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Housekeeping



3

Welcome!
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• The training you are about to take does not cover the entire scope 

of the program; and that

• You are responsible for knowing and understanding all handbooks, 

manuals, alerts, notices, and guidance, as well as any other forms 

of communication that provide further guidance, clarification, or 

instruction on operating the program.

Acknowledgement Statement
You understand and acknowledge that:
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Pre-assessment

• Use a unique, 4-digit identifier 
(last 4 of cell #)

• You will use the same ID # for the 
post-assessment

• So TDA can collect and analyze data to 
improve training effectiveness.

• Anonymous
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Why does this matter?

5 minute

Countdown Timer
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Benefits to Policies and Procedures

Effective 
compliance
Proactive 
Mindset

Workplace 
Culture
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Course Materials
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Learning Objectives

1. Identify the required elements to establish effective and accurate meal 
counting system procedures.

2. Describe acceptable meal counting and collection procedures.

3. Identify the elements of an Accuclaim System. 

4. Describe the importance of meal counting and claiming within the nonprofit 
school food service financial system. 

5. Describe the review process of meal counting and claiming in a compliance 
review. 

USDA Key Areas

❖ 2000 (Operations)

❖ 3000 (Administration)

USDA Professional Standards Codes

❖Cashiering & Point of Service (2310, 

2320, 2330)

❖ Financial Management (3310)
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Course Overview

Establishing a Foundation

Acceptable and Unacceptable Methods

Quality Control Measures

Financial Management

Administrative Review
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Establishing 

a Foundation

11
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Activity Time
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Establishing an Effective Foundation for Counting & Claiming

CE-Specific 
Needs

Meal 
Accountability 

Needs

Administrative 
Considerations
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Establishing an Effective Foundation for Counting & Claiming
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Establishing an Effective Foundation for Counting & Claiming
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Establishing an Effective Foundation for Counting & Claiming



D.I.R.T.

D escribe

I mplement

R ecord & Retain

T rain
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Establishing an Effective Foundation for Counting & Claiming



Describe

The policies and procedures

• What is a policy?

• What is the purpose of a policy?

• Why are policies and procedures needed?

• Where does a CE describe their policies and procedures?
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Establishing an Effective Foundation for Counting & Claiming



What is a policy?
• Written statement that sets an organization’s approach to a particular 

subject.
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What is its purpose?
• Provide guidance and direction on how certain tasks or activities 

should be conducted in order to ensure consistency and compliance.

Where does a CE describe their policies?
• In the contract/agreement with TDA.

Establishing an Effective Foundation for Counting & Claiming
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“Attachment B”

Establishing an Effective Foundation for Counting & Claiming



Why?

Why is the “Attachment B” so important?

• The “Attachment B” is your 

roadmap and policy 

agreement with the State 

Agency: 

– Money

– Time in the AR

21

Establishing an Effective Foundation for Counting & Claiming
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Establishing an Effective Foundation for Counting & Claiming
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YOUR

PROGRAM
STATELOCAL FEDERAL

Establishing an Effective Foundation for Counting & Claiming
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Activity Time



Implement
The policies and procedures (at the POS)

• Modes of Payment/Method of Exchange

• Charge Policy Implementation

• Advertisement for meal payment and charging for meals

• Procedures to record free, reduced-price, paid, or charged meals at 

POS and on POS roster

• Location of cashier/Point of Service
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Establishing an Effective Foundation for Counting & Claiming



Implement
Mode of Payment/Method of Exchange

• What the student provides at POS to 

receive a meal

• Must provide confidentiality

• Method must be described in 

Attachment B

• All students must be provided the 

selected medium of exchange

27



Activity

Using your Attachment B, fill out 

questions 301 and 302 on your activity 

sheet.
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Establishing an Effective Foundation for Counting & Claiming
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Activity
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Establishing an Effective Foundation for Counting & Claiming



Implement

Charge Policy

• Why is implementing my charge policy so important?

“Site Level 314 - On the day of review students were observed to have 
unlimited charging of any served items at breakfast and lunch. 
Attachment B states that students may charge up to five meals and 
they will not allow the charge of second servings or a la carte items if 
the student has met the limit of five meal charges. The cafeteria staff 
will provide the student with an alternate meal after the accumulation 
of five meal charges and the student account will be charged 
accordingly.”
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Establishing an Effective Foundation for Counting & Claiming
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Charge Policy

Charge policy must:
• Be board approved (public/charter schools)
• Be implemented consistently for all students 

or for the designated grade levels.

Charge policy may:
• Change by grade/site

Establishing an Effective Foundation for Counting & Claiming
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Charge Policy
Policy examples may include:

• Allowing students to charge all available reimbursable 
meals.

• Allowing students to charge a limited number/type of 
meal.

