MEAL COUNTING AND COLLECTION PROCEDURE FOR FOOD SERVICE

​HARDIN COUNTY BOARD OF EDUCATION

Horizon is the computer system used by the Hardin County Board of Education for the point of sale service system.  Each serving line has a computer, which is networked with the computer terminal on another serving line (if one exists) and with the computer in the manager’s office.   All food service computers in the schools are networked with the main computer in the Food Service Director’s office via the network.

COLLECTION PROCEDURE

Verbal Identifier – Varied ways students are identified:

· Student can use the last 6 digits of their state assigned number, which they key into a pen pad at the point of service as reimbursable meals are received.  

· Student can give their name to the cashier and child is found by name within software.

· Student can give their name and cashier clicks on child while in “selling by classroom” mode. 

When a meal is sold to a student: The Name, Pin Number, Grade, Home Room Teacher comes up.

And the eligibility code comes up in the box: 1 free, 2 temp free, 4 direct certification, 5 reduced, 6 temp, reduced, 8 full, 10 adult, 12 teacher, 14 employee

If a student forgets his/her ID number, the cashier is able to look up this child’s name and verify information with this student and give them their number again.

The Horizon program is designed to count and record the meal by category according to the student’s eligibility.  Since the computers are networked, a student ID number can only be used once for each meal (breakfast and lunch) each day, consequently, a student is only able to be served one reimbursable meal breakfast and lunch each day. Edit checks are viewed daily to ensure compliance. Lunch service at all schools is offer vs serve except for pre-school. An exemption is asked for pre-school on offer vs serve. Breakfast is offer vs serve at JHHS, CHHS, NHHS, BG, East, JTA, West, and BrSt. All other schools are on Provision 2 breakfast and are not offer vs serve. Provision 2 breakfast sites would follow the formula for edit checks available in the “Provision 2 Guidance” manual.

Students who participate in the afterschool snack program are counted on an attendance roster sheet as they receive their snack. These rosters are turned back into the cafeteria manager. The manager fills out a master worksheet that is turned into the Child Nutrition office. Counts are compiled for the district based on whether the program is area eligible or income based.
PROVISION 2 SERVICE – BREAKFAST ONLY 

All Hardin County Elementary Schools and North Middle serve breakfast at no charge to the student. In the base year students at the elementary schools pick up their sack breakfast either in the cafeteria or station in the hallway and take it back to the classroom where the teacher or trained adult marks an attendance/participation roster as to which children have a breakfast. The attendance/participation rosters are then returned to the cafeteria manager where the manager or cashier feeds the children by homeroom method using the universal feed option. Each roster is added individually and the total of all rosters are compared to the final count in the Horizon POS program. The total count is also compared to the production record to make sure numbers fed and numbers prepared match. A comparison of meals served and meals produced are still checked for accuracy. 

In the non-base year, children go to the cafeteria or station in the hallway and get their sack breakfast. The manager or trained cashier marks a “meal counts form” when a child gets a breakfast. There is a second adult present to assist the cashier to make sure each child is seen and counted/marked. This second adult acts as a “gate keeper” with the children. Each breakfast is counted/marked as the child receives the meal. It is a  “one-on-one” transaction with each child. The child only proceeds after there is a confirmation from the cashier to the second adult that the child has be counted/marked. Once breakfast service is complete, the total of the count forms are compared to the number of bags prepared and to the overall production of breakfast items. The manager knows she must go with the count on the counts form. They have a “counts form worksheet” with daily counts for the month to help identify any discrepancies/problems in the comparison of counts. If the counts form(s) totals do not match production and/or bag count, then we look at procedures to identify the problem area. Once the total breakfast served is determined, the number is keyed into a spreadsheet, which calculates the total breakfast served times their percentages to arrive at the number of free, reduced and paid to be entered into the Horizon POS. These percentages are calculated from “actual” breakfast counts from the base year. 

CHARGES

Hardin District School Board policy does allow students to charge only a specific number of meals (6 days of lunch and 6 days of breakfast unless the “site-base decision making” committee at a particular school has set a lower limit) and students are not allowed to charge ala carte items.  Charge notices are sent home to parents weekly notifying them of their children’s outstanding balances that are unpaid.  When meal charges continue to go unpaid parents are contacted by phone and/or mailed a letter from the food service director. The district’s one-call system is also utilized to notify parents of their children’s charges. No child is denied a meal under any circumstances. Managers work with counselors, resource centers, principals, etc. in order to get issues resolved.

PREPAYMENT

There are three methods of payment for meals:  prepayment at the school, cash on line (at the point of service), and online payments set up through MealPayPlus.  Monies can be applied to a child’s account and then depending on the child’s status the appropriate amount will be deducted from the account at the point of service.  All students also have the option of prepaying for ala carte items.   

Students have the ability to prepay for their meals before school begins each morning or on the line.  Parents may also choose to set up online payments through MealPayPlus. MealPayPlus payments are downloaded nightly and automatically entered into the automated computer system and each time the student buys a reimbursable meal and/or ala carte item, the system pulls up the student’s account and subtracts the correct amount for the meal received and it is counted by category.

