance 
with: 

• FIS-205 – Capitalization and Assets  
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Encumbrance of Funds 
The ED, CBO, or designee shall ensure that: 

• Funds are encumbered at the time a nancial obligation is committed  
• Encumbrances include:  

o Purchase orders  
o Contracts  
o Other nancial commitments  

Encumbrance practices shall align with: 
• FIS-202 – Expenditures and Purchasing  
• FIS-201 – Accounting and Internal Controls  

Internal Controls 
The Agency shall maintain internal control systems designed to: 

• Safeguard assets and nancial resources  
• Ensure proper authorization and recording of transactions  
• Prevent and detect fraud, waste, and abuse  

Internal controls shall include, but are not limited to: 
• Segregation of duties (authorization, custody, recording)  
• Approval hierarchies  
• Reconciliation of accounts  
• Periodic internal reviews  

Internal controls shall align with: 
• FIS-201 – Accounting and Internal Controls  
• FIS-214 – Payment for Goods and Services  

Fraud Prevention 
Fraud, nancial impropriety, or irregularity includes, but is not limited to: 

• Forgery or unauthorized alteration of documents or accounts  
• Unauthorized alteration of nancial instruments  
• Misappropriation of funds or assets  
• Improper handling or reporting of transactions  
• Use of Agency information for personal gain  
• Disclosure of condential information  
• Acceptance of gifts or value from vendors or contractors  
• Improper destruction or misuse of records or property  
• Failure to provide nancial records to authorized agencies  
• Any other dishonest or fraudulent act  

All individuals conducting business with the Agency are expected to act with integrity 
and comply with applicable laws and policies. 
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Reporting of Suspected Fraud 
Employees and other parties shall: 

• Immediately report suspected fraud, impropriety, or irregularity to:  
o Their supervisor, and/or  
o The Executive Director or designee  

The Agency may provide a mechanism for anonymous reporting. 

Investigation of Fraud 
The ED or designee shall: 

• Promptly investigate reports of suspected fraud  
• Maintain condentiality to the extent permitted by law  
• Coordinate with:  

o Legal counsel  
o Independent auditors  
o Law enforcement or regulatory agencies, as appropriate  

If fraud is substantiated: 
• A report shall be provided to appropriate personnel and the Board of Directors  
• Corrective or disciplinary action shall be taken  
• Referral to law enforcement shall be made when warranted  

Information related to investigations shall be disclosed only to individuals with a 
legitimate need to know. 

Records and Audit Compliance 
The Agency shall: 

• Maintain nancial and asset records in accordance with:  
o FIS-209 – Records Retention  
o Federal and state audit requirements  

• Ensure records are available for:  
o Independent audits  
o CDE Administrative Review  
o Other authorized oversight agencies  

Policy Alignment 
Management of Agency assets and accounts shall be coordinated with: 

• FIS-201 – Accounting and Internal Controls  
• FIS-202 – Expenditures and Purchasing  
• FIS-205 – Capital Assets  
• FIS-207 – Sale and Disposal of Equipment and Supplies  
• FIS-209 – Records Retention  
• FIS-210 – Insurance and Risk Management  
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• FIS-214 – Payment for Goods and Services  

Legal Compliance 
All nancial and asset management activities shall comply with: 

• California Education Code (as applicable to JPAs)  
• Government Code requirements for public agencies  
• California School Accounting Manual (CSAM)  
• Federal regulations, including 2 CFR Part 200  
• Applicable audit and grant requirements  
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Inventories 
Administrative Regulation 

Purpose 

This Administrative Regulation establishes procedures for maintaining accurate 
inventory records of Agency property to ensure accountability, compliance, and 
effective internal control over assets owned or controlled by the Community Roots 
School Food Services Agency (CRSFSA). 

Inventory Requirements 
The Executive Director (ED), Chief Business Official (CBO), or designee shall maintain 
an inventory of equipment in accordance with applicable law for: 

• All equipment items currently valued in excess of $500 
(Education Code §35168, as applicable)  

• All equipment items purchased with state and/or federal funds that:  
o Have a useful life of more than one year, and  
o Have an acquisition cost of $500 or more per unit  

Sensitive Asset Inventory 
In addition, the ED or designee may maintain an inventory of sensitive or high-risk 
items, regardless of cost, including but not limited to: 

• Computers, tablets, and mobile devices  
• Point-of-sale (POS) systems  
• Kitchen equipment and smallwares  
• Communication devices  

Inventory Records 
The inventory system shall include, at a minimum, the following information: 

• Name and description of the property  
• Identication number or asset tag  
• Original cost (or reasonable estimate if unknown)  
• Date of acquisition  
• Location of use  
• Date and method of disposal  

(Education Code §35168; 5 CCR §3946) 

Additional Requirements for Federally Funded Equipment 
For equipment acquired with federal or state funds, the inventory shall also include: 

• Funding source  
• Titleholder  
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• Percentage of federal participation in cost  
• Use and condition of the property  
• Disposition data, including:  

o Sale price  
o Method used to determine fair market value  

(5 CCR §3946; 2 CFR §200.313) 

Asset Identication and Tracking 
At the time of acquisition: 

• Each inventory item shall be assigned a unique identication number  
• A label or tag shall be affixed when feasible  
• The asset shall be recorded in the Agency’s xed asset register  

Whenever an asset is: 
• Relocated, or  
• Assigned a new use  

The change shall be documented in the inventory system. 

Inventory Records Maintenance 
• A complete and current inventory shall be maintained at the Agency’s 

administrative offices  
• Inventory records shall be retained in accordance with FIS-209 – Records 

Retention  

Federal Reporting Requirements 
When applicable, the Agency shall: 

• Submit inventory reports of federally owned property to the awarding agency  
• Comply with all reporting requirements under 2 CFR §200.312  

Physical Inventory 
A physical inventory of equipment shall be conducted: 

• At least once every two (2) years, or  
• More frequently as required by:  

o Funding agencies  
o Audit requirements  
o Internal controls  

(2 CFR §200.313) 

Inventory Procedures 
The Executive Director or designee shall establish procedures for conducting physical 
inventories, including: 

• Designation of responsible personnel  
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• Preparation and distribution of inventory count sheets  
• Procedures for conducting counts and recounts  
• Verication of asset condition and location  

Use of Agency Equipment 
Agency equipment shall be used primarily for official Agency business. 

The Executive Director or designee shall ensure that employees understand 
appropriate use of Agency equipment. Misuse of Agency equipment may result in 
disciplinary action and/or loss of use privileges. 

Transfer and Off-Site Use of Equipment 
The Executive Director or designee shall approve: 

• Transfer of equipment between locations  
• Removal of equipment for off-site use  

When equipment is taken off site: 
• The employee or borrower is responsible for its safe return  
• The borrower may be held liable for loss or damage  
• Equipment shall only be used for authorized Agency purposes  

Equipment Purchased with Federal Funds 
Equipment acquired with federal funds shall be managed in accordance with 2 CFR 
Part 200, including but not limited to: 

• Prior approval from the awarding agency when required for:  
o Equipment purchases  
o Disposal or encumbrance of equipment  

• Use of equipment for the originally funded program as long as needed  
• Allowable use for other federally supported activities when it does not interfere 

with the original purpose  
• Maintenance procedures to keep equipment in good condition  
• Safeguards to prevent loss, damage, or theft  
• Investigation and documentation of any loss, damage, or theft  

Conict of Interest and Compliance 
Individuals involved in the selection, award, or administration of contracts involving 
equipment purchased with federal funds shall comply with: 

• Federal conict of interest requirements (2 CFR 200.318)  
• Agency conict of interest policies  
• All applicable procurement and ethics standards 
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Reconciliation and Discrepancies 
Following each physical inventory: 

• Results shall be reconciled with accounting and asset records  
• Any discrepancies shall be:  

o Investigated promptly  
o Documented  
o Reported to appropriate personnel  

Signicant discrepancies may be reviewed under: 
• FIS-216 – Fraud Prevention and Investigation procedures  

Internal Control and Safeguarding 
The Agency shall implement controls to: 

• Prevent loss, theft, or misuse of assets  
• Ensure proper use of Agency property  
• Maintain accountability for assigned equipment  

Inventory management shall align with: 
• FIS-205 – Capitalization and Assets  
• FIS-216 – Management of Agency Assets and Accounts  

Legal Compliance 
All inventory practices shall comply with: 

• California Education Code (as applicable to JPAs)  
• California Code of Regulations (5 CCR §3946)  
• Federal regulations (2 CFR Part 200)  
• Agency policies and procedures 
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Financial Reports & Accountability 
Board Policy & Procedure 

Purpose 

The Board of Directors is committed to ensuring the scal integrity, transparency, and 
long-term nancial stability of the Community Roots School Food Services Agency 
(CRSFSA). 

The Board shall exercise oversight of the Agency’s nancial condition and ensure that 
nancial reporting supports informed decision-making, public accountability, and 
compliance with applicable laws. 

Authority 

The Executive Director (ED), Chief Business Officer (CBO), or designee shall prepare 
and present nancial reports and ensure compliance with all reporting, audit, and 
accountability requirements. 

Financial Reporting 
The ED, CBO, or designee shall provide the Board with timely and accurate nancial 
reports throughout the scal year. 
All nancial reports shall: 

• Be prepared in accordance with:  
o Generally Accepted Accounting Principles (GAAP)  
o Governmental Accounting Standards Board (GASB) standards  
o California Department of Education (CDE) requirements  

• Accurately reect:  
o Financial position  
o Revenues and expenditures  
o Cash ow  

• Be supported by appropriate documentation and internal controls  
Financial reporting shall align with: 

• FIS-201 – Accounting and Internal Controls  
• FIS-216 – Management of Agency Assets and Accounts  

Board Oversight Responsibilities 
The Board shall: 

• Review and monitor the Agency’s nancial condition  
• Approve required nancial reports and lings  
• Evaluate whether nancial resources are sufficient to support operations  
• Take action as necessary to ensure scal stability  

121



The Board shall have the opportunity to: 
• Ask questions regarding nancial reports  
• Request additional information  
• Engage with auditors and nancial advisors as needed  

Required Financial Reports 
The Board shall review and approve, as applicable: 

Annual Financial Reporting 
• Annual nancial statements  
• Reports of receipts and expenditures  

Interim Financial Reports 
The Agency shall prepare interim nancial reports to: 

• Monitor nancial performance  
• Identify variances from budget  
• Support scal decision-making  

Interim reporting shall align with: 
• FIS-200 – Budget Adoption and Revisions  

Annual Audit 
The Agency shall: 

• Select an independent auditor  
• Ensure completion of the annual audit within required timelines  
• Present the audit report at a public meeting  

The audit shall: 
• Include all Agency funds and accounts  
• Be conducted in accordance with applicable laws and auditing standards 

(Education Code §41020, as applicable)  

Audit Procedures 
The ED or designee shall: 

• Establish a timeline for completion of the audit. Report to the state is due 
December 15 

• Provide all necessary nancial records to the independent auditor  
• Ensure cooperation with the audit process  

Federal Audit Requirements 
When federal funds are received: 

• Audit reports shall be submitted to the appropriate federal clearinghouse:  
o Within 30 days of receipt of the audit, or  
o Within nine (9) months after the end of the scal year  

(31 USC §7502; 2 CFR Part 200) 
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Audit Findings and Corrective Actions 
If audit ndings are identied, the Agency shall: 

• Develop corrective action plans  
• Implement corrective measures  

The ED shall: 
• Report ndings and corrective actions to the Board  

The Agency may: 
• Appeal ndings through appropriate administrative processes  
• Coordinate with oversight agencies as needed  

Auditor Independence 

The independent auditor shall maintain independence and shall not provide non-
audit services that conict with auditing standards, except as permitted by applicable 
government auditing standards. 

Response to Fiscal Concerns 
If nancial reports indicate: 

• Negative fund balances  
• Cash ow concerns  
• Fiscal instability  

The Agency shall: 
• Identify the cause  
• Develop and implement corrective actions  
• Report the plan to the Board  

Budget-related corrective actions shall align with: 
• FIS-200 – Budget Policy  

Public Accountability 
The Board shall ensure that the Agency’s nancial position is communicated in a 
transparent manner to the public. 
Financial reports and audit documents shall: 

• Be maintained in accordance with:  
o FIS-209 – Records Retention and Public Records Access  

• Be available for public inspection as required by law  

Internal Control Alignment 
Financial reporting and accountability shall align with: 

• FIS-201 – Accounting and Internal Controls  
• FIS-214 – Payment for Goods and Services  
• FIS-216 – Management of Agency Assets and Accounts  
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Legal Compliance 
All nancial reporting and accountability practices shall comply with: 

• California Education Code (as applicable to JPAs)  
• Government Code requirements for public agencies  
• Federal regulations, including 2 CFR Part 200  
• Applicable CDE and USDA reporting requirements 
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Debt Issuances and Management 
Board Policy 

Purpose 

The Board of Directors recognizes that prudent debt issuance and management are 
essential components of long-term nancial planning and capital development for the 
Community Roots School Food Services Agency (CRSFSA). 

