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“Starting Right in the Child Nutrition Program”:
FRONT-LINE PROFESSIONAL EDUCATION Agreements
Request for Applications

Part 1: Introduction
I. Purpose

The Glendale Community College (GCC), as part of its scope of work under a contract with the California Department of Education, Nutrition Services Division (NSD), is pleased to announce the release of a competitive Request for Application (RFA). The RFA supports improving the nutritional quality of foods served in child nutrition programs by enhancing the culinary knowledge and skills of entry-level and front-line child nutrition personnel. The GCC, in collaboration with the NSD, will select up to three California public school districts or county offices of education to participate in Phase II of the program titled, “Starting Right in the Child Nutrition Program: The Professional Education of Front-line Personnel.” The selected school districts or county offices of education, referred to hereafter as the District/COE, will partner with a local community college to provide an instructional program in their regions consisting of three courses: Healthy Cuisine for Kids (HCK), Beginning Record Keeping (BRK), and Child Nutrition Program Overview (CNPO). The three-course series will carry the title “Introduction to the Child Nutrition Program,” and serve as the nucleus for a certificate program for entry-level and front-line employees. Applicants must currently participate in the National School Lunch Program. Funds will be awarded through an Agreement with the GCC through its California Professional Nutrition Education and Training Center (Cal-Pro-NET). 
II. BACKGROUND AND GOALS OF THE PROGRAM
The “Starting Right in the Child Nutrition Program” is a partnership between the NSD and the GCC Cal-Pro-NET Center. The main goal of the program is to provide professional education to entry-level and front-line child nutrition program personnel working in schools, childcare agencies, and after-school programs to improve the nutritional integrity and quality of meals. This project is in line with nationwide efforts to reverse current childhood obesity trends, as seen through First Lady Michelle Obama’s Let’s Move campaign, Chefs Move to Schools, HealthierUS School Challenge, and the Recipes for Kids Challenge initiatives.
Phase I of the program was implemented in 2008–2009 with United States Department of Agriculture (USDA) Team Nutrition funds and the participation of staff from five California public school districts and their partnering local community colleges. A two‑step, train-the-trainer approach was used to teach the HCK course. This hands-on nutrition/food preparation course is based upon the Dietary Guidelines for Americans (DGA), as well as state and federal meal requirements for Child Nutrition Programs (CNP). In Phase II of the program, the instructional cadre will expand to include new District/COE-community college partnerships and two new courses as mentioned in the Purpose above.
The following strategies are instrumental to achieving the Program goal:
1. Establish a District/COE–community college partnership network: expand the instructional cadre to include three new District/COE-community college partnerships.
2. Develop and implement a train-the-trainer model: train professional teams from each participating regional District/COE-college partnership to deliver the courses to entry-level and front-line personnel in the respective regions. 

3. Implement the three-course series—HCK, BRK, and CNPO—for production level personnel. 
4. Start a certificate program and college-based career ladder system: create the nucleus for a certificate program for entry-level and front-line employees with the three course series above. 
III. WHY PARTICIPATE?
Most production-level employees enter school and childcare food service programs with little or no training in food safety, nutrition, food preparation, or basic recordkeeping. Front-line employees trained in an organized education program as proposed will be more highly skilled and thus become supportive assets to CNPs. 
The long-term benefits of the District/COE-community college partnership include:

1. More employees with competencies in nutrition and quality food preparation.
2. Reduced employee turnover and staff training needs.
3. Higher quality meals boosting student nutritional intake and supporting academic achievement and average daily attendance rates.
4. Increased student participation in meal programs, increased revenues, less food waste, and a more solvent operation.
5. A sustainable bridge between the District/COE and local community college to assure a continuous exchange of potential students/employees between the two partners. 

IV. PROJECT DESIGN AND SUMMARY OF INSTRUCTIONAL TEAM ACTIVITIES
Based on the terms of the Agreement with GCC, proposed in this RFA, the District/COE will partner with their regional community college to form an instructional team and carry out project activities. Funds will be provided to the instructional team through this Agreement. See Part 2, Section II on Funding for more information. 
The District/COE will be responsible for the following project activities: 
1. Form a three-member instructional team

The District/COE will form a three-member instructional team in partnership with their local community college. This team of expert instructors for the three course series will include a Child Nutrition Director (CND), Chef, and Registered Dietitian (RD). The team will continue to serve in this capacity in their region to sustain the program after the Agreement has expired.  