• Provide the lowest cost reimbursable meal available or 
the lowest cost meal available when the student has a 
negative balance that has reached the CE’s 
predetermined threshold, as long as the meal is offered 
to all students as a choice in a regular meal service line

Establishing an Effective Foundation for Counting & Claiming
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Charge Policy

In all cases, a student that qualifies for free 
meals cannot be denied a reimbursable 
meal, even if the student has accrued a 
negative balance from other purchases, 
such as a la carte sales and extra items.

• Can limit other purchases if a negative balance:
• A la carte
• Extra items

Establishing an Effective Foundation for Counting & Claiming



TASB Contact List
One policy contact per district

35



Implement
Advertisement for meal payment and charging for meals

• From ARM Section 20:

– Information about payment and/or charging of meals should be 

routinely publicized. Appropriate notice strategies include, but are 

not limited to, the following:

• Posted signs

• Public announcements

• Printed informational materials sent home with students or 

directly to households

36
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Advertisement for meal payment/charging for meals

CEP School

Parent & Scholar Handbook (English)
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Charge Policy



Implement
Procedures to record free, reduced-price, and paid 

meals at POS and on POS roster

• Accurate daily count for each reimbursable meal by category and 

type of meal.

• Attachment B:

 8. What are the meal counting and collecting procedures that are 

used to record free, reduced-price, and paid meals or charged meals 

at the point of service (POS) and on the roster? Check all that apply.
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Coded number 

typed into keypad 

system at POS

Computer system 

with POS roster
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Small Group Discussion

• Does the meal counting system prevent overt 

identification of students receiving free and 

reduced price benefits?

• How could this POS system identify a student’s 

eligibility?

• Would a digital spreadsheet be an acceptable 

POS roster (backup)?

• What alternate POS rosters could this CE use?

• What do you use as a backup method?
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POS Roster

• Typically, a list of all students (free, reduced-price, and paid) enrolled 

at each site that would include the following:

– Student’s name

– Eligibility status

– Date of eligibility determination

– Date and notation of any changes in status

• Lists may be electronic

• Each POS must have a backup method readily available
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POS Roster

– Typically includes Student’s name, eligibility status, date of 

eligibility determination, and date and notation of any changes in 

status

– What information would you need to complete the POS roster?

Benefits Issuance List



POS Roster

• What are some best practices 

for the POS Roster / benefits 

issuance list?

• How do you ensure F&N 

department has an 

updated/cleaned up version 

every year?

• What are best practices for 

ensuring register buttons/keys 

are coded correctly?
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Table discussion
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Location of Cashier

• Where should the cashier/point of service be located?

• Alternate points of service:

• Meals in the classroom, bus, etc.

– What procedures/checks should be in place to ensure the correct 

number of meals are claimed for alternate points of service?

– How do your POS system and procedures prevent duplicate or 

second meals from being claimed?
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Cashier at POS Computer system 

with POS roster



Record & Retain

• Enrollment information

• Meal counting and claiming

• Menu planning and 

nutritional standards

• Eligibility determination

• Training and monitoring
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What does a CE need to record and retain?



Record & Retain

• Number of children enrolled in the program, with the following:

– Names

– Birth dates

– Race/ethnicity

– Household size and income

– Special needs

• Why does a CE need to retain this information?

– Used to determine eligibility for free and reduced-price meals
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Enrollment information



Record & Retain

• Number of meals served to 

each participant by type

• Number of meals claimed for 

reimbursement

• Daily attendance record

• POS meal count roster
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Meal counting and claiming



Record & Retain

• Document compliance

– Menu planning

– Nutritional standards

– Menus

– Production records
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Menu planning and nutritional standards



Record & Retain

• Applications

• Income verification

• Direct certification documentation
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Eligibility determination

Verification resources
Squaremeals.org



Record & Retain

• Staff training records

– Civil Rights training

• Onsite monitoring reports

– Ongoing observation

• Corrective action plans
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Training and monitoring



Record & Retain

53

Claim Submissions



Train

• In an ideal world, when should you train your staff?

– New employees?

– Returning employees?
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Table discussion



Train

• What are some examples of training for the following positions?

– Cashiers

– Cooks

– Assistant director/manager

– Site manager
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Table discussion



Train

During a Professional Development day training, an employee brings 

you a new method of counting meals that will improve efficiency and 

accuracy. However, the new method is different than what your school 

submitted to TDA in your Attachment B.

What should you do?
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Situation discussion



Activity

Using your Attachment B and 

knowledge of your policies and 

procedures, fill out question 303 on your 

activity sheet.
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D.I.R.T.