The Board shall ensure that any debt incurred supports the Agency’s mission, protects 
scal stability, and complies with all applicable legal and regulatory requirements. 

Authority and Legal Compliance 
CRSFSA may incur debt only in accordance with: 

• Applicable provisions of the California Constitution  
• California Government Code and Public Contract Code  
• Federal laws and regulations, including tax and securities laws  
• Agency policies and Board approval requirements  

The Agency shall not incur indebtedness exceeding available revenues in any scal 
year unless authorized by law. 

Board Authority 
The Board retains sole authority to: 

• Approve all debt issuances  
• Determine the purpose and structure of debt  
• Approve nancing methods and terms  

The Board may direct the Executive Director (ED), or designee, to: 
• Develop nancing recommendations  
• Coordinate debt issuance activities  
• Implement approved nancing strategies  

Use of Debt 
Debt may be issued only for legally authorized purposes, including: 

• Capital improvements, facilities, and equipment  
• Construction, renovation, or expansion of Agency facilities  
• Renancing or refunding existing obligations  
• Short-term cash ow needs, when appropriate  

Debt shall not be used to nance ongoing operational expenses beyond legally 
allowable timeframes. 
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Types of Debt 
The Agency may consider various nancing mechanisms, including: 

Short-Term Financing 
• Tax and Revenue Anticipation Notes (TRANs)  
• Grant or revenue anticipation notes  
• Other legally authorized short-term instruments  

Long-Term Financing 
• Lease nancing or certicates of participation (COPs)  
• Revenue bonds or similar instruments  
• Other lawful nancing structures available to public agencies  

All nancing methods shall be evaluated based on cost, risk, exibility, and long-term 
impact. 

Financial Planning and Impact 
Prior to issuing debt, the Board shall consider: 

• The Agency’s current and projected nancial condition  
• Impact on future budgets and cash ow  
• Long-term obligations and liabilities  
• Alignment with capital and operational priorities  

Debt issuance shall be structured to: 
• Minimize overall borrowing costs  
• Maintain nancial exibility  
• Align repayment schedules with the useful life of nanced assets  

Professional Services 
The Executive Director or designee may retain qualied professionals to support debt 
issuance and management, including: 

• Municipal advisors  
• Financial advisors  
• Bond counsel and legal advisors  
• Underwriters or placement agents  

Selection of such services shall comply with FIS-213 – Contracts and applicable 
procurement requirements. 

Method of Sale 
The Agency may utilize: 

• Competitive sale  
• Negotiated sale  
• Private placement  
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The method selected shall be based on achieving the most favorable nancial 
outcome and overall benet to the Agency. 

Investment of Proceeds 
Debt proceeds shall be: 

• Managed in accordance with applicable laws governing public funds  
• Invested with priority given to:  

o Preservation of principal  
o Liquidity  
o Return on investment  

Use of proceeds shall strictly align with the authorized purpose of the debt. 

Refunding and Restructuring 
The Agency may renance or restructure existing debt when it is: 

• Financially advantageous  
• Improves repayment structure  
• Reduces long-term costs  

Internal Controls and Compliance 
The Executive Director or designee shall establish internal controls to: 

• Ensure debt proceeds are used for authorized purposes  
• Maintain accurate reporting of debt obligations  
• Ensure compliance with all post-issuance requirements  

The Agency shall comply with all applicable: 
• Federal tax regulations  
• Securities disclosure requirements  
• Continuing disclosure obligations  

Reporting and Transparency 
The Executive Director or designee shall: 

• Provide required reports to regulatory agencies, including:  
o California Debt and Investment Advisory Commission (CDIAC)  

• Ensure compliance with disclosure requirements  
• Maintain complete records of all debt transactions  

The Executive Director shall report to the Board, at least annually, on: 
• Outstanding debt  
• Debt service obligations  
• Financial impacts and risks  
• Compliance with debt covenants and requirements  
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Policy Alignment 
Debt issuance and management shall align with: 

• FIS-200 – Budget Adoption and Revisions  
• FIS-201 – Accounting and Internal Controls  
• FIS-213 – Contracts  
• FIS-218 – Financial Reports and Accountability  
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Drug & Alcohol Free Agency 
Board Policy 

Purpose 

The Board of Directors recognizes the need to maintain a drug- and alcohol-free 
environment in order to ensure the safety, health, and well-being of employees, 
program participants, partner agencies, and the public. 

The Community Roots School Food Services Agency (CRSFSA) is committed to 
maintaining safe and productive workplaces and program environments free from the 
effects of drugs and alcohol. 

Prohibition of Drugs and Alcohol 
The possession, use, sale, or distribution of drugs or alcohol is prohibited at any time: 

• In Agency-owned or leased buildings
• On property where Agency operations are conducted, including member

district sites
• In Agency vehicles
• At Agency-sponsored activities
unless otherwise permitted by law.

Prohibited Substances 
The following substances are prohibited on Agency-controlled or operated sites: 

• Any substance that may not lawfully be possessed, used, or sold in California
• Cannabis or cannabis products, except as permitted by law

(Health and Safety Code §11362.3; 21 USC §§812, 844)
• Alcoholic beverages, except when expressly authorized for limited purposes in

accordance with applicable law

Prescription Medications 

Nothing in this policy shall prohibit the lawful use of prescription medication, including 
the administration of such medication in accordance with applicable laws and Agency 
procedures. 

Communication 

Information regarding the Agency’s drug- and alcohol-free requirements, including 
expectations and consequences for violations, shall be clearly communicated to 
employees and relevant stakeholders. 
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Enforcement 
The Executive Director (ED), or designee, shall take appropriate action to enforce this 
policy, including: 

• Directing individuals in violation of this policy to leave Agency-controlled 
premises  

• Referring violations to law enforcement when appropriate  

Employee Discipline 
Employees who violate this policy may be subject to: 

• Disciplinary action in accordance with Agency policies, procedures, and 
applicable labor agreements  

• Referral to employee assistance or rehabilitation programs, as appropriate  

Legal Compliance 
This policy shall be implemented in accordance with: 

• California Health and Safety Code  
• Federal Controlled Substances Act  
• Applicable employment and labor laws  
• Agency policies and procedures  
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Concepts and Roles 
Board Policy 

The Board of Directors recognizes that the Community Roots School Food Services 
Agency (CRSFSA) administration performs essential roles in delivering student 
nutrition programs and managing the Agency’s operational, nancial, and 
administrative functions. 

The Executive Director (ED), or designee, has the authority to implement and manage 
all operational aspects of the Agency in accordance with applicable law and Board 
policy. All administrative authority not expressly reserved to the Board is delegated to 
the Executive Director, who is accountable for organizational performance and 
compliance. 

The Board governs through policy and strategic direction and does not participate in 
day-to-day operations. 

The ED shall provide leadership in developing administrative regulations and 
organizational structures, decision-making processes, and staff action plans that allow 
CRSFSA to fulll its vision and goals. The Board also expects the ED to help shape the 
culture and environment of the CRSFSA in a manner that focuses CRSFSA operations 
on enhancing student achievement, encourages positive relationships within the 
community, and instills condence in CRSFSA. 
 
The Board and ED shall work together as a team in the exercise of CRSFSA 
governance. The Board and ED shall establish protocols that describe how the 
governance team will operate, including, but not limited to, agreements regarding 
Board meeting operations and communications between the ED and the Board. 
 
Because the ED is the only CRSFSA employee who is directly selected and evaluated 
by the Board, the Board has a responsibility to ensure that the ED possesses the skills 
and attributes that best meet the needs of the CRSFSA. 
 
The Board and ED shall agree upon a system for evaluating the ED, including the 
evaluation criteria, method, evaluation instrument, process, and timeline. 
 
The ED may delegate to other CRSFSA staff any duties imposed upon him/her by the 
Board. This delegation shall not relieve the ED of responsibility for actions taken by 
his/her designees. 
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Executive Director Governance Standards 
Board Policy 

Purpose 

The Board of Directors of the Community Roots School Food Services Agency 
(CRSFSA) recognizes that effective governance requires a clear distinction between 
the roles of the Board and the Executive Director (ED). The Board governs through 
policy and strategic direction, while the Executive Director is responsible for the 
administration and operations of the Agency. 

The Executive Director is the Board’s sole employee and is accountable to the Board 
for the performance of the organization. 

Standards of Conduct and Leadership 
The Executive Director shall demonstrate the highest standards of ethical conduct, 
professionalism, and leadership in carrying out the responsibilities of the position. 

In support of effective governance, the Executive Director: 

1. Operates within Board Policy and Law: 
Implements and manages all operations of the Agency in accordance with 
Board-adopted policies and applicable local, state, and federal laws and 
regulations.  

2. Supports the Board’s Governance Role: 
Provides the Board with accurate, timely, and relevant information to support 
informed decision-making, while respecting that authority rests with the Board 
as a whole.  

3. Maintains Clear Role Distinction: 
Understands and respects the distinction between governance and 
administration, ensuring that the Board does not become involved in 
operational matters and that staff are not directed by individual Board 
members.  

4. Ensures Organizational Performance and Compliance: 
Accepts full responsibility and accountability for implementing Board policies, 
achieving organizational outcomes, and maintaining compliance with all 
program requirements, including child nutrition regulations.  

5. Communicates with Integrity and Transparency: 
Communicates openly, honestly, and proactively with the Board, ensuring all 
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Board members have equal access to information and are informed of 
signicant operational, nancial, or compliance matters.  

6. Promotes a Positive Organizational Culture: 
Models professionalism, respect, and ethical behavior, fostering a culture of 
accountability, service, and continuous improvement across the organization.  

7. Respects the Board as a Body: 
Recognizes that the Board acts only as a collective body and responds to 
direction from the Board as a whole, not from individual members.  

8. Supports Strategic Direction: 
Implements the vision, goals, and priorities established by the Board and 
provides leadership to ensure alignment across all Agency operations.  

Governance Relationship 
The effectiveness of the Board–Executive Director relationship is based on: 

• Mutual respect for dened roles  
• Clear delegation of authority  
• Accountability through monitoring and reporting  
• Commitment to the Agency’s mission and long-term sustainability  

The Executive Director shall support the Board in fullling its governance 
responsibilities while maintaining full responsibility for day-to-day operations. 
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Executive Director Recruitment and Selection 
Board Policy 

Purpose 

The Board of Directors recognizes its sole responsibility to recruit, select, and employ 
the Executive Director (ED), who serves as the Board’s only employee and is 
accountable for the administration and performance of the Community Roots School 
Food Services Agency (CRSFSA). 

The Board is committed to selecting an Executive Director whose leadership, 
experience, and values align with the Agency’s mission, strategic priorities, and long-
term sustainability. 

Recruitment and Selection Process 
When a vacancy occurs, the Board shall establish and oversee a recruitment and 
selection process designed to identify the candidate best suited to lead the Agency. 

The process may include consideration of: 
1. Organizational Needs and Priorities: 

Alignment with CRSFSA’s mission, Ends policies, strategic direction, and 
operational needs, including child nutrition program compliance and nancial 
sustainability  

2. Desired Qualications and Leadership Characteristics: 
Relevant experience in public agency management, school nutrition programs, 
scal oversight, organizational leadership, and the ability to lead a complex, 
multi-site operation  

3. Search Scope: 
Determination of internal and/or external recruitment, including local, regional, 
statewide, or national search as appropriate  

4. Compensation and Contract Terms: 
Salary range, benets, and key elements of the Executive Director’s 
employment agreement  

5. Recruitment Methods: 
Advertising, outreach, and candidate recruitment strategies designed to attract 
a diverse and highly qualied candidate pool  

6. Screening and Interview Process: 
Procedures for reviewing applications, conducting interviews, and evaluating 
candidates based on Board-established criteria  
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7. Reference and Background Verication: 
Appropriate due diligence to verify candidate qualications and professional 
history  

8. Use of Professional Assistance: 
Engagement of a search rm or advisor, if deemed appropriate by the Board  

9. Stakeholder Input: 
Opportunities for input from staff, partner agencies, or community stakeholders, 
as appropriate  

Board Authority and Process Oversight 
The Board retains full authority and responsibility for the selection process, including 
the right to review applicants, select candidates for interview, and make the nal hiring 
decision. 

Even when utilizing a professional search rm or screening committee, the Board 
maintains oversight of the process. 

Condentiality and Legal Compliance 
The Board shall conduct all recruitment and selection activities in accordance with 
applicable laws, including: 

• Closed session interviews and deliberations pursuant to California Government 
Code Section 54957  

• Equal employment opportunity requirements  
• Condentiality of applicant information  

Selection and Appointment 
The Board shall: 

• Interview qualied candidates  
• Deliberate in closed session to identify the selected candidate  
• Take nal action to appoint the Executive Director in open session, as required 

by law  
Prior to nal appointment, the Board may conduct site visits or additional reference 
checks as appropriate. 

