Meal Count Method

Complete the following questions to describe how each of your meal service lines and special milk counts are implemented from beginning to end. This form must be completed by the person that is responsible for or has knowledge of proper reimbursable meal counts and milk counts.

Definitions: 
· Point of Service (POS) is location in the meal service line where the meal count takes place or the cashier is seated at the end of the serving line after all food is served. 
· Alternate Point of Service (ALT POS) is a location somewhere in line that is not at the end of the serving line, can also include locations in the building that occur outside of the standard cafeteria meal service area.    

1. Name of person completing this form:_____________________________________ Title:_________________________________________     

Email address:_________________________________________________________________ Phone #: _____________________________

2. Explain how personnel that are responsible for your reimbursable meal counts at the point of service or an approved alternate point of service trained annually?

3. Complete the chart below to reflect all of your meal count locations. Include all your SFAs different meal service lines and methods of point of service meal counts: breakfast, lunch, breakfast in the classroom, CEP, in school suspension, different sites/schools – like colonies, etc.
Complete one line per meal service site.
	
Site Location Name
	Breakfast
	Lunch

	
	Describe Meal Count Method
	Total # of Meal Count Stations
	Describe POS
	ALT POS (Y/N)
	Describe Meal Count Method
	Total # of Meal Count Stations
	Describe POS
	ALT POS (Y/N)

	Example: Amazing HS
	Student PINs
	3 lines
	At the end of meal service area
	N
	Same as Breakfast
	 
	 
	

	Example: Amazing Elem
	Paper list of student names
	12 classrooms
	Breakfast in the Classroom, students checked off after they receive a complete meal
	Y
	PIN
	1
	At the end of meal service area
	N

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 



4. If an Alternate Point of Service is marked in question #2, complete the following information. If no Alternate Point of Service is marked in #2, please skip to question #5. 
Record each different Alternate Point of Service on a separate line on the chart below.
	Site Location
	Meal 
(Breakfast or Lunch)
	Describe Alternate POS Method
	List meal count Monitor(s)

	Example: Amazing Elementary
	Breakfast
	Breakfast in the Classroom, Paper lists with student names are given to teachers to take morning breakfast meal counts. Teachers are instructed to take meal counts after all food is passed out and student is eating at their desk. 
	Each classroom teacher

	Example: Awesome Middle School
	Lunch
	Computer system is located at the beginning of the line due to space limitations in the meal service area and the cafeteria. We do not allow OVS and the last cafeteria staff on the line ensures that all components are on tray before student leaves line.
	Last food service staff on meal service line

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



5. List what action is taken if a student does not take a reimbursable meal (ex. are they asked to go back to get missing items, are they charged ala carte):




6. List how Overt Identification (revealing a student’s eligibility status) is avoided in the meal service line (ex. use PIN #):




7. List what action is taken if a student comes to the end of the serving line and has a zero balance or negative balance in their meal account (ex. are they refused a meal, is a note sent home, is a reimbursable alternate meal offered)



8. Special Milk Program Only: Describe the process used for determining amount of milk to be claimed.



9. Please list any other practices that pertain to the operation of your meal service line that would help us get a clear view of your procedures.  



BILLING AND PAYMENT COLLECTION FOR MEALS AND MILK

The School Food Authority and school officials must ensure that there is no overt identification of recipients of free and reduced price meals or free milk in both the serving line and when tickets are distributed or sold.
[bookmark: _GoBack]
10. ☐ My program is non-pricing and we do not collect payments or issue bills to students. Skip questions 2 & 3.
☐ My program is a pricing program; we collect payments and issue bills to students when necessary. Answer questions 2 & 3.

11. Describe in detail the process used to distribute notices of low or negative balances to the students. All methods used must protect free and reduced price student anonymity; this is called preventing overt identification.



12. Refer to question #3. Describe how each meal count method listed above in #3 protects free and reduced price student anonymity; this is called preventing overt identification.


13. Describe method of payment collection. If more than one system of payment collection is used, explain all payment collection methods in detail and indicate each different payment collection system each school uses in collecting payments for meals or milk and in distributing tickets, tokens, etc.
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