D escribe

I mplement

R ecord & Retain

T rain
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Establishing an Effective Foundation for Counting & Claiming
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Acceptable 

Meal Counting 

Procedures & 

Cashiering

59
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Coded number 

typed into keypad 

system at POS

Computer system 

with POS roster
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Student ID 

scanned at POS

Computer system 

with POS roster



Unacceptable meal counting procedures

• Attendance counts

• Tray, plate, or entrée counts

• Classroom counting

• Prepaid/charged meals counted on day paid

• Cash converted to meals

• Delivery counts of meals produced off-site

• Visual identification without backup

62
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3Point of Service Duty 
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4Point of Service Duty 



03
Quality 

Assurance 

Measures

65
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6Quality Assurance Measures
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7Quality Assurance Measures

Accuclaim

Edit Checks

Students 
Served

Adults Served

Average Daily 
Participation

Attendance 
Factor

Onsite 
Monitoring 
Reviews
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8Quality Assurance Measures

Edit Checks

Students 
Served

Adults Served

Average Daily 
Participation

Attendance 
Factor
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9Quality Assurance Measures



Edit Checks / Tips & Tricks

1. Obtain and record the highest number of students in each category

2. Compute the attendance factor

3. Multiply the number of enrolled children approved in each meal category (free, 

reduced-price, and paid) by the monthly attendance factor

4. Compare the attendance adjusted eligible figures to the daily counts of free, reduced-

price, and paid meals

5. Provide written justification next to any day where the count exceeds the attendance-

adjusted number (Ex. Meal participation increased due to a pizza day or special 

promotion)

70

USDA’s Required Edit Check Procedures for Each Site



Red flags

• Patterns or repetition of numbers

• Counts which equal the number of F/R/P 

eligibles

• Counts equal to the number of meals 

prepared/delivered

• Identical counts on certain days (every 

Monday or breakfast and lunch)

• These would indicate that you 

need to investigate!
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Common counting issues: breakfast in the classroom

• No daily coded rosters, or rosters not checked off as meal is 

served in the classroom at the point of service

• Inadequate training of classroom staff as point of service

• Counts equal to the number of meals delivered to the 

classroom

• Counts based on attendance

• Inadequate monitoring of the breakfast in the classroom 

procedures

72
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3Quality Assurance Measures
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4Quality Assurance Measures

Onsite 
Monitoring 
Reviews

CE’s Policy 
Statement

# of F/R/P

Prevent Overt 
Identification

Adequate 
Monitoring
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5Quality Assurance Measures
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6

Activity Time
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7Quality Assurance Measures



Activity

Using your Attachment B and 

knowledge of your policies and 

procedures, fill out questions 304, 310 

and 311 on your activity sheet.
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Activity
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Financial 

Management

80
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1Financial Management

R
e

v
e

n
u
e

Student Meals

Adult/Visitor 
Meals

Nonprogram 
Foods (a la carte)

State Matching 
Funds
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Compliance 

Reviews

82
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Compliance Reviews

Administrative 
Review

Critical   
Areas

General 
Areas
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Compliance Reviews

Critical 
Areas 

Performance 
Standard 1

Performance 
Standard 2
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Compliance Reviews



8686

Compliance Reviews

Meal counts do not match Edit Check 
reports

Incorrect meal counts submitted in a 
claim to the State Agency

Missing or no rosters to support meal 
service counts beyond the POS

Charge policy not implemented or 
followed
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Activity Time
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Describe - Policies

• Located in Attachment B

• Road map for meal 
counting procedures

• Must be followed on site
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Implement – Attachment B

• Implement policies in 
Attachment B

• Must provide 

confidentiality

• Consistent charge policy
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Record and Retain

• Enrollment information

• Meal counting and 
claiming

• Menu planning

• Eligibility determination

• Training

91



Training

• Yearly minimums
– Directors – 12 hours

– Managers – 10 hours

– Staff: – Full time: 6 hours

– Part-Time: 4 hours

92
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QUESTIONS?
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Learning Objectives

1. Identify the required elements to establish effective and accurate meal 
counting system procedures.

2. Describe acceptable meal counting and collection procedures.

3. Identify the elements of an Accuclaim System. 

4. Describe the importance of meal counting and claiming within the nonprofit 
school food service financial system. 

5. Describe the review process of meal counting and claiming in a compliance 
review. 
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Post-assessment

• Use a unique, 4-digit identifier 
(last 4 of cell #)

• Use the same ID # used for the 
pre-assessment

• So TDA can collect and analyze data to 
improve training effectiveness.

• Anonymous
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QUESTIONS?
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Next Steps

• Identify elements of the training 
that are relevant to YOU

1. Identify key take-
aways

• Identify an action you can take 
upon return to work

• How will you hold yourself 
accountable?

2. Create a plan

• Write down your ESC/class 
instructor’s contact info

3. Contact for TA

10 minute

Countdown Timer
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Training Survey

• TDA strives to use your feedback 
to make training as effective as 
possible.

• Short, 4 question survey that TDA 
will use to improve training.

• So TDA can collect and analyze data to 
improve training effectiveness.

• Anonymous
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