Interim Leadership 
As necessary, the Board may appoint an interim Executive Director to ensure continuity 
of operations during the recruitment and selection process. 
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Evaluation of the Executive Director 
Board Policy 

Purpose 
The Board of Directors recognizes that, in order to effectively fulll its responsibilities 
for setting direction, ensuring accountability, and providing leadership for the 
Community Roots School Food Services Agency (CRSFSA), it must establish a process 
for evaluating the performance of the Executive Director (ED). 

The Board shall annually conduct a formal evaluation of the Executive Director’s 
performance to assess effectiveness in leading the Agency toward established goals 
and priorities. The evaluation process may also include periodic reviews of progress 
throughout the year. 

The evaluation shall be conducted in accordance with the provisions of the Executive 
Director’s contract and applicable Board policies. 

Evaluation Criteria 
Evaluation criteria shall be established by the Board and communicated to the 
Executive Director in advance of the evaluation. Criteria may include, but are not 
limited to: 

• Progress toward Board-adopted goals and priorities  
• Organizational and operational effectiveness  
• Fiscal management and stewardship  
• Compliance with applicable laws, regulations, and program requirements  
• Leadership, management, and administrative effectiveness  
• Communication and professional working relationship with the Board  
• Community and stakeholder engagement  

Evaluation Process 
The Board shall conduct the Executive Director evaluation on an annual cycle 
according to the following general timeline: 

• March: The Executive Director shall develop and distribute a survey or set of 
guiding questions to the Board of Directors.  

• April: The Board shall review and discuss compiled feedback in closed session.  
• May or June: The Board shall nalize the evaluation and take any related action.  

Prior to the evaluation, the Executive Director shall develop and distribute a survey or 
set of guiding questions to the Board of Directors. The survey shall address, at a 
minimum: 

• Progress toward Board goals and priorities  
• A self-assessment of performance and accomplishments  
• Actions taken to address prior Board feedback or recommendations 

The Board may adjust this timeline as needed to accommodate scheduling or 
operational considerations. 
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Each Board member shall independently review the Executive Director’s performance 
and provide input through the survey. 
Board feedback shall be compiled as follows: 

• Positive or satisfactory feedback may be summarized in bullet-point format for 
Board review.  

• Any concerns, areas for improvement, or adverse feedback shall be submitted 
in written narrative form to ensure clarity and appropriate documentation.  

The Board President (or designee) shall compile and consolidate all Board input into a 
summary evaluation document for consideration by the full Board. 

The Board shall review, discuss, and take action on the evaluation in closed session, in 
accordance with applicable law. 

Discussion and Response 
The Board shall meet with the Executive Director in closed session to discuss the 
evaluation in accordance with Government Code Section 54957. 

The Executive Director shall have the opportunity to: 
• Respond verbally and/or in writing  
• Provide additional information or clarication  
• Ask questions regarding the evaluation  

Finalization of Evaluation 
Following discussion, the Board and Executive Director shall acknowledge the 
evaluation. The nal evaluation document shall be maintained in the Executive 
Director’s personnel le. 

The evaluation shall: 
• Recognize areas of strength and accomplishment  
• Identify areas for growth or improvement  
• Inform decisions regarding compensation, contract terms, or continued 

employment  

Goal Setting 
Following completion of the evaluation, the Board may establish or rene performance 
goals and priorities for the Executive Director for the upcoming year. 

Legal Compliance 
The Board shall conduct the evaluation process in accordance with: 

• California Government Code Section 54957 (personnel matters; closed session)  
• Applicable employment agreements  
• Equal employment and due process requirements 
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Representative and Deliberative Groups 

Board Policy 

Purpose 

The Board of Directors recognizes that input from staff, partner agencies, and 
community stakeholders can provide valuable perspectives to support effective 
decision-making and enhance the operations of the Community Roots School Food 
Services Agency (CRSFSA). 

Establishment of Advisory Groups 
The Executive Director (ED), or designee, may establish management teams, advisory 
committees, task forces, or other working groups as needed to support Agency 
operations. 

The Executive Director shall determine the purpose, membership, composition, and 
duration of such groups and may modify or dissolve them at their discretion. 

Advisory Role 
All groups established under this policy shall serve in an advisory capacity only unless 
expressly authorized otherwise by the Executive Director. 

These groups shall not have authority to make decisions on behalf of the Board of 
Directors or to commit the Agency to any course of action. 

Recommendations from such groups shall be submitted to the Executive Director or 
designee, who may report to the Board as appropriate. 

Compliance with Law 
The establishment and operation of advisory groups shall comply with all applicable 
laws, including the California Brown Act, when applicable. 

Nothing in this policy shall be construed to create a legislative body subject to open 
meeting requirements unless required by law. 

Expenses 
Any expenses related to advisory groups, including consulting services, materials, or 
travel, shall require prior approval by the Executive Director or designee and shall be 
consistent with Agency policies and budgetary constraints. 
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Use of Articial Intelligence (AI) 

Board Policy 

Purpose 

The Board of Directors recognizes that Articial Intelligence (AI) technologies may 
enhance operational efficiency, decision-making, and service delivery when used 
appropriately. The Agency supports the responsible use of AI as a tool to assist staff in 
carrying out their duties. 

Guiding Principles 
The use of AI by CRSFSA staff shall adhere to the following principles: 

1. Staff-Centered Use 
AI shall be used to support and enhance staff work and decision-making and 
shall not replace professional judgment, accountability, or required human 
oversight. 

2. Ethical Use and Transparency 
AI shall be used: 

• Ethically and responsibly  
• With awareness of potential bias or inaccuracies  
• In compliance with applicable laws, including intellectual property and 

copyright  
Staff shall not represent AI-generated content as solely their own work when 
material reliance on AI has occurred. 

3. Accountability and Responsibility 
Staff are responsible for: 

• All work products generated using AI tools  
• Verifying the accuracy and appropriateness of outputs  
• Ensuring compliance with Agency policies and applicable laws  

Use of AI shall not diminish individual accountability. 

4. Data Privacy and Security 
AI tools shall not be used to input, process, or store: 

• Personally identiable information (PII)  
• Student data  
• Employee records  
• Financial or condential Agency information  

unless the tool has been approved by the Executive Director or designee and 
meets applicable data security standards. 
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5. Appropriate Use 
AI shall not be used for: 

• Decision-making that requires legal, nancial, or professional certication 
without human review  

• Generating or disseminating misleading, harmful, or inappropriate 
content  

• Any purpose that violates Agency policies or applicable laws  

6. Professional Development 
The Executive Director or designee may provide training to staff on: 

• Responsible AI use  
• Data privacy considerations  
• Ethical and operational best practices  

Denitions 

Articial Intelligence (AI) means an engineered or machine-based system that can 
infer, from input data, how to generate outputs that inuence physical or virtual 
environments. 
(Education Code 33328.5) 

Oversight 
The Executive Director or designee shall: 

• Establish administrative guidance for AI use  
• Approve AI tools used in Agency operations  
• Monitor emerging risks and best practices  
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School Nutrition & Food Service Program 
Board Policy 

Purpose 
The Board of Directors recognizes that access to adequate, nutritious food is essential 
to student health, development, well-being, and the ability to learn. 

Community Roots School Food Services Agency (CRSFSA) shall operate high-quality 
school nutrition programs that: 

• Support student success  
• Promote lifelong healthy eating habits  
• Ensure equitable access  
• Comply with all applicable federal and state requirements  

The Executive Director (ED), or designee, shall ensure that all nutrition programs are 
administered in a scally sound, compliant, and operationally effective manner. 

Authority 
The Executive Director or designee is authorized to implement and manage all 
aspects of the nutrition program, including: 

• Meal service operations  
• Program compliance  
• Staff training  
• Monitoring and reporting  

Nutrition Standards & Meal Quality 
Meals, foods, and beverages provided through CRSFSA programs shall: 

• Meet or exceed all federal and state nutrition standards  
• Comply with the National School Lunch Program (NSLP) and School Breakfast 

Program (SBP), including:  
o Meal pattern requirements  
o Age/grade group calorie ranges  
o Dietary specications (7 CFR 210.10; 220.8)  

• Be prepared to:  
o Preserve nutritional value  
o Appeal to students  
o Support healthy eating habits  

• Be served in age-appropriate portions  
• Not be deep fried, par fried, or ash fried 

(Education Code 49430, 49430.7)  
A nutritionally adequate meal shall meet requirements for federal reimbursement. 
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CRSFSA shall prioritize fresh, minimally processed foods, including fruits and 
vegetables, when feasible. 

Competitive Foods and Foods Sold Outside the Nutrition Program 

The Executive Director (ED), or designee, shall ensure that all foods and beverages 
sold to students on school campuses, outside of the CRSFSA food service program, 
comply with applicable federal and state nutrition standards. 

Schools Participating in Federal Meal Programs 
At all sites participating in the National School Lunch Program (NSLP) and/or School 
Breakfast Program (SBP): 

• All competitive foods and beverages sold to students during the school day 
shall comply with:  

o USDA Smart Snacks standards (7 CFR 210.11; 220.12), and  
o California nutrition standards (Education Code 49431–49431.7; 5 CCR 

15500–15578), 
whichever standard is more restrictive.  

These requirements apply to all foods and beverages sold: 
• From midnight before the school day  
• Until one-half hour after the end of the school day  

Student Organization Food Sales 
Food sales conducted by student organizations shall comply with applicable state 
regulations. 

Grades K–8 
Student organization food sales may be permitted only when all of the 
following conditions are met: 

• Only one food item is sold per sale  
• The item is approved by the Executive Director or designee  
• Sales occur after the end of the main meal service period  
• Food items are not prepared on-site  
• No more than four sales per year per school  
• Items sold do not compete with the CRSFSA meal program on that day  

(5 CCR 15500) 
Middle and High Schools 
Student organization food sales may be permitted when: 

• Only one organization sells per school day  
• No more than three food or beverage items are sold  
• Up to four special sale days per year may allow expanded sales  
• All items are approved by the Executive Director or designee  
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• Food items are not prepared on-site  
• Items sold do not compete with the CRSFSA meal program  

(5 CCR 15501) 

Recordkeeping and Compliance 
The Executive Director or designee shall ensure that documentation is maintained to 
demonstrate compliance with competitive food requirements, including: 

• Product labels  
• Nutrition information  
• Purchase records  
• Vendor specications  

(7 CFR 210.11) 

Non-Participating Sites 
For any sites not participating in federal meal programs, foods and beverages that do 
not meet state nutrition standards may only be sold when: 

• Sales occur off campus, or  
• Sales occur at least one-half hour after the end of the school day  

(Education Code 49431–49431.5) 

Roles and Responsibilities 
CRSFSA: Establishes standards, provides guidance, and monitors compliance  
LEAs / School Sites: Responsible for enforcing compliance for all non-program 
food sales on their campuses  

Access, Participation & Program Promotion 
The ED or designee shall: 

• Develop strategies to increase student access and participation  
• Communicate program availability annually through:  

o Websites  
o Social media  
o Flyers and school communications  

To encourage participation: 
• Multiple meal choices may be offered  
• Menu options shall remain compliant with nutrition standards  

Meal Service Operations 
CRSFSA shall: 

• Serve reimbursable meals that meet USDA requirements  
• Implement Offer Versus Serve (OVS), where applicable  
• Ensure accurate meal counting and claiming  
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Meals shall: 
• Include required components  
• Be properly portioned  
• Maintain program integrity  

Menu Planning and Production 
The ED or designee shall ensure: 

• Menus are developed using standardized recipes  
• Production records are completed daily  
• Menu substitutions maintain compliance  

Menu planning shall consider: 
• Student preferences  
• Cultural relevance  
• Seasonal/local foods  
• Participation trends  

Drinking Water Access 
CRSFSA shall ensure that potable drinking water is available during meal service in 
accordance with law. 
For partner-operated sites: 

• LEAs are responsible for water access  
• CRSFSA shall coordinate and monitor compliance  

Food Safety Program (HACCP) 
The ED or designee shall implement and maintain a HACCP-based food safety 
program that includes: 

• Identication of critical control points  
• Monitoring procedures  
• Corrective actions  
• Verication processes  
• Recordkeeping systems  

This applies to: 
• Central kitchen  
• Satellite sites  
• Vended meal programs  

Food Safety Training 
All food service staff shall: 

• Receive training prior to handling food  
• Participate in ongoing training  

Training shall include: 
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• Food safety principles  
• Time and temperature control  
• Cross-contamination prevention  
• Personal hygiene  

Documentation shall include: 
• Training date  
• Trainer  
• Topics covered  

Food Safety Monitoring and Records 
CRSFSA shall maintain records including: 

• Receiving logs  
• Temperature logs  
• Calibration logs  
• Production records  
• Corrective actions  
• Sanitation verication  
• Training records  

Records shall be: 
• Maintained per retention requirements  
• Available for audits and inspections  

Facility Inspections 
Food service areas shall: 

• Be inspected per Health and Safety Code requirements  
• Receive a minimum of two inspections annually  

CRSFSA shall: 
• Maintain inspection records  
• Ensure required public postings  

Roles and Responsibilities 
CRSFSA Responsibilities 

• Menu planning and compliance  
• Food production standards  
• HACCP oversight  
• Staff training  
• Program monitoring  

LEA / Site Responsibilities 
• Facility conditions  
• Water access  
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• Site-level compliance  
• Environmental health requirements  

Fiscal Integrity 
The ED or designee shall ensure that all nutrition programs: 

• Maintain full scal integrity  
• Use funds appropriately  
• Comply with federal and state requirements  

Oversight, Monitoring & Reporting 
The ED or designee shall: 

• Monitor program performance and participation  
• Prepare required reports  
• Maintain documentation for Administrative Review  

The Board shall receive: 
• Annual reports on participation and compliance  
• Updates on program performance  

Administrative Review Compliance 
The Agency shall maintain all documentation necessary for the California Department 
of Education (CDE) Administrative Review, including: 

• Meal pattern compliance  
• Food safety  
• Civil rights compliance  
• Fiscal accountability  

Continuous Improvement 
CRSFSA shall: 

• Monitor participation and operations  
• Adjust menus and services  
• Implement best practices to improve:  

o Meal quality  
o Participation  
o Efficiency  

Policy Alignment 
This policy shall align with: 

• NUT-412 – Waste Management  
• NUT-413 – Environmental Safety  
• NUT-414 – Hazardous Substances  
• NUT-415 – Emergency Preparedness  
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• FIS-201 – Accounting & Internal Controls  

Legal Compliance 
All nutrition program operations shall comply with: 

• 7 CFR Parts 210 and 220  
• California Education Code  
• California Health and Safety Code  
• USDA and CDE regulations and guidance 

 

This agency is an equal opportunity employer. 
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Food Service Operations / Cafeteria Fund  
Board Policy & Procedure 

Policy Statement 

The Board of Directors intends that the Community Roots School Food Services 
Agency (CRSFSA) nutrition program operate as a self-supporting, nonprofit 
food service in compliance with all applicable federal and state laws. 