2. Attend train-the-trainer sessions
The instructional team will attend train-the-trainer sessions for each of the three courses (HCK, BRK, and CNPO). The GCC will deliver these train-the-trainer sessions.
3. Offer the three-course series for college credit within their region

After the instructional team attends the train-the-trainer sessions, they will serve as instructors for the three course series in their region. The community college will offer the HCK, BRK, and CNPO courses for college credit within their region at least once during the 2012–2013 Agreement year. 
4. Convene a regional advisory committee
The District/COE will convene a regional advisory committee of not more than 10 members that includes representation from neighboring school districts, the local health department, childcare, and after-school programs. The committee will assist with course promotion, participant selection, and planning for ongoing regional professional development opportunities. 
5. Participate in the HealthierUS School Challenge Initiative
The District/COE must be a current HealthierUS School Challenge (HUSSC) awardee. If not a current awardee, District/COE must commit to applying for at least one school by March 30, 2012.. The CDE/NSD will provide technical assistance during the application process.

6. Participate in Evaluation Activities

Throughout this process, the District/COE and their training team will participate in evaluation activities to assess the effectiveness of the project design. The proposed evaluation component will capture both process and outcome data from the District/COE–community college partnership where the GCC awards Agreements. The District/COE will submit interim and final reports on project activities. 

Part 2: General Instructions 
I. Eligibility
Districts/COEs that participate in the National School Lunch Program and demonstrate an interest in a partnership with a local community college to provide professional education are eligible to apply for a Front-line Professional Education Agreement. In addition, the District/COE must be a current HUSSC awardee or must initiate the application process for at least one school by March 30, 2012.
All District/COE applicants must be in good standing in the administration of their CNPs. After verification with the NSD, the GCC will disqualify any application received from a program sponsor whose reimbursement is “on hold” pending approved corrective action documentation on file. 
II. Funding 
The funding period for the Front-line Professional Education Agreement is July 1, 2012 through June 30, 2013. The GCC will award up to $16,650, including indirect costs, for each Agreement. 
The District/COE will be reimbursed for travel and per diem, materials and supplies, and salary/professional services costs for the instructional teams to attend all three train-the-trainer sessions. The District/COE will be reimbursed upon completion of the scheduled activities and receipt and approval of the corresponding invoices. The District/COE will be compensated for actual expenditures incurred in accordance with the rates specified in the Agreement. Payment will be made in accordance with, and within the time specified in, Government Code Chapter 4.5, commencing with Section 927. An amount equal to ten percent will be withheld from the invoiced payment amount. The remaining 10% of Agreement funding will be released after receiving and approving the Applicant’s final report at the end of the Agreement period (June 30, 2013). 

III. Time line 
Front-line Professional Education Agreements: 
	September 30, 2011
	RFA is released.

	November 16, 2011
	Deadline for submitting an optional “Intent to Apply” form.

	November 18, 2011
	Optional application conference call (1:30–2:30 p.m) to answer RFA questions; open to all potential applicants. Dial (888) 886-3951 and enter the passcode: 973489. Contact Sona Donayan at (818) 240 1000 x 1114 or sdonayan@glendale.edu for any problems or to provide questions in advance of call.

	November 30, 2011
	Questions and answers from the application conference call will be posted to the GCC Web site at http://vision.glendale.edu/index.aspx?page=4700.

	January 6, 2012
	Deadline for submission of applications to the GCC office. 

	January 20, 2012
	The GCC will post a “Notice of Intent to Award.”

	February 3, 2012
	Successful Districts/COE are notified of their selection. 

	February 10, 2012
	Successful Districts/COE submit letter of intent to participate. 

	February 13, 2012
	Conference call for Districts/COE on Agreement preparation.

	March 13, 2012
	The District/COE submits Agreement to GCC for approval.  

	March 30, 2012
	Successful Districts/COE will initiate HUSSC application process if not already participating.