Through MealPayPlus, parents enter the child’s district ID number to begin set up.  The parent enters how much he/she wants to pay on the child’s account.  They also select the school where the child attends.  The parent may also choose a one-time payment or reoccurring payments based on weekly, monthly, or annual payments.  The system interacts with Horizon to show this deposit at point of sale.  As with any prepayment, the amount of each meal or ala carte item is deducted at point of sale as with any sell.   MealPayPlus is also designed to send email to parents to remind them when the child’s account gets low.

CASH ON LINE

Students also have the option to pay cash on the line.  Students present their verbal identifier at the point of service where the cashier is taking the count.  Students, once identified, would pay the appropriate amount for their category. The money is posted to the child’s account and then the meal is counted. A receipt is given if the cash transaction is over $5.00

EMERGENCY COUNTS

A back up roster/classroom roster is available in the event the computer program and/or equipment is inoperable.  The roster is marked indicating the type of meal service, which will be keyed into the POS once operable again.

END OF DAY PROCESSING 

A computer printout is generated at the end of each meal which calculates the number of reimbursable and non-reimbursable meals, ala carte sales, etc.  At the end of the day a  computer generates the following reports – a daily count, cash reconciliation, a list of student charges, etc.

CASH CONTROL PROCEDURES

Each morning, the School Food Service Manager or cashier should obtain the change fund, verify the correct amount, and place in the cash register.  The drawers are to be remained locked throughout the day with the exception of meal time.  The cashier stays by the register the entire time the drawer is unlocked.

Each cashier should check date and time on the computer and know where to locate the master student list in case of computer malfunctions.

At the close of service each day, cashiers should remove the change fund from the drawer and place in the bank bag.  Each cashier should count the money in the drawer.  The cashier and manager should verify the following (money is two-partied counted and confirmed daily):


a.  change fund

b.  cash drawer with a signed receipt of amount counted

c.  computer printouts
d.  over/short

The manager and cashier should check the computer reports for accuracy.  The designated person should prepare the bank deposit and confirm all totals are correct.  The money and deposit slip will be taken to the bank deposit bag.  If for any reason, the deposit cannot be made that day, the bank bag must be placed in the school’s vault or a secure place until it can be taken to the bank.  NO FUNDS should be carried home for any reason.   The two individuals who counted the money will initial both the Daily Count Reconciliation sheet and the bank deposit ticket.  These reports should be kept on file for no less than three years.

The manager will run the Daily Report of Extended Record from Horizon at the end of the month and attach all deposit slips from that month to this sheet.  All daily deposit slips MUST equal the deposits shown from the Horizon POS System.  This report and deposit slips will be submitted monthly to the Food Service Director.

FIELD TRIPS AND OFF-SITE FEEDING

When schools take students on field trips, a field trip request form must be completed and submitted to the cafeteria manager.  On this request form, it must state the number of meals that need to be prepared.  The form needs to be submitted two weeks in advance. Manager and Central Office staff will work one-on-one with field trip coordinator if form is not turned in two weeks prior. For non-high students, sack lunches containing all requirements are prepared by the cafeteria staff and sent with the students on the field trip, or if OVS is required (high school), students will have the opportunity to make their choices from all meal components. All 5 components will be sent for all children attending and they will be allowed to choose or decline components. The meal counts roster will be marked to reflect complete meals.

The kitchen manager will formally train each person who will be taking the meal counts when meals are served. Upon return from the field trip, the POS Rosters are given to the cashier and /or manager. Counts are entered into the system to the student’s accounts. A second party check will be done to ensure accuracy. Field trip rosters will be maintained on file as documentation for the meal counts. 

For other events where students may be at another school within the district, a list/roster from each school is sent from kitchen manager to the other school’s kitchen manager. The list/roster will be marked at the point of service and the roster is returned to the children’s home school so counts can be entered into the system to the student’s accounts. Each school involved will document the visit or absence of these children and the circumstances. The list/roster will be maintained on file as documentation for the meal counts.   

NEW STUDENTS

New students will be counted by using the NO ID Button only after the child’s name and information are entered in the Horizon POS system. The student(s) will be counted as full price unless the manager has documentation that the child(ren) has a free or reduced status. This documentation will come from the central office. Occasionally, children will come from another district and their status can be verified. Additionally, parents will bring in the free/reduced application prior to enrollment of the child into Infinite Campus. Based on a manual calculation, the child will have a status prior to showing up in Infinite Campus.

EDIT CHECKS

The managers will run an edit check report and view and/or print daily. If they happen to have a non-compliant in a particular category, the manager will code all children on the absentee list with the children’s status. They will then determine if they actually fed more children than approved for that particular category. If they determine they have a problem, then they are to notify the Child Nutrition Director immediately. At the end of the month they will run an edit check report for the entire month.

EDIT CHECK FOR PROVISION 2

The following calculations provide the information necessary to conduct the daily edit

check for Provision 2 schools:

_______________ x _____________ = _______________

# Students with Attendance Attendance-Adjusted

Access to Program Factor Enrollment

Next compare the attendance-adjusted enrollment to the total number of meals claimed

for that day:

__________________ Compared to ___________________

Attendance-Adjusted Total Daily

Enrollment Meal Count

If the total daily meal count exceeds the attendance-adjusted enrollment, you need to

research the reason(s) why the day's meal counts exceeded the attendance-adjusted

enrollment. Prior to submitting the Claim for Reimbursement, you must make

corrections or, if necessary, justify the numbers to the State agency. It should be

determined if the counting system needs to be changed, and if so, the proper corrective

action must be taken.