The Agency shall ensure that food service operations are efficient, fiscally 
responsible, and aligned with program integrity requirements. 

Authority 
The Executive Director (ED), or designee, shall oversee and manage all food 
service operations, including: 

• Menu planning and meal service  
• Financial management of the cafeteria fund  
• Procurement and contracts  
• Program compliance and reporting  

Program Operations 
CRSFSA shall centralize and manage: 

• Food and supply purchasing  
• Menu planning  
• Operational oversight  
• Financial accountability  

All food service personnel shall meet applicable federal professional standards 
and receive ongoing training. 
(7 CFR 210.30; 42 USC 1776) 

Meal Service and Sales 
Each school day, nutritionally adequate meals shall be made available to 
students in accordance with applicable federal and state requirements, 
including California Universal Meals provisions when in effect. 
As permitted by law: 

• Additional meals, adult meals, and nonprogram foods may be sold  
• Nonstudent meals shall not be subsidized by program funds  

Meal prices shall: 
• Be based on actual program costs  
• Be approved by the Board  
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Students shall not be overtly identified or treated differently due to unpaid meal 
charges. 

Meal Accounting and Program Revenue Tracking 
The Executive Director (ED), or designee, shall maintain systems to accurately 
track: 

• Meals served by program and site  
• Meal eligibility categories, where applicable  
• Program revenues, including federal and state reimbursements  

During periods in which meals are provided at no cost to all students pursuant 
to state or federal Universal Meals requirements, the Agency shall not collect 
payments from students for reimbursable meals. 
The Agency may continue to collect and account for revenues associated with: 

• Adult meals  
• Second meals or additional food items  
• Nonprogram foods  

All meal service transactions and revenues shall be recorded and tracked in 
accordance with: 

• Federal child nutrition program requirements  
• California Department of Education (CDE) guidance  
• Applicable accounting standards for Enterprise Fund 61 and SACS 

resource codes 

The Agency shall ensure that all nonprogram food revenues meet or exceed 
costs in accordance with federal requirements. 

Reimbursement Claims 
The ED or designee shall: 

• Maintain daily meal count records by site and eligibility category  
• Submit reimbursement claims through the California Department of 

Education (CDE) Child Nutrition Information and Payment System  

Food Service Fund Management 
All revenues derived from the operation of the Community Roots School Food 
Services Agency (CRSFSA) nutrition programs shall be accounted for within the 
Agency’s Enterprise Fund in accordance with applicable accounting standards. 

The Agency shall maintain a nonprofit school food service account for all 
federal child nutrition program revenues and expenditures, in compliance with: 
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• 7 CFR Part 210  
• 2 CFR Part 200  
• California School Accounting Manual (CSAM)  

All revenues from: 
• Federal and state reimbursements  
• Food sales (including adult meals and nonprogram foods)  
• USDA Foods and related program activities  

shall be used solely for the operation and improvement of the nonprofit school 
food service program. 
Allowable uses of funds include: 

• Food and supplies  
• Equipment and capital expenditures (when allowable)  
• Labor and benefits for food service personnel  
• Indirect costs, as permitted  

All expenditures shall: 
• Be necessary and reasonable for program operations  
• Be properly documented and approved  
• Comply with federal cost principles and program requirements 

The Agency shall ensure that revenues from nonprogram foods meet or exceed 
their proportionate share of total food service costs, in accordance with federal 
requirements. 
(7 CFR 210.14) 

Financial Controls 
• All expenditures and transfers shall be documented with written 

justification  
• Net cash resources shall not exceed three months’ average expenditures 

(USDA standard)  
• Charges to the cafeteria fund shall comply with federal cost principles  

Procurement and Purchasing 
Procurement shall comply with: 

• Federal procurement standards (2 CFR 200.318–200.326)  
• Public Contract Code requirements  
• Buy American provisions (42 USC 1760; 7 CFR 210.21)  

CRSFSA shall: 
• Prioritize domestic and California-grown products  
• Document exceptions when non-domestic products are used  
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• Award contracts based on best value, with price as the primary factor  

USDA Foods (Commodities) 
CRSFSA shall: 

• Properly store and safeguard USDA Foods  
• Maintain accurate inventory records  
• Use USDA Foods in program meals to the maximum extent practicable  

(7 CFR 250.14; 250.59) 
USDA Foods may also be used in: 

• Other nonprofit food service activities  
• Training and program-related functions  

All resulting revenue shall accrue to the cafeteria fund. 

Minimizing Food Waste and Food Recovery 
CRSFSA shall: 

• Minimize food waste  
• Support food recovery and donation programs  
• Utilize sharing tables where appropriate  

Food donation shall comply with: 
• Health and Safety Code 114079  
• Safe food handling and storage requirements  

The Agency shall maintain records of: 
• Food recovery partners  
• Types and quantities of food recovered  
• Frequency of collection  

(14 CCR 18991.3; 18991.4) 

Contracts with Outside Services 
Contracts for food service management or consulting shall: 

• Be approved by the Board  
• Not exceed one year in term  
• Be reviewed annually  

(7 CFR 210.16; Education Code 45103.5) 
CRSFSA shall: 

• Retain control of program operations  
• Ensure compliance with all legal and program requirements  

Consulting contracts shall not: 
• Supervise classified staff  
• Adversely affect employee conditions  
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Program Monitoring and Reporting 
The ED or designee shall: 

• Monitor financial and operational performance  
• Maintain records for CDE Administrative Review  
• Provide annual reports to the Board including:  

o Revenues and expenditures  
o Program compliance status  
o Participation trends  

Policy Alignment 
This policy shall be implemented in coordination with: 

• NUT-400 – School Nutrition Program  
• NUT-412 – Waste Management and Food Recovery  
• FIS-201 – Accounting and Internal Controls  
• FIS-202 – Procurement and Purchasing  
• FIS-218 – Financial Reporting  

Legal Compliance 
All food service operations and financial management shall comply with: 

• 7 CFR Parts 210, 220, and 250  
• 2 CFR Part 200  
• California Education Code  
• California School Accounting Manual (CSAM)  
• USDA and CDE guidance 

  

This Organization is an equal opportunity employer. 
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Summer Meal Program 

Policy Statement 

The Board of Directors recognizes that access to nutritious meals during 
periods when school is not in session is essential to supporting student health, 
well-being, and food security. 

The Community Roots School Food Services Agency (CRSFSA) shall operate 
summer meal programs in accordance with federal and state requirements to 
ensure continued access to meals for children in the community. 

Authority 
The Executive Director (ED), or designee, shall implement, operate, and 
oversee all summer meal programs, including: 

• Site selection and approval  
• Program compliance  
• Meal service operations  
• Monitoring and reporting  

Program Administration 
CRSFSA shall operate summer meal programs under: 

• Seamless Summer Option (SSO)  
• Summer Food Service Program (SFSP) (if applicable)  

in accordance with: 
• 7 CFR Part 210 (SSO)  
• 7 CFR Part 225 (SFSP)  

Summer meal programs provide meals to children during periods when school 
is not in session for 15 or more consecutive days . 

Program Models and Service Types 
CRSFSA may operate multiple service models based on community need: 

1. Open Congregate Sites 
Meals are provided on-site and must be consumed at the site. 
These sites shall: 

• Be located in eligible areas (≥50% free/reduced eligibility)  
• Be open to all children  
• Promote community access and participation  

2. Vended Meal Sites 
CRSFSA may provide meals to partner organizations through vended 
agreements. 
For vended sites: 
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• The partner organization is responsible for meal service 
operations  

• CRSFSA is responsible for:  
o Meal compliance  
o Food safety at production  
o Contract oversight  

3. Rural Non-Congregate Meal Service 
When approved by the California Department of Education (CDE), 
CRSFSA may operate non-congregate meal service in rural areas. 
Non-congregate service allows meals to be consumed off-site and may 
include multi-day distributions . 
CRSFSA shall implement a Program Integrity Plan for all non-congregate 
sites. 

Rural Non-Congregate Program Integrity 
CRSFSA shall annually develop, submit, and implement a Rural Non-
Congregate Program Integrity Plan in accordance with CDE requirements . 
The plan shall include: 

• Site-specific operating procedures  
• Staff training requirements  
• Meal distribution methods (unitized and/or bulk)  
• Procedures to ensure reimbursable meal compliance  
• Controls to prevent over-distribution of meals  
• Recordkeeping and documentation requirements  

Non-congregate operations may include: 
• Multi-day meal distribution (e.g., up to 7 days, as approved)  
• Combination of unitized and bulk meal components  
• Parent/guardian meal pick-up  

All meals shall meet NSLP/SBP meal pattern requirements. 

Site Selection and Approval 
The ED or designee shall identify and recommend sites based on: 

• Federal eligibility criteria  
• Community need  
• Accessibility and transportation considerations  

Site types may include: 
• Open sites  
• Restricted open sites  
• Closed enrolled sites  

All sites must: 
• Be approved by the CDE prior to operation  
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• Meet health, safety, and sanitation requirements  

Meal Service Requirements 
CRSFSA may offer: 

• Breakfast  
• Lunch  
• Supper  
• Snacks  

in accordance with program rules. 
• Up to two meals (or one meal and one snack) may be served per day per 

child  
• Lunch and supper may not be served at the same site on the same day 

(7 CFR 225.16)  
Meals shall: 

• Be provided at no cost to eligible participants  
• Meet NSLP/SBP meal pattern requirements  
• Be properly counted and claimed  

Eligibility 
Meals shall be provided at no cost to: 

• Children age 18 and under  
• Individuals with disabilities enrolled in eligible programs 

(42 USC 1761)  

Meal Counting and Claiming 
The ED or designee shall ensure: 

• Accurate point-of-service meal counts  
• Daily tracking of meals by site and program  
• Timely submission of reimbursement claims  

Each site shall have a designated site supervisor responsible for: 
• Meal counts  
• Site operations  
• Compliance monitoring  

Outreach and Program Promotion 
CRSFSA shall conduct outreach to inform the community of summer meal 
availability, including: 

• Posting banners or signage at sites  
• Website and social media communication  
• Flyers and community outreach  

Open sites shall actively advertise to the surrounding community . 
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Monitoring and Oversight 
The ED or designee shall: 

• Conduct at least one site review per program period  
• Monitor:  

o Meal counting and claiming  
o Food safety  
o Program compliance  

New sites shall receive additional oversight. 

Food Safety and Compliance 
All summer meal operations shall: 

• Comply with HACCP requirements  
• Meet local health department standards  
• Maintain required records  

Training 
CRSFSA shall ensure that all summer program staff: 

• Receive training prior to program start  
• Are trained on:  

o Program requirements  
o Meal counting and claiming  
o Food safety  
o Non-congregate procedures (if applicable)  

Partnerships 
CRSFSA may collaborate with: 

• School districts  
• Libraries  
• Community-based organizations  
• Government agencies  

to expand access to summer meal services. 