	March 2012–June 2012
	Agreement Approval Process.

	July 1, 2012
	Agreement period begins.

	July–August 2012
	Instructional teams participate in HCK train-the-trainer session at GCC. 

	July–August 2012
	District/COE establishes a regional advisory committee.

	July 2012–June 2013
	District/COE conducts at least two regional advisory committee meetings during the Agreement period.

	August 2012– September 2012
	District/COE recruits regional HCK course participants.

	September 2012–December 2012
	Instructional teams teach HCK in their regions.

	November 2012
	Instructional teams participate in BRK and CNPO train-the-trainer sessions at GCC.

	December 2012
	Interim progress report due.

	January 2013
	District/COE recruits regional BRK and CNPO course participants.

	January–June 2013
	Instructional teams teach BRK and CNPO in their regions. 

	July 2012–June 2013
	The Evaluation Team observes train-the-trainer sessions and conducts site visits when regional courses are taught.  

	June 2013
	Agreement period ends. Final progress report due.


IV. District/COE Responsibilities (terms and conditions)
To accomplish the goals of the Front-line Professional Education Agreement, the District/COE agrees to: 
1. Designate the CND as the Project Coordinator to manage the project.
2. Identify and maintain a three-member Training Team consisting of: 
a. Chef Instructor
b. RD Instructor

c. School or Child Care CND
The community college partner must provide one of the three instructors from their ongoing resources. Only those team members completing the train-the-trainer sessions will teach the regional courses.
3. If not already participating in the HUSSC, initiate the application process through CDE/NSD no later than March 30, 2012.

4. Establish a regional advisory committee of no more than 10 members. The committee should include representatives from neighboring school districts, the local health department, childcare, and after-school programs. Each regional advisory committee shall meet at least two times during the Agreement period. The GCC recommends that the initial meeting be in person, since connecting face to face greatly fosters collaboration. District/COE may hold subsequent meetings via conference call. The local NSD Child Nutrition Consultant will support this committee and, when possible, attend meetings.
5. Have the regional training team attend the train-the-trainer workshops at GCC.

a. Healthy Cuisine for Kids—four days—Chef, RD, and Director

b. Beginning Record Keeping—two days—RD and Director

c. Child Nutrition Program Overview—two days—RD and Director
6. Offer one session of the HCK course over a three-day period for college credit during the fall semester of 2012 (Chef, RD, and Director).
7. Offer one session each of the BRK and CNPO courses, each over a two-day period for college credit during the spring semester of 2013 (RD and Director).
8. Train 16 to 24 entry-level and front-line personnel in HCK and up to 16 to 32 in BRK and CNPO. Participation should represent a variety of nutrition program settings in the region, including:
a. Entry-level and front-line school, childcare and after-school nutrition program personnel 