Reporting 
The ED or designee shall report to the Board on: 

• Program participation  
• Site operations  
• Fiscal performance  
• Compliance status  
• Recommendations for program improvement  
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Policy Alignment 
This policy shall align with: 

• NUT-400 – School Nutrition Program  
• NUT-401 – Food Service Operations & Fund Management  
• NUT-412 – Waste Management & Food Recovery  
• FIS-218 – Financial Reporting & Accountability  

Legal Compliance 
All summer meal program operations shall comply with: 

• 7 CFR Parts 210 and 225  
• USDA guidance on SSO and SFSP  
• California Department of Education (CDE) requirements  
• Applicable state and local health and safety regulations  
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Free and Reduced Priced Meals 

Policy Statement 

The Board of Directors recognizes that adequate nutrition is essential to student 
health, development, and academic success. The Agency shall ensure that all 
students have access to nutritionally adequate meals and that eligibility data is 
collected and maintained to support program funding, accountability, and 
services. 

Universal Meals 

In accordance with California Education Code section 49501.5: 
• A nutritionally adequate breakfast and lunch shall be made available at 

no cost to all students, regardless of income.  
• No student shall be denied a reimbursable meal due to inability to pay.  

Free and Reduced-Price Meal Eligibility Data Collection 
Although meals are provided at no cost, the Executive Director (ED), or 
designee, shall: 

• Collect household income data through meal applications. 
• Maintain eligibility determinations, as applicable, to support:  

o Federal reimbursement and program integrity 
o Program eligibility determinations (CEP, Provision 2, etc.)  
o Local Control Funding Formula (LCFF) data needs, when 

supporting member LEAs or districts, recognizing that primary 
responsibility for LCFF data collection and use resides with the 
LEA. 

CRSFSA shall not use Alternative Household Income Forms for federal meal 
eligibility or reimbursement purposes. 
 
The ED or designee shall evaluate and implement, when appropriate: 

• Community Eligibility Provision (CEP)  
• Provision 2 or other federal options 

(42 USC 1759a)  

Household Income Data Collection and Use 
The Executive Director (ED), or designee, shall ensure that household income 
data is collected and managed in a manner that supports both federal child 
nutrition program requirements and state educational funding requirements. 
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The Agency shall implement a structured system in which: 
• Each site operates under an approved claiming method, including:  

o Standard National School Lunch Program (NSLP)/School Breakfast 
Program (SBP)  

o Provision 2  
o Community Eligibility Provision (CEP)  

• Income data collection methods are aligned with the site’s claiming 
method.  

For sites operating under: 
• Standard NSLP/SBP Claiming: 

Household Meal Applications shall be collected and used to determine 
eligibility for federal reimbursement.  

• Provision 2 or CEP: 
Meal applications shall not be collected annually. Instead, Alternative 
Household Income Forms (AHIF), or equivalent data collection methods, 
may be used by member districts for Local Control Funding Formula 
(LCFF) and other educational program purposes.  

Separation of Data Systems 
The Agency shall maintain strict separation between: 

• Meal application data used for federal eligibility and claiming  
• Alternative income data used for state and local funding purposes  

Meal application data shall: 
• Be collected, processed, and maintained by CRSFSA  
• Be used solely for federal child nutrition program purposes  

Alternative household income data shall: 
• Be collected and maintained by the respective school districts  
• Be used solely for LCFF and other educational funding purposes  

Compliance and Oversight 
The Executive Director or designee shall: 

• Ensure all income collection forms comply with current CDE and USDA 
requirements  

• Provide training to staff on proper data collection and handling 
procedures  

• Maintain documentation of site claiming methods and associated data 
collection processes  

• Ensure that federal and state data systems remain separate and 
compliant  
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Policy Reference 
Income data collection procedures shall be implemented in accordance with: 

NUT-416 CRSFSA Household Income Data Collection and Use Policy 

Applications and Distribution 
The ED or designee shall ensure that: 

• Meal applications and/or alternative income forms:  
o Meet requirements of Education Code 49557 and 7 CFR 245.5  
o Are distributed annually to all households  
o Are available at all times during the school year  
o Are provided upon enrollment of new students  

Applications shall also: 
• Be available online  
• Include clear instructions for families experiencing homelessness or 

migration  
• Request only information necessary to determine eligibility  

A public notice of program availability shall be distributed annually to: 
• Media outlets  
• Community organizations  
• Local agencies 

(7 CFR 245.5)  

Eligibility Determination 
Eligibility shall be determined in accordance with: 

• Federal income eligibility guidelines  
• 7 CFR 245.1–245.13  
• CDE guidance  

 
The ED or designee shall implement direct certification data collection 
procedures, including for students participating in: 

• CalFresh  
• CalWORKs  
• Medi-Cal (when applicable) 

(7 CFR 245.6)  

Verification of Eligibility 
The ED or designee shall: 

• Conduct annual verification of a sample of applications by November 15  
• Follow all federal verification procedures  
• Notify households of any changes in eligibility  
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If eligibility is reduced or terminated: 
• Households shall receive a 10-day notice of adverse action  
• Households shall be informed of:  

o Right to appeal  
o Appeal process  
o Right to reapply 

(7 CFR 245.6a)  

Nondiscrimination and Equal Access 
The Agency shall ensure that: 

• Students receiving meal benefits are not overtly identified  
• No separate lines, seating, or service times are used  
• No student is required to work for meals 

(Education Code 49557)  

Confidentiality and Use of Records 
All eligibility records shall be confidential and used only for purposes 
authorized by law. 
(Education Code 49558) 
Authorized uses include: 

• Academic data disaggregation  
• Determining eligibility for federal and state programs  
• LCFF and LCAP planning  
• Medi-Cal, CalFresh, or other benefit programs (with consent where 

required)  
The Agency shall: 

• Limit access to designated personnel  
• Prohibit public disclosure of individual eligibility  
• Destroy records when no longer needed  

Interagency Data Sharing 
The ED or designee may share eligibility information with: 

• Member local educational agencies  
• Other school districts or agencies serving the same household  
• State agencies for LCFF or program eligibility  

Such sharing shall: 
• Comply with all confidentiality laws  
• Require parent/guardian consent when applicable  
• Be governed by formal agreements where required  
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Program Integrity and Oversight 
The ED or designee shall: 

• Maintain accurate records of eligibility determinations  
• Ensure compliance with federal and state requirements  
• Train staff responsible for eligibility processing  
• Monitor for errors, fraud, or misuse  

Reporting 
The ED or designee shall report to the Board, as appropriate, on: 

• Participation in federal meal programs  
• CEP/Provision 2 eligibility and status  
• Data collection effectiveness  
• Compliance findings or risks  

Policy Alignment 
This policy shall align with: 

• NUT-400 – School Nutrition Program  
• NUT-401 – Food Service Operations  
• FIS-218 – Financial Reporting & Accountability  
• ECR-600 Series – Equity & Civil Rights  

Legal Compliance 
This policy shall comply with: 

• Education Code 49501.5, 49557, 49558, 49561–49564  
• 7 CFR Part 245  
• 42 USC 1758, 1759a  
• USDA and CDE guidance 
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Nutrition Program Compliance 

Purpose 

The Board of Directors recognizes its responsibility to ensure that all 
Community Roots School Food Services Agency (CRSFSA) child nutrition 
programs are administered in full compliance with federal and state laws, 
regulations, and civil rights requirements. 

CRSFSA shall not deny any individual the benefits of, or participation in, any 
nutrition program, nor discriminate against any individual on any basis 
prohibited by law. 

Civil Rights Coordinator 
The Board designates the compliance officer identified in CRSFSA Civil Rights 
Complaint Procedures as the Civil Rights Coordinator for all nutrition programs. 
The Civil Rights Coordinator shall be responsible for: 

• Ensuring compliance with federal and state civil rights requirements  
• Overseeing complaint intake and forwarding  
• Monitoring program access and equity  

Responsibilities of the Civil Rights Coordinator 
The Civil Rights Coordinator shall: 

• Provide contact information to the California Department of Education 
(CDE) and other appropriate agencies  

• Ensure annual compliance with all USDA civil rights requirements  
• Maintain oversight of nondiscrimination practices across all program 

sites  

Training 
CRSFSA shall provide annual civil rights training to: 

• All frontline staff interacting with participants  
• Supervisors of frontline staff  

Training shall include: 
• Civil rights requirements and protected classes  
• Data collection and use  
• Public notification requirements  
• Complaint procedures  
• Language assistance requirements  
• Reasonable accommodations for persons with disabilities  
• Conflict resolution and customer service  
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Public Notification 
The Civil Rights Coordinator shall: 

• Issue annual public releases announcing program availability  
• Ensure outreach to:  

o Media outlets  
o Community organizations  
o Grassroots organizations serving eligible populations  

Language Access 
CRSFSA shall: 

• Provide translation or interpretation services when needed  
• Ensure meaningful access for individuals with limited English proficiency  

Accessibility 
The Civil Rights Coordinator shall: 

• Ensure program access for persons with disabilities  
• Coordinate with member districts to address facility accessibility issues  

Special Dietary Needs 
CRSFSA shall: 

• Provide meal modifications for participants with disabilities when 
supported by a valid medical statement  

• Comply with USDA requirements for special dietary accommodations  

Data Collection 
CRSFSA shall: 

• Encourage member districts to collect racial and ethnic data using self-
identification  

• Ensure data is used solely for program compliance and reporting  

Notification Requirements 
The Civil Rights Coordinator shall ensure: 

• The USDA “And Justice for All” poster is displayed at all meal service 
sites  

• Participants are informed of:  
o Program rights and responsibilities  
o Program availability  
o Complaint procedures  
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Nondiscrimination Statement 
All public-facing communications shall include the USDA-required 
nondiscrimination statement. 

• Full statement required on:  
o Websites  
o Public releases  
o Publications  

• Short statement permitted on:  
o Flyers  
o Brochures  
o Outreach materials  

Civil Rights Complaints 

CRSFSA shall accept and process all complaints alleging discrimination in 
accordance with: 

NUT-407 CRSFSA Civil Rights Complaint Procedures  

Key requirements include: 
• Complaints may be submitted:  

o Verbally  
o In writing  
o Anonymously  

• Complaints shall:  
o Be documented and logged  
o Be forwarded to the USDA within 5 calendar days  
o Not be investigated or resolved by CRSFSA  

• Individuals may file complaints within 180 days of the alleged 
discrimination  

The USDA is responsible for investigating civil rights complaints. 

Program Compliance Complaints 
Complaints related to program operations (non-civil rights), including: 

• Meal counting and claiming  
• Reimbursable meal compliance  
• Eligibility determinations  
• Use of program funds  

shall be: 
• Accepted and documented by CRSFSA  
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• Reviewed and addressed administratively  
• Referred to the California Department of Education (CDE) when required  

CRSFSA shall: 
• Maintain a complaint log  
• Document actions taken  
• Ensure timely resolution  

Roles and Responsibilities (JPA Structure) 
CRSFSA Responsibilities 
CRSFSA shall: 

• Establish program compliance systems  
• Provide training and oversight  
• Monitor compliance with federal and state requirements  
• Ensure proper handling and forwarding of complaints  

Member District Responsibilities 
Member districts shall: 

• Ensure site-level compliance with civil rights requirements  
• Maintain accessible facilities  
• Support outreach and data collection efforts  

Monitoring and Oversight 
The Civil Rights Coordinator shall: 

• Monitor compliance across all sites  
• Identify and correct deficiencies  
• Maintain documentation for CDE Administrative Review  

Policy Alignment 
This policy aligns with: 

• NUT-400 – School Nutrition Program  
• NUT-401 – Food Service Operations & Fund Management  
• NUT-403 – Eligibility & Income Data Collection  

Legal Compliance 
This policy shall comply with: 

• USDA FNS Instruction 113-1  
• 7 CFR Parts 210, 220, and 245  
• 2 CFR Part 200  
• Education Code 49550–49564.5  
• 5 CCR 15580–15584  
• USDA Civil Rights Guidance 
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Comprehensive Safety Plan 

Board Policy 

Purpose 

The Board of Directors recognizes that all Community Roots School Food Services 
Agency (CRSFSA) staff have the right to a safe and secure work environment that is 
free from physical and psychological harm. 

CRSFSA is committed to maximizing safety and maintaining a positive work 
environment that promotes: 

• Violence prevention  
• Safe operations  
• Responsible behavior  
• Respect for all individuals  

Authority 

The Executive Director (ED), or designee, shall oversee the development, 
implementation, and maintenance of a comprehensive safety plan for CRSFSA 
operations. 

Plan Adoption and Review 
The Board shall: 

• Review the Comprehensive Safety Plan to ensure alignment with applicable 
laws and Agency policies  

• Approve the plan at a regularly scheduled Board meeting  
The Executive Director or designee shall: 

• Maintain current safety plans and related materials  
• Ensure such materials are available for inspection, as appropriate 

(Education Code 32281–32282)  

Scope of the Safety Plan 
The Comprehensive Safety Plan shall apply to: 

• Central kitchen operations  
• Food preparation and service sites  
• Warehousing and storage areas  
• Transportation and delivery operations  
• Administrative offices  

For sites operated by member Local Educational Agencies (LEAs), CRSFSA shall 
coordinate with site administrators to ensure alignment with site-based safety plans. 
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Required Components of the Safety Plan 
The Comprehensive Safety Plan shall include, but not be limited to, the following 
components: 
1. Child Abuse Reporting Procedures 
Procedures consistent with: 

• Penal Code 11164 (Mandated Reporter Law)  
CRSFSA staff shall: 

• Be trained as mandated reporters, as applicable  
• Report suspected abuse or neglect in accordance with law  

2. Emergency and Disaster Procedures 
The plan shall include procedures for: 

• Fire emergencies  
• Natural disasters (earthquake, wildre, severe weather)  
• Utility failures  
• Public health emergencies  
• Lockdown or security incidents  

3. Earthquake Emergency Procedures 
The Agency shall maintain an earthquake emergency procedure system consistent 
with: 

• Education Code 32282  
Procedures shall include: 

• Evacuation routes  
• Drop, cover, and hold protocols  
• Post-event accountability  

4. Adaptations for Individuals with Disabilities 
Emergency procedures shall include accommodations for individuals with disabilities 
in accordance with: 

• Americans with Disabilities Act (ADA)  
5. Workplace Violence Prevention 
The plan shall include: 

• Procedures for preventing and responding to workplace violence  
• Reporting and response protocols  
• Coordination with HR-308 Workplace Violence Prevention Plan (if retained) or 

internal procedures  
6. Discrimination, Harassment, and Civil Rights Protections 
The plan shall align with: 

• NUT-407 – Nutrition Program Compliance & Civil Rights  
and include: 

• Procedures for reporting and addressing discrimination or harassment  
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• Ensuring safe and inclusive environments  
7. Hate Crime Reporting Procedures 
The plan shall include procedures for: 

• Reporting hate crimes  
• Coordinating with law enforcement  
• Documenting and responding to incidents  

8. Food Safety and Environmental Safety 
The plan shall incorporate safety procedures consistent with: 

• NUT-400 – School Nutrition Program  
• NUT-414 – Hazardous Substances & Chemical Safety  
• NUT-413 – Environmental Safety  

including: 
• Safe food handling practices  
• Chemical safety  
• Sanitation and hygiene  

9. Injury and Incident Reporting 
The plan shall include procedures for: 

• Reporting workplace injuries and accidents  
• Documenting incidents  
• Coordinating with workers’ compensation and insurance providers  

10. Coordination with Local Agencies 
The Executive Director or designee may collaborate with: 

• Local law enforcement  
• Fire departments  
• Public health agencies  
• Emergency response organizations  

to strengthen emergency preparedness and response. 

Training and Implementation 
The Executive Director or designee shall ensure that: 

• Staff receive training on safety procedures appropriate to their roles  
• Emergency procedures are communicated clearly  
• Safety practices are reinforced through ongoing training and supervision  

Roles and Responsibilities (JPA Structure) 
CRSFSA Responsibilities 
CRSFSA shall: 

• Develop and maintain the Comprehensive Safety Plan  
• Provide training and oversight  
• Ensure compliance with applicable laws  
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• Coordinate safety practices across all operations  

Member District Responsibilities 
Member districts shall: 

• Maintain site-specic safety plans for their campuses  
• Ensure facility-level compliance  
• Coordinate with CRSFSA for integrated safety planning  

Monitoring and Continuous Improvement 
The Executive Director or designee shall: 

• Periodically review and update the safety plan  
• Incorporate lessons learned from incidents or drills  
• Recommend improvements to the Board as needed  

Policy Alignment 
This policy shall align with: 

• NUT-400 – School Nutrition Program  
• NUT-407 – Civil Rights & Program Compliance  
• NUT-414 – Hazardous Substances & Chemical Safety  
• NUT-415 – Emergency & Disaster Preparedness  
• FIS-210 – Insurance & Risk Management  

Legal Compliance 
This policy shall comply with: 

• Education Code 32281–32282  
• Penal Code 11164 (Mandated Reporter Law)  
• Americans with Disabilities Act (ADA)  
• Applicable OSHA and Cal/OSHA requirements  
• State and local safety regulations 
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Waste Management & Food Recovery 
Board Policy 

Purpose 

The Board of Directors recognizes that effective waste management and food recovery 
practices are essential to environmental sustainability, regulatory compliance, scal 
responsibility, and the efficient operation of the Community Roots School Food 
Services Agency (CRSFSA). 

The Agency shall promote practices that reduce waste, conserve resources, and 
maximize the use of food within its nutrition programs. 

Authority 

The Executive Director (ED), or designee, shall develop, implement, and monitor a 
waste management and food recovery program aligned with applicable laws and 
Agency operations. 

Waste Management Program 
The Agency shall maintain a waste management program that: 

• Reduces waste generation in nutrition operations  
• Promotes efficient use of food, supplies, water, and energy  
• Supports environmentally sustainable practices  
• Ensures compliance with applicable federal, state, and local laws  

Regulatory Compliance 
The Agency shall comply with all applicable waste and recycling laws, including: 

• California SB 1383 (Organic Waste Reduction)  
• California AB 1826 (Mandatory Organics Recycling)  
• California AB 341 (Recycling Requirements)  

The Agency shall support required practices related to: 
• Organic waste diversion  
• Recycling programs  
• Edible food recovery  

Roles and Responsibilities 
CRSFSA Responsibilities 
The Executive Director or designee shall: 

• Develop and promote waste reduction and food recovery practices  
• Design menus and production practices to minimize waste  
• Provide guidance and training to staff and partner agencies  
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• Support compliance with applicable waste regulations  
• Coordinate with partner agencies and organizations  

LEA / Site Responsibilities 
For sites operated by Local Educational Agencies (LEAs) or partner 
organizations: 
The site operator is responsible for: 

• Waste sorting (landll, recycling, organics)  
• Waste disposal and hauling services  
• Compliance with local and jurisdictional waste laws  
• Implementation of required recycling and organics programs  

CRSFSA shall not be responsible for on-site waste hauling or disposal operations. 

Waste Reduction Practices 
The Agency shall implement waste reduction strategies, including: 

• Minimizing use of disposable materials where feasible  
• Efficient use of food and supplies prior to disposal  
• Reducing overproduction through forecasting and menu planning  
• Supporting composting and organics diversion where available  

Recycling and Organics Diversion 
The Agency shall support recycling and organics programs by: 

• Promoting separation of:  
o Paper  
o Glass  
o Plastics  
o Aluminum  
o Organic waste  

• Minimizing use of non-recyclable materials  
• Supporting site compliance with recycling and organics requirements  

Environmentally Preferable Purchasing 
In coordination with FIS-202 – Expenditures and Purchasing, the Agency shall: 

• Prefer recycled and environmentally preferable products when feasible  
• Consider lifecycle costs and environmental impact  
• Encourage use of recyclable or compostable service ware  

Vendor and Contractor Practices 
The Executive Director or designee shall work with vendors and contractors to: 

• Reduce packaging waste  
• Utilize recyclable or reusable delivery materials  
• Support sustainable procurement practices  
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Food Waste Reduction 
The Agency shall implement strategies to reduce food waste, including: 

• Menu planning based on participation and student preferences  
• Use of standardized recipes and production records  
• Accurate forecasting and production practices  
• Implementation of Offer Versus Serve (OVS), where applicable  

Food Recovery and Donation 
When feasible and in compliance with food safety laws, the Agency shall: 

• Support donation of excess edible food  
• Coordinate with LEAs and community organizations  
• Ensure proper handling, storage, and transport of donated food  

Training and Education 
The Executive Director or designee shall ensure: 

• Staff are trained on:  
o Waste reduction practices  
o Recycling and organics separation  
o Food recovery procedures  

• Guidance is provided to LEAs regarding:  
o Compliance expectations  
o Best practices  

Collaboration and Partnerships 
The Agency may collaborate with: 

• Local jurisdictions  
• Waste management providers  
• Community-based organizations  
• State and federal agencies  

to support waste reduction and food recovery efforts. 

Monitoring and Continuous Improvement 
The Agency shall: 

• Monitor implementation of waste management practices  
• Evaluate program effectiveness  
• Identify opportunities for improvement  
• Support sites in improving compliance and efficiency  

The Executive Director may report progress or issues to the Board as appropriate. 
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Policy Alignment 
This policy shall be implemented in coordination with: 

• NUT-400 – School Nutrition Program  
• NUT-413 – Environmental Safety  
• NUT-414 – Hazardous Substances  
• FIS-202 – Expenditures and Purchasing  
• FIS-210 – Insurance and Risk Management  

Legal Compliance 
All waste management and food recovery practices shall comply with: 

• California SB 1383  
• California AB 1826  
• California AB 341  
• Applicable local ordinances and regulations 

 

This Organization is an equal opportunity employer. 
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Environmental Safety 
Board Policy 

Purpose 

The Board of Directors recognizes its responsibility to support safe and healthy 
environments within nutrition program operations conducted by the Community Roots 
School Food Services Agency (CRSFSA). 

The Agency shall promote practices that reduce environmental health risks and 
support safe, sanitary, and compliant food service operations. 

Environmental Safety in Nutrition Operations 
The Executive Director (ED), or designee, shall promote environmental safety practices 
within all nutrition program activities, including: 

• Maintaining safe and sanitary kitchen and food service environments  
• Supporting healthy indoor air quality in food preparation and service areas  
• Promoting safe use, storage, and disposal of cleaning agents and chemicals  
• Utilizing least-toxic pest management practices, as appropriate  
• Supporting safe drinking water practices in coordination with site operators  
• Reducing the risk of foodborne illness through proper sanitation and handling 

practices  

Facility Responsibility and Coordination 
For facilities operated by member districts, Local Educational Agencies (LEAs), or 
partner organizations: 

• The site operator is responsible for:  
o Facility conditions  
o Environmental compliance  
o Hazard remediation  

CRSFSA shall: 
• Coordinate with site operators regarding environmental conditions that impact 

nutrition operations  
• Adjust food service operations as necessary to maintain safety  
• Provide guidance related to environmental safety practices within food service 

areas  

Identication and Response to Environmental Hazards 
The Executive Director or designee shall: 

• Take appropriate action when environmental conditions affecting nutrition 
operations are identied  
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• Coordinate with site operators and appropriate agencies to address hazards  
• Modify or suspend operations when necessary to protect health and safety  

When appropriate, the Agency may notify: 
• Partner agencies or site operators  
• Staff  
• Public health or regulatory agencies  

Training and Staff Awareness 
The Executive Director or designee shall ensure that appropriate staff receive training 
related to: 

• Safe food handling and sanitation  
• Proper use and storage of chemicals  
• Environmental health considerations within food service operations  

Collaboration 
The Agency may collaborate with: 

• Local environmental and public health agencies  
• Water and air quality agencies  
• Regulatory and oversight entities  

to support environmental safety practices within nutrition programs. 

Policy Alignment 
This policy shall be implemented in coordination with: 

• NUT-400 series – Nutrition Program Operations  
• NUT-412 – Waste Management and Food Recovery  
• FIS-210 – Insurance and Risk Management  

Legal Compliance 
Environmental safety practices within nutrition operations shall comply with: 

• California Health and Safety Code  
• Applicable food safety and sanitation regulations  
• Federal child nutrition program requirements  
• Local environmental and public health regulations  
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Hazardous Substances & Chemical Safety 
Board Policy 

Purpose 
The Board of Directors recognizes its responsibility to provide a safe and healthy 
environment within nutrition program operations and to protect employees from 
exposure to hazardous substances. 

The Community Roots School Food Services Agency (CRSFSA) shall minimize risks 
associated with hazardous substances and ensure compliance with all applicable 
health, safety, and environmental regulations. 

Authority 

The Executive Director (ED), or designee, shall implement, maintain, and monitor a 
Hazard Communication Program and all related chemical safety procedures. 

Minimization of Hazardous Substances 
The Executive Director or designee shall: 

• Minimize the quantity of hazardous substances used and stored  
• Substitute less hazardous materials whenever feasible  
• Select products that present the lowest risk while maintaining operational 

effectiveness  

Hazard Communication Program 
The Agency shall maintain a written Hazard Communication Program in accordance 
with: 

• California Code of Regulations, Title 8, Section 5194  
The program shall: 

• Apply to all hazardous substances present in nutrition operations  
• Be available to employees and their representatives upon request  
• Include:  

o Inventory of hazardous substances  
o Safety Data Sheets (SDS)  
o Labeling requirements  
o Training procedures  

Denitions 
A hazardous substance is any material or mixture that may cause illness or injury due to 
being: 

• Flammable  
• Toxic  
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• Corrosive  
• Reactive  
• Otherwise harmful  

Roles and Responsibilities 
CRSFSA Responsibilities 
The Executive Director or designee shall: 

• Implement and maintain chemical safety practices  
• Ensure hazardous substances are properly managed  
• Provide training and access to safety information  
• Coordinate with Local Educational Agencies (LEAs) regarding shared site 

compliance  
LEA / Site Responsibilities 
For facilities operated by LEAs or partner agencies: 
The site operator is responsible for: 

• Facility-level hazardous materials compliance  
• Disposal and waste handling services  
• Environmental and regulatory compliance  

CRSFSA staff shall follow all site-specic safety requirements when working on-site. 