b. New site managers in school nutrition programs

c. Neighboring school districts or agencies 
9. Coordinate and facilitate the course registration process with the partner community college.
10. Implement activities according to the timeline described in this document and the Agreement. 
11. Adhere to the allowable costs permitted in the Agreement. (See Part 3, Section II, item 7: Budget Proposal).
12. Cooperate with the GCC Cal-Pro-NET coordinator and the project evaluator to schedule evaluation site visits and participate in evaluation activities such as observations, surveys, and interviews. 
13. Participate in regular conference calls to share experiences and strategies and problem solve with fellow Districts/COE. 
14. Submit required reports and forms by dates identified in the timeline (see Part 2, Section III:  Timeline). 
15. Complete all project activities by June 30, 2013.
The GCC will provide technical assistance through conference calls, site visits, and ongoing communication. The GCC will provide all course materials for the train-the-trainer sessions in July and November 2012 and for regional course offerings in the fall of 2012 and spring of 2013.
V. Cost of Preparing an Application
The cost of preparing and delivering the application shall be the sole responsibility of the District/COE. 
VI. Application Clarification 
An optional Application Conference Call is scheduled for Friday, November 18, 2011, 1:30–2:30 p.m., to address any questions regarding the RFA. To participate dial (888) 886-3951 and enter the passcode: 973489. Contact Sona Donayan, GCC Cal-Pro-NET Coordinator, by phone (818-240-1000 x 1114) or e-mail (sdonayan@glendale.edu) for questions or any problems. Questions may be forwarded to Sona Donayan in advance of the call (by Thursday, November 17, 2011). 
VII. Records Retention 
The District/COE shall maintain separate accounting records for the project that shall be in accordance with generally accepted accounting principles and the approved project budget. Files of supporting documentation shall include, but not be limited to, purchase orders, work orders, contracts, itemized invoices, and correspondence. The District/COE shall maintain all such files separately or otherwise identifiable for audit purposes. On request, records shall be available for state or federal inspection and verification. 
VIII. Ownership of Materials 
It is not the intent of this project to provide for the development of materials for use beyond the District/COE or community college. However, any materials developed using these funds must remain in the public domain and include credit to the funding source. Any publication resulting from work performed under this Agreement shall include language substantially in the form set out below: 
Funding for the project has been made available by the United States Department of Agriculture. The content of this publication does not necessarily reflect the views or policies of the Department, nor does any mention of trade names, commercial products, or organizations imply endorsement by the U.S. Government. 
All materials developed under the terms of the District/COE Agreements will become the property of the NSD. The NSD reserves the exclusive right to copyright such materials and to publish, disseminate and otherwise use materials developed under these terms. 
PART 3: Applying for AN agreement
I. INTENT TO APPLY
All potential applicants are encouraged to submit an “Intent to Apply” form by Thursday, November 16, 2011, (see Part 5: Standard Forms) via fax (818-551-5245) or mail (see form for address). Submitting the form is optional and does not obligate the agency to apply for the Front‑line Professional Education Agreement. However, it will assist GCC staff in planning for the application review process. 
II. APPLICATION CONTENTS AND PREPARATION
The District/COE must complete, print, and sign the on-line application form posted at http://vision.glendale.edu/index.aspx?page=4700. A completed application must include all of the components in the order listed below. Use the Application Checklist (see Part 5: Standard Forms) to help ensure that a complete application is submitted. 

1. Application Cover Sheet – Complete all requested information. The Superintendent or authorized designee must sign the cover sheet. 
2. Project Coordinator/Training Team Data Form – Complete all requested information. Identify each member of the Training Team. Each team member must sign the form. The CND must be designated as the Project Coordinator.
3. Resumes/Curricula Vitae – Provide resumes or curricula vitae for all members of the training team to describe education, experience, and qualifications.
4. District/COE Narrative – The District/COE Narrative describes the applicant agency (who) and their needs (why), and then identifies the strategies and methods (what, when, and how) the agency will use to achieve the goals of the project. Refer to the Project Design (Part IV) and the District/COE Narrative template for details on what to address. Complete the District/COE Narrative template available online.
5. Scope of Work and Tasks – A standardized scope of work template and listing of tasks are provided in the application package. Insert the District/COE and community college partner names in the appropriate places.

6. Timeline – A standardized timeline template is provided in the application package. Insert the District/COE and community college partner names in the appropriate places.

7. Budget Proposal – The budget lists the estimated expenses in the appropriate categories, following the guidelines for allowable expenditures below. Complete a line item budget using the Budget Proposal form provided online and the categories listed. 

The budget total, including indirect costs, cannot exceed $16,650.
The Budget Proposal must be reasonable and directly related to achieving the Program goals (see Part I, Section II: Background and Program Goals) and to building a sustainable infrastructure that supports ongoing professional development for entry-level and front-line personnel. 
Allowable expenditures for the Front-Line Professional Education Agreement include the following:
A. Personnel
a. Percentage of salary/benefits for the CND to participate in the HCK train-the-trainer session at GCC (4 days).
b. Percentage of salary/benefits for the CND to participate in two train-the-trainer sessions for BRK and CNPO at GCC (total 4 days).
c. Percentage of salary for the CND to teach one session each of the HCK, BRK, and CNPO courses in the region.
d. Percentage of salary/benefits for the CND to conduct the Project Coordinator responsibilities of project oversight and administration.
B. Materials and Supplies, which may include:
a. Instructional materials (The GCC will provide instructor and participant manuals in advance of the course offering). 

b. Chef coats are mandatory for the participants in the HCK course and should be included in the budget proposal.

c. Other HCK supplies such as food, paper goods, and cleaning supplies are covered by the student lab fee payable to the college.

d. Communication tools for publicizing and promoting professional development opportunities for front-line personnel (e.g., posters, brochures, flyers, or other consumable items). 