Container Labeling 
• No hazardous substance shall be used unless properly labeled  
• Labels shall include:  

o Identity of the substance  
o Hazard warnings  
o Manufacturer or supplier information  

• Labels shall not be removed or defaced  
• Secondary containers shall be labeled unless for immediate use  

Safety Data Sheets (SDS) 
The Executive Director or designee shall ensure that: 

• SDS are obtained for all hazardous substances  
• Missing SDS are requested promptly  
• SDS are readily accessible during working hours  

SDS may be maintained: 
• In physical binders  
• Electronically, with immediate access  

Chemical Storage and Handling 
Hazardous substances shall be: 

• Stored in appropriate containers  
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• Protected from damage, heat, and deterioration  
• Segregated to prevent dangerous reactions  

Substances that may: 
• React violently  
• Produce toxic gases  
• Become ammable or explosive  

shall be stored separately. 
Hazardous substances shall not be stored in locations that pose exposure risks. 

Use and Disposal of Hazardous Substances 
Hazardous substances shall: 

• Be used only for approved purposes  
• Be stored securely to prevent unauthorized access  
• Be disposed of in accordance with applicable laws  

The Executive Director or designee shall ensure: 
• Expired or unusable chemicals are removed regularly  
• Disposal aligns with local and state regulations  

Employee Training and Information 
Employees shall receive training: 

• At the time of initial assignment  
• When new hazards are introduced  

Training shall include: 
• Hazard communication requirements  
• Location and use of SDS  
• Physical and health effects of chemicals  
• Detection of hazardous substances  
• Safe handling and protective measures  
• Emergency procedures  

Non-Routine Tasks 
Employees performing non-routine tasks involving hazardous substances shall receive: 

• Information about specic hazards  
• Required safety precautions  
• Emergency response procedures  

Contractor Communication 
The Executive Director or designee shall: 

• Inform contractors of hazardous substances present  
• Provide necessary safety information  

Contractors are responsible for communicating hazards to their employees. 
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Emergency Response 
The Executive Director or designee shall establish procedures for responding to: 

• Chemical spills  
• Accidental exposure  
• Unsafe conditions  

The Agency shall coordinate with: 
• Site operators  
• Emergency responders 

as appropriate.  

Monitoring and Compliance 
The Agency shall: 

• Maintain an updated list of hazardous substances  
• Monitor compliance with safety requirements  
• Review and update practices as needed  

Policy Alignment 
This policy shall be implemented in coordination with: 

• NUT-400 – School Nutrition Program  
• NUT-413 – Environmental Safety  
• FIS-202 – Expenditures and Purchasing  
• FIS-210 – Insurance and Risk Management  

Legal Compliance 
All hazardous substance management shall comply with: 

• California Code of Regulations, Title 8, Section 5194  
• Cal/OSHA standards  
• California Health and Safety Code  
• Federal OSHA requirements  
• Applicable local regulations 

 

This organization is an equal opportunity employer 
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Emergencies & Disaster Preparedness Plan 
Board Policy 

Purpose 
The Board of Directors recognizes that all employees of the Community Roots School 
Food Services Agency (CRSFSA) must be prepared to respond effectively to 
emergencies, disasters, and threats of disaster in order to ensure the safety of staff and 
the continuity of nutrition program operations. 

The Agency shall maintain plans and procedures to support timely, coordinated, and 
effective responses to emergency situations. 

Emergency Preparedness Planning 
The Executive Director (ED), or designee, shall develop, implement, and maintain an 
emergency preparedness and disaster response plan that includes: 

• Procedures for responding to emergencies and disasters  
• Continuity of nutrition program operations during emergencies  
• Coordination with Local Educational Agencies (LEAs) and partner organizations  
• Communication protocols for staff and partner agencies  

The emergency preparedness plan shall be reviewed and updated periodically. 

Coordination with Local Agencies 
In developing and maintaining emergency plans, the Executive Director or designee 
shall collaborate, as appropriate, with: 

• Local Educational Agencies (LEAs)  
• City and county emergency responders  
• Public health agencies  
• Other relevant local and regional partners  

The Agency shall ensure that appropriate contact information for key personnel is 
provided to partner agencies for emergency communication purposes. 

Emergency Management Systems 
The Agency shall utilize established emergency management frameworks, including: 

• The Standardized Emergency Management System (SEMS)  
• The National Incident Management System (NIMS)  

to guide planning, coordination, and response activities. 

Facility-Level Coordination 
For facilities operated by member districts or partner agencies: 

• The site operator (LEA or partner organization) is responsible for:  
o Site-specic emergency plans  
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o Facility safety and evacuation procedures  
CRSFSA shall: 

• Coordinate with site operators regarding emergency procedures affecting 
nutrition operations  

• Adjust food service operations as necessary to maintain safety and compliance  

Disaster Service Workers 
All CRSFSA employees are designated as disaster service workers and may be 
assigned duties in accordance with: 

• California Government Code 3100  
Employees shall be expected to support emergency response efforts as directed and 
consistent with their training and assigned responsibilities. 

Training and Preparedness 
The Executive Director or designee shall ensure that: 

• Employees are informed of their roles and responsibilities during emergencies  
• Appropriate training is provided to support emergency preparedness and 

response  
• Staff understand communication protocols and reporting procedures during 

emergencies  

Policy Alignment 
This policy shall be implemented in coordination with: 

• NUT-400 series – Nutrition Program Operations  
• NUT-413 – Environmental Safety in Nutrition Operations  
• NUT-414 – Hazardous Substances and Chemical Safety  
• FIS-210 – Insurance and Risk Management  

Legal Compliance 
Emergency preparedness and disaster response planning shall comply with: 

• California Education Code §32282 (as applicable)  
• California Government Code §3100  
• Applicable state and federal emergency management requirements  
• Local emergency response regulations and guidance  
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FACILITY USE AGREEMENT 
This Facility Use Agreement ("Agreement") is made and entered into on this 1st day of 
July 2025, by and between Community Roots School Food Services Agency 
("Community Roots"), a public joint powers authority, and Local Education Agency 
Members ("LEA"), a public school district, collectively referred to as the "Parties." 

1. Purpose
This Agreement outlines the terms and conditions under which Community Roots may 
use designated food service facilities owned by the LEA, including but not limited to 
the standalone central kitchen located at 972 Golden Gate Terrace, Grass Valley, CA 
95945, and the kitchens and associated storage spaces at the following school sites: 

• Chicago Park Elementary School
• Clear Creek Elementary School
• Bell Hill Academy
• Margaret G. Scotten Elementary School
• Lyman Gilmore Middle School
• Grass Valley Charter School
• Deer Creek Elementary School
• Seven Hills Middle School
• Ready Springs School
• Williams Ranch School
• Alta Sierra Elementary School
• Arete Charter Academy
• Cottage Hill Elementary School
• Magnolia Intermediate School
• Union Hill School
• Bear River High School
• Nevada union High School
• Silver Springs High School
• Williams & Marian Ghidotti High School

Facilities may be used for the purpose of preparing, storing, and distributing school 
meals and related food service activities in accordance with Community Roots’ 
operations. Community Roots may also use existing designated dry or cold storage 
areas at the school sites, as available and appropriate for cafeteria operations. 
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2. Term 
This Agreement shall commence on July 1, 2025, and shall continue on a year-to-year 
basis, ending on June 30 of each year, unless terminated or amended in accordance 
with Section 12 of this Agreement. 

3. Use of Facilities 
Community Roots shall have access to each designated facility Monday through Friday, 
from 5:00 AM until 3:30 PM or until the end of the final reimbursable meal period, plus 
sufficient time to complete operations. This access excludes school holidays and 
closures, unless otherwise agreed upon in writing by both Parties. 
 
All facilities shall remain the sole property of the LEA. Community Roots shall not claim 
any ownership interest and will occupy the space solely as a tenant for the duration of 
this Agreement. 
 
Community Roots staff may access shared-use spaces (e.g., multipurpose or cafeteria 
areas) as necessary to enter and exit kitchen facilities and to provide meal service 
during designated operational hours. Access shall be limited to food service 
operations and not extend beyond normal service times unless otherwise agreed. 
Executive Director, Director of Food Services, Culinary Center Production Manager and 
Site Leads will be issued a set of keys for the kitchen, in accordance with each 
Districts/LEAs process for key distribution. 

4. Financial Terms 
The cost of facility use shall be determined based on site type and shall be agreed 
upon annually by both Parties. For the 2025–26 school year, the following structure 
shall apply: 

 
•  $3,000 per school site used solely for serving meals 
•  $5,000 per production site used for preparing meals 

 

For the purposes of this Agreement, a production site is defined as any site where 
meals are prepared on-site for distribution and/or service at that location and other 
school sites. If a site functions as a production site, the production site rate of $5,000 
shall apply. A school site is defined as a site that is only serving the location it is at (if a 
school site is not producing for other schools, it is not a production site). The school 
site rate is $3,000 per site. 
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These amounts shall cover access and use of designated facilities for school food 
service operations. All other in-kind contributions — including use of existing 
equipment and access to internet service — are addressed in the relevant sections of 
this Agreement. 

5. Cleaning and Maintenance
Community Roots shall be responsible for all daily and deep cleaning of the kitchen 
and storage areas at all sites, including the central kitchen, as well as for routine 
cleaning of foodservice equipment and smallwares. Cleaning and maintenance of 
shared-use spaces used for meal service (such as cafeteria seating areas) shall remain 
the responsibility of the LEA. 

The LEA shall retain responsibility for maintenance and repairs related to real property 
infrastructure Such As: 

• Walls
• Floors
• HVAC
• Electrical systems
• Plumbing system
• Walk in refrigeration

Community Roots shall use LEA’s existing foodservice equipment and smallwares at all 
sites. This provision of equipment shall be considered an in-kind contribution to 
support Community Roots’ school meal operations. All repairs to kitchen equipment 
will be billed to Community Roots for actual cost. 

6. Insurance
Community Roots assumes full liability for its operations and employees at all LEA 
facilities. This includes responsibility for any incidents, claims, or damages arising from 
Community Roots' activities. 

Community Roots shall maintain workers compensation and general liability insurance 
in an amount to be determined and shall name the LEA as an additional insured. Proof 
of insurance shall be provided annually and upon request. 
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7. Compliance and Training 
Community Roots staff shall respect the authority of school site leadership during 
operational hours. School administrators and their designees may provide direction to 
Community Roots staff related to activities that impact the school environment, safety, 
or operations. Any concerns regarding such direction shall be communicated in writing 
to the Executive Director of Community Roots for resolution. 
 
Community Roots will ensure all staff are trained and certified in food safety and 
comply with all applicable laws and regulations. 

8. Shared Use Provisions 
In accordance with National School Lunch Program regulations, the LEAs may use its 
facilities for its own purposes outside of Community Roots designated hours under the 
following conditions: 

• Written notice must be provided to Community Roots in advance. 
• All equipment used must be cleaned and returned to its original state. 
•  No Community Roots inventory (food or non-food) may be used or accessed. 
•  No non-Community Roots items may be stored in designated Community 

Roots storage areas. 

9. Internet and Phone Access 
Community Roots may be granted access to the LEA’s internet network and phone 
services as mutually agreed upon. This access shall be considered an in-kind 
contribution from to support Community Roots' operations. Community Roots shall be 
responsible for providing and maintaining its own phone systems. Use of district 
internet resources must adhere to the LEA’s technology use policies and shall be 
restricted to official school food service operations. 

10. Safety & Communications 
Community Roots staff assigned to the site will be added to the Districts Emergency 
Call system for closure notices and important safety communication that District staff 
receives. Community Roots staff shall also be included in the Districts/Lea’s safety and 
emergency training each year. If Community Roots staff is not contracted on the 
training day that the District provides training, one-on-one or individualized training 
needs to be provided to Community Roots Staff.  
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11. Central Kitchen Facility Provisions
The standalone central kitchen located at 972 Golden Gate Terrace, Grass Valley, shall 
serve as a primary production facility operated by Community Roots. Community Roots 
shall assume full financial and operational responsibility for this facility during its 
occupancy, including but not limited to: 

• All utility costs
• Daily and deep cleaning
• Custodial and pest control services
• Foodservice equipment maintenance and repairs
• Staffing and infrastructure expenses associated with operations

Grass Valley School District shall retain ownership of the facility and real property. The 
District shall be responsible for repairs related to any issues arising from newly installed 
infrastructure or equipment—such as electrical systems, plumbing, or refrigeration—
during the first 6 months of occupancy (July 1, 2025 – December 30, 2025). After this 
initial 6 months, full operational responsibility, including infrastructure repairs, shall be 
transferred to Community Roots. 

12. Modifications and Dispute Resolution
This Agreement may only be amended in writing, signed by both Parties. Any disputes 
shall first be addressed through informal discussion. If unresolved, the Parties agree to 
enter mediation prior to pursuing any legal remedies. 

13. Miscellaneous
This Agreement constitutes the full and complete understanding between the Parties 
and supersedes all prior communications and agreements, whether oral or written. 

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the date first 
written above. 
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Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada Joint Union High School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Grass Valley School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada City School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Penn Valley Union Elementary School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Pleasant Ridge Union School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 
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Title: Superintendent, Union Hill School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Chicago Park School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Clear Creek School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada County Superintendent of Schools 

Date: ________________________________________________ 
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ADDENDUM TO FACILITIES USE 
AGREEMENT 

For Associate Member Local Education Agencies (LEAs) 
Community Roots School Food Services Agency (CRSFSA) 

Approved Date: ___________________ 

Effective Date: ___________________ 

This Addendum to the Facilities Use Agreement (“Addendum”) is entered into by and 
between the Community Roots School Food Services Agency (“Community Roots” or 
“Agency”), a public joint powers authority, and the Associate Member Local Education 
Agency (“LEA”), a public educational agency participating in the Agency pursuant to 
the Associate Membership Agreement executed between the Parties. 

This Addendum is intended to supplement and extend the terms of the Facilities Use 
Agreement originally executed July 1, 2025, between Community Roots and Member 
LEAs, to govern the use of LEA food service facilities by Community Roots at newly 
added associate member sites. 

1. Purpose
This Addendum establishes the terms and conditions under which Community Roots 
may utilize designated food service facilities owned and operated by the Associate 
Member LEA for the preparation, storage, and distribution of meals in alignment with 
Community Roots’ Universal Meal Program and operational scope as outlined in the 
governing JPA and Facilities Use Agreement. 

2. Term
The term of this Addendum shall coincide with the effective period of the LEA’s 
Associate Membership Agreement and renew annually unless terminated in 
accordance with Section 12 of the primary Facilities Use Agreement or the termination 
provisions of the Associate Membership Agreement. 

3. Facility Designation and Use
Community Roots shall have access to the following facility(ies) owned by the Associate 
Member LEA for school meal operations: 

• [Insert Site Name(s), Address(es), and Description (e.g., kitchen, storage, cafeteria
use)]
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The terms outlined in Sections 3 through 10 of the main Facilities Use Agreement shall 
apply in full, including provisions related to access hours, equipment use, cleaning, 
maintenance, insurance, compliance, shared use, and internet/phone access. 

4. Financial Terms
In accordance with the Associate Membership Agreement, Associate Member LEAs 
shall be exempt from facility occupancy fees for the first three (3) years of membership. 
Thereafter, annual facility use fees will align with the current rate schedule established 
by Community Roots, as amended from time to time and approved by the Board of 
Directors. 

Any additional costs associated with utilities, repairs, or site-specific upgrades shall be 
mutually agreed upon in writing prior to implementation. 

5. Insurance and Indemnification
Community Roots shall maintain liability and workers’ compensation insurance 
covering operations at Associate Member facilities. The Associate Member LEA shall 
be named as an additional insured under Community Roots’ general liability policy. 
Proof of insurance shall be provided annually or upon request. 

6. Compliance and Oversight
Community Roots staff operating within Associate Member facilities shall comply with 
all local site safety and access requirements established by the LEA and with all 
applicable state and federal regulations governing school meal programs. 

The Associate Member LEA agrees to coordinate with Community Roots’ Executive 
Director or designee to ensure facilities remain in compliance with applicable health 
and safety codes. 

7. Modification and Termination
This Addendum may be amended only by written mutual consent of both Parties. 
Termination of this Addendum shall automatically occur upon withdrawal or 
termination of the LEA’s Associate Membership Agreement with Community Roots. 

8. Entire Agreement
This Addendum shall be read in conjunction with the Facilities Use Agreement 
(Approved 6/17/2025, Revised 11/20/2025) and the Associate Membership 
Agreement. In the event of a conflict, the terms of this Addendum shall control as 
applied to Associate Member LEAs. 

IN WITNESS WHEREOF, the Parties have executed this Addendum as of the dates 
indicated below: 
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Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Denis Hill 
Title: Executive Director Title: School Director 
Date: ____________________________ Date: ____________________________ 
 LEA: Yuba River Charter School 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Richard Young 
Title: Executive Director Title: Executive Director 
Date: ____________________________ Date: ____________________________ 
 LEA: SAEL 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Jonathan Molnar 
Title: Executive Director Title: Director 
Date: ____________________________ Date: ____________________________ 
 LEA: Bitney Prep High School 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: ____________________________ 
Title: Executive Director Title: Superintendent 
Date: ____________________________ Date: ____________________________ 
 LEA: ____________________________ 
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Community Roots Board of Directors 
Proposed Meeting Schedule & Annual Agenda Cycle 

(Dates & Times TBD) 

September Meeting 
Focus: Fiscal Closeout & Start of School Operations 

• Unaudited Actuals Review (prior fiscal year)
• Budget-to-Actual Overview (early year check-in)
• Staffing & site readiness

October Meeting 
Focus: Start of School Program Updates 

• Start of School Operations Update
• Meal participation trends
• Program Updates (NSLP/SBP, new sites, vended meals)
• Operational Challenges & Early Adjustments

November Meeting 
Focus: First Interim Financial Review 

• 1st Interim Budget Report Approval
• Revenue & Expenditure Trends
• Enrollment & Participation Impact on Funding
• Cash Flow Status
• Staffing & Operational Adjustments (if needed)

January Meeting 
Focus: Governance & Program Planning 

• First Reading of Policy Revisions (GOV, FIS, HR, NUT, RSK, ECR)
• Mid-Year Program Updates
• Acceptance of Prior Year Fiscal Audit
• Strategic Planning Check-In
• Summer Program Early Planning Discussion

February Meeting 
Focus: Personnel Actions & Policy Adoption 

• Classified Position Layoff Determinations (if applicable)
• Policy Adoption (Second Reading & Approval)
• Staffing Projections for Next School Year
• HR & Labor Updates (including CSEA considerations)

March Meeting 
Focus: Financial Status & Leadership Evaluation 
• 2nd Interim Budget Report Approval
• Updated Revenue Projections & Expenditure Adjustments
• Multi-Year Financial Outlook
• Executive Director Evaluation Process Initiation 193



 

May Meeting 
Focus: Budget Development & Staffing Finalization 

• Adopted Budget Preview & Board Discussion 
• Final Staffing Plans for Upcoming School Year 
• Final Layoff Notices (if applicable) 
• Program Applications & Planning (Summer, CACFP, NSLP updates) 
• Capital Projects / Culinary Center Updates 

June Meeting 
Focus: Final Approvals & Year-End Wrap-Up 

• Adopted Budget Approval 
• Final Program Updates & Readiness for New Fiscal Year 
• End-of-Year Operational Summary 
• Preliminary Planning for Next School Year 
• Board Calendar Preview for Upcoming Year 

 

194


	Item A.1. 2026.04.16 CRSFSA Board Meeting Agenda (CPSD)
	Item A.2.2.1. 2026.03.19 CRSFSA Board Meeting Minutes (CCSD)
	Item A.3.a. HR-301. Community Roots Employee Handbook 2025 4.16.26
	ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK
	About the Agency
	Vision Statement
	Mission Statement

	Employee Handbook Overview
	Right to Revise
	Section 2: General Employment Information

	Accessing Important Employee Information
	Employee Conduct
	Code of Safe Practices
	Chain of Command
	Benefits
	Resignation

	Section 3: Meal Service Expectations
	Serving Area Standards
	Reimbursable Meals

	Section 4: Uniform and Dress Policy
	Professional Appearance and Dress Code
	Food Service Staff Dress Code
	Office/Administrative Staff Dress Code
	Warehouse and Operations Team
	Non-Compliance with Dress Code Policy
	Uniform Allotments

	Section 5: Workers’ Compensation
	Section 6: Payroll Information
	Work Hours Recording Procedures
	Meal and Rest Breaks
	Rest Breaks
	Meal Breaks
	Meal Break Waivers
	Break Compliance

	Time Card Discrepancy Corrections

	Section 7: Attendance
	Emergency Absence Reporting
	Types of Absences
	Sick Time
	Personal Necessity
	Responsible Use of Sick Leave

	Vacation Policy
	Eligibility
	Accrual and Allocation
	Usage Guidelines
	Payout and Accrual Cap
	Vacation Usage
	Vacation Payout upon Separation

	Bereavement Absence
	Judicial and Official Appearance Leave
	Family Medical Leave Act/California Family Rights Act
	Pregnancy Disability Leave
	Military Service Leave
	School Activity Leave
	Catastrophic Leave Program

	When Not to Work

	Section 8: Seniority, Reduction in Force (layoff) & Reemployment
	Seniority
	Reduction in Force (Layoff) & Reemployment
	Tie-Breaking Procedures

	Section 9: Employee Rights and Responsibilities Under Law
	Employee Complain Procedure
	Tuberculosis (TB) Test
	Civil Rights
	Equal Employment and Anti-Discrimination
	Sexual Harassment
	Outside Employment
	All personnel are employed for a specific job in the Agency. It is understood that the duties of each position shall be carried out to the satisfaction of the supervisors. Outside employment may not interfere with the proper discharge of assigned duti...

	Reporting of Child Abuse and Neglect

	Section 10: Agency Employee Responsibilities
	Meal Service and Food Consumption Policy
	Agency-Owned Food and Supplies
	Equipment Use
	Safeguarding Agency Keys
	Health and Safety Policy
	Training and Certification Requirements
	Workplace Violence Prevention
	Conduct with Students
	Disaster Service Workers
	Social Media
	Bloodborne Pathogens
	Drug- and Alcohol-Free Workplace
	Smoke- and Vape-Free Workplace
	Employee Acceptable Use of Technology Policy (AUP)
	Cell Phone Use
	Lifting Objects to Prevent Strains


	Item A.3.b. HR-304 Classified Management & Confidential Personnel Dismissal-Suspension-Disciplinary Action
	Item A.4. RESOLUTION NO 26-10 Resolution to Dismiss Classified Staff
	Item A.5 RESOLUTION NO 26-11 Resolution of Intent to Leave Schools Insurance Group
	Item A.6. Management Salary Schedules 26.27
	Management 26.27 REV 2.19.26

	Item C. CRSFSA 25-26 Policy Tracking Document
	2025-26

	Item C.1-34. Policies
	FIS-202 Expenditures & Purchasing Policy 04.16.2026
	FIS-203 Travel & Mileage Reimbursement Policy 04.16.2026
	FIS-204 Procurement Procedure Policy 04.16.2026
	PROCUREMENT PROCEDURES

	FIS-205 Capitalization and Assets Policy 04.16.2026
	FIS-206 Gifts, Grants & Bequests 04.16.2026
	FIS-207 Sale and Disposal of Equipment and Supplies 04.16.2026
	FIS-208 Procurement and Competitive Bidding 04.16.2026
	FIS-209 Records Retention & Public Records Access 04.16.2026
	FIS-210 Insurance Coverage and Liability Management 04.16.2026
	FIS-211 Use of Consultants & Independent Contractors 04.16.2026
	FIS-213 Contracts 04.16.2026
	FIS-214 Payment for Goods & Services 04.16.2026
	FIS-215 Claims & Actions Against the CRSFSA 04.16.2026
	FIS-216 Management of CRSFSA Assets & Accounts 04.16.2026
	FIS-217 Inventories 04.16.2026
	FIS-218 Financial Reports & Accountability 04.16.2026
	FIS-219 Debit Issuances and Management 04.16.2026
	FIS-220 Drug & Alcohol Free Agency 04.16.2026
	GOV-100 Concepts and Roles 04.16.2026
	GOV-102 Executive Director Governance Standards 04.16.2026
	GOV-105 Executive Director Recruitment and Selection 04.16.2026
	GOV-106 Evaluation of the Executive Director 04.16.2026
	GOV-107 Representative and Deliberative Groups 04.16.2026
	GOV-108 Use of Artificial Intelligence (AI) 04.16.2026
	NUT-400 School Nutrition & Food Service Program 04.16.2026
	NUT-401 Food Service Operations & Cafeteria Fund 01.15.2026
	Policy Statement

	NUT-402 Summer Meal Program 04.16.2026
	Policy Statement

	NUT-403 Free and Reduced Priced Meals 04.16.2026
	Policy Statement

	NUT-404 Nutrition Program Compliance 04.16.2026
	Purpose

	NUT-408 Comprehensive Safety Plan 04.16.2026
	NUT-412 Waste Management & Food Recovery 04.16.2026
	NUT-413 Environmental Safety 04.16.2026
	NUT-414 Hazardous Substances & Chemical Safety 04.16.2026
	NUT-415 Emergencies & Disaster Preparedness Plan 04.16.2026

	Item D.3. Facilities Use Agreement - Revised with New LEA Addendum
	1. Purpose
	2. Term
	3. Use of Facilities
	4. Financial Terms
	5. Cleaning and Maintenance
	6. Insurance
	7. Compliance and Training
	8. Shared Use Provisions
	9. Internet and Phone Access
	10. Safety & Communications
	11. Central Kitchen Facility Provisions
	12. Modifications and Dispute Resolution
	13. Miscellaneous
	1. Purpose
	2. Term
	3. Facility Designation and Use
	4. Financial Terms
	5. Insurance and Indemnification
	6. Compliance and Oversight
	7. Modification and Termination
	8. Entire Agreement


	Item D.5. 2026-27 Proposed Board Meeting Dates