C. Travel
a. Travel expenses (e.g., airfare, mileage, lodging, and per diem) for Training Team attendance at the scheduled train-the-trainer sessions at GCC in southern California. State travel rates apply; information is available at http://www.dpa.ca.gov/personnel-policies/travel/main.htm.
b. Course fee to the community college (not to exceed $500/course).
D. Professional Services Costs
a. Professional services costs for the Chef or RD to teach one session of the HCK course in the region with the CND from the District/COE. Note:  the community college partner is expected to assume the salary of the third instructor for HCK and second instructor for BRK and CNPO through their on-going resources.
b. Course fee to community college for the three courses (not to exceed $500/course).
Note:  For accounting purposes, a record of attendees, length of the session, and the purpose of the activity is required for each course taught.
Expenditures NOT allowed for these Agreements include: 
A. Indirect costs above the “Approved Indirect Cost Rates Applicable to 2011–2012 Programs,” available at http://www.cde.ca.gov/fg/ac/ic/ 
B. Computer hardware or software 
C. Cafeteria food service equipment 
D. Meals or refreshments served at workshops and/or training sessions and classroom snacks (except where they are part of the education/training process) 

E. Supplanting of existing personnel or services 
GCC must approve in advance any requests for line item budget changes of ten percent or more.
8. Budget Narrative – The Budget Narrative is a description and justification of each expenditure classification identified in the Budget Proposal, along with the total dollar amount proposed for each expenditure classification. Complete the form provided online.
9. Letters of Commitment – The District/COE must provide a letter of commitment from each of the following: the partnering community college, the selected CND/Project Coordinator, RD Instructor, and Chef Instructor (four letters total). Commitment letter templates are provided.
Additional letters of commitment are optional yet will strengthen the proposal, especially letters from organizations or persons who have agreed to commit to the project, such as local health department representatives, school or college district board members, superintendents/principals, childcare/after-school agencies in the area, and community partners. 

Additional letters should be on the organization’s letterhead and include a description of supporters’ specific commitments to, and role in, implementing this proposal and their plans for supporting these efforts after the funding period has ended. 
10. General Assurances – Read the document linked to the Web page for this RFA or located at http://www.cde.ca.gov/fg/fo/fm/genassurrev.asp. Print it (use the printer-friendly version) but do not sign it. (The superintendent or designee signature on the Application Cover Form confirms that applicants have read and understood the assurances and agree to comply should they receive funding.)
11. Drug-Free Work Place Certification – Print and complete the form linked to the Web page for this RFA or located at http://www.cde.ca.gov/fg/fo/fm/drug.asp (use the printer-friendly version). 
III. SUBMITTING AN APPLICATION
Printed and signed applications must be received in the GCC office
no later than 5:00 p.m. on

Friday, January 6, 2012
(Postmark of January 6, 2012 is not acceptable)
Mail completed application to GCC (address provided below)
GLENDALE COMMUNITY COLLEGE 

Department of Culinary Arts and Nutrition
1500 North Verdugo Road

Glendale, California 91208
ATTN: Sona Donayan 
OR hand-deliver to:
GLENDALE COMMUNITY COLLEGE 
Department of Culinary Arts and Nutrition
1500 North Verdugo Road

Glendale, California 91208
ATTN: Vera Paraguteva

· The GCC will not consider late applications for funding. It is the responsibility of the Applicant to ensure that their application is delivered by the specified deadline. 
· The GCC will not be responsible for late or incomplete applications due to mistakes or delays of the District/COE or the carrier used by the District/COE. 
· The GCC will not accept applications submitted electronically (via e-mail or fax) or additional materials submitted after the application deadline. 
· The GCC will accept only one application per District/COE. 
PART 4: Selection of Applications for Funding 
The GCC, in collaboration with the NSD, will screen all applications for compliance with the RFA. Applications that do not conform to the requirements in Part 3: Applying for an Agreement, will be disqualified. 
I. APPLICATION REVIEW AND SCORING CRITERIA 
The selection of Districts/COEs is a competitive process with all applications reviewed for compliance with the RFA. The GCC, in collaboration with the NSD, will determine specific regions based on the applications received and the potential population of entry-level and front-line child nutrition personnel reachable within each region, as well as ensuring geographic distribution throughout California. 
A trained panel will review and score all technically acceptable applications. The panel will score each application on its own merits using the above criteria and a numeric scoring system. The scoring criteria are outlined below and in the District/COE Narrative template. To be considered for funding, the application must meet the following criteria: 
1. Be submitted by a California District/COE participating in both the National School Lunch Program and the HUSSC Initiative. If not currently participating in the HUSSC, the application process for at least one school must be initiated by March 30, 2012. 
2. Be received by GCC, either by mail or hand delivery, no later than 5:00 p.m. on Friday, January 6, 2012. 
3. Include one original application. 
4. Identify a three-member Training Team, designate the CND as the Project Coordinator, and demonstrate partnership with a local community college (per Agreement Coordinator/Training Team Data Form and Letters of Commitment). 
The design of the scoring process will protect against conflicts of interest. All readers on the review of applications panel will agree not to score any application from a District/COE or community college in which they have worked, or had any connection that might appear to be a conflict of interest. Applicants should assume that the reader has no familiarity with individual projects. Finally, readers will agree not to discuss the applications they scored except under specific circumstances designated as part of the scoring process. 
Application review and scoring will consider content, completeness, clarity, and quality of response for the categories listed below:

Front-line Professional Education Agreement Scoring Criteria
A District/COE narrative template is provided online; see the template for specific information requested for the section described below:

1. District/COE demographics
9 Points

2. Interest in and commitment to participating in the project
16 Points

3. Project staffing and oversight
15 Points

4. Communication, outreach, and promotion
30 Points

5. Resources and needs of the child nutrition community
25 Points

6. Budget proposal and narrative
5 Points

II. NOTICE OF INTENT TO AWARD 
The GCC will post a “Notice of Intent to Award” on January 20, 2012, on the GCC Web site http://vision.glendale.edu/index.aspx?page=4700. After posting the “Notice of Intent to Award” for ten working days, the GCC will mail notification to all applicants as to whether they will receive funding. Projects selected for funding will simultaneously receive the Agreement Award package. 
III. APPEAL PROCESS
Appeals to the award must be filed within five working days of the posting of the “Notice of Intent to Award.” Only those organizations that submitted applications may appeal the Agreement award. Appeals must be limited to identifying grounds that the GCC failed to apply the standards for evaluating the applications as specified in the RFA. The appealing applicant must file a full and complete written appeal, including the issue(s) in dispute, the legal authority or other basis for the appellant’s position, and the remedy sought. Address appeals to: 
GLENDALE COMMUNITY COLLEGE
1500 N. Verdugo Rd

Glendale, CA 91208
Attention: Sona Donayan

Front-line Professional Education Agreement
Appeal Process 
PART 5: Standard Forms
Click here to open the forms required to complete the Application. Refer to Part IV:  Application Contents for the list of forms and detailed information required. Use the checklist below for your reference.
APPLICATION CHECKLIST
FRONT-LINE PROFESSIONAL EDUCATION Agreement

School District/County Office of Education: __________________________________
Use this checklist to ensure submission of a complete application package. Failure to include any of the following elements may result in disqualification of the application. 
Please compile the application in the following order: 
· Intent to Apply (optional form)

· Application Cover Sheet 
· Project Coordinator/Training Team Data Form 
· Resumes/Curricula Vita of the Training Team Members

· District/COE Narrative 
· Scope of Work and Tasks
· Timeline

· Budget Proposal

· Budget Narrative

· Letters of Commitment 
· Child Nutrition Director/Project Coordinator

· Chef

· Registered Dietitian

· Partner Community College

· General Assurances (print, read, but do not sign)
· State of California Drug-Free Workplace Certification (print and complete)
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