Swallows Charter Academy (SCA) 
Food Service Program Inventory Control Policy
Purpose
The purpose of this policy is to establish a framework for the effective management and control of inventory within the SCA food service program. The goal is to ensure the availability of necessary food and supplies while minimizing waste and loss.
This policy applies to all food service operations within the school, including the procurement, storage, and distribution of food and supplies.
Definitions
· Allowable Costs: Expenses that are permissible under federal, state, and local guidelines and directly benefit the food nutritional program.
· Inventory: All food, beverages, supplies, and equipment used in the preparation and service of meals.
· Perishable Items: Items that have a limited shelf life and require special storage conditions to maintain freshness.
· Non-Perishable Items: Items with a longer shelf life that do not require refrigeration or special storage conditions.
· Unallowable Costs: Expenses that do not comply with the guidelines and cannot be charged to the food nutritional program funds.
Policy Statement
Effective inventory control is essential to the success of the SCA food service program. Swallows Charter Academy is committed to implementing procedures that ensure accurate purchasing, tracking, proper storage, and efficient use of all inventory items. All costs charged to the SCA K-12 food nutritional program must meet the criteria of being necessary, reasonable, and allocable as defined by the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (2 CFR Part 200).
Food Service Purchases
Allowable Costs
Allowable costs include, but are not limited to:
· Food Purchases: Costs of food items necessary for meal preparation.
· Labor: Salaries and wages of personnel directly involved in the food service operations.
· Supplies: Kitchen and cafeteria supplies directly used in meal preparation and service.
· Equipment: Purchase or rental of equipment essential for food service operations.
· Utilities: Costs of electricity, gas, water, and other utilities used in food preparation areas.
· Training and Professional Development: Costs related to the training of food service staff to improve meal quality and compliance.
· Maintenance and Repairs: Costs for maintaining and repairing kitchen equipment and facilities.
Unallowable Costs
Unallowable costs include, but are not limited to:
· Entertainment: Costs related to entertainment, amusements, or social activities.
· Personal Expenses: Any expenses of a personal nature.
· Alcoholic Beverages: Costs of alcoholic beverages.
· Fines and Penalties: Costs resulting from violations of laws and regulations.
· Unrelated Administrative Costs: Administrative expenses not directly related to the food nutritional program.
Procedures
Cost Identification and Documentation
· Identification: All costs must be identified and documented at the time of incurrence. Proper documentation includes receipts, invoices, time sheets, and any other relevant records.
· Approval: All expenses must be reviewed by the Director of School Services/CFO and approved by the program director or designated authority before payment.
 Reasonableness
· Assessment: Costs must be evaluated for reasonableness, meaning they should not exceed what a prudent person would incur under similar circumstances.
· Comparison: Whenever possible, costs should be compared to market rates or previous expenditures to ensure reasonableness.
Inventory Control Procedures
Ordering and Receiving- The Director of Food Services is responsible for inventory controls procedures. 
· Order Planning: Orders will be based on menu planning, historical usage data, and enrollment projections to avoid overstocking or shortages.
· Authorized Purchases: All purchases must be approved by the food service director or designated authority.
· Receiving Process: Upon delivery, items must be inspected for quality and quantity, and any discrepancies must be documented and reported immediately.
Storage
· Storage Conditions: Items must be stored under appropriate conditions to maintain quality and safety. Perishable items should be stored at the correct temperatures, and all items should be kept in a clean, organized manner.
· Inventory Rotation: Implement a First-In, First-Out (FIFO) system to ensure older stock is used before new stock.
· Security: Storage areas should be secure to prevent theft and unauthorized access.
Inventory Tracking- The Director of Food Services shall:
· Inventory Records: Maintain accurate records of all inventory items, including quantities, purchase dates, and expiration dates.
· Periodic Counts: Conduct regular physical inventory counts (e.g., monthly) to reconcile records with actual stock levels.
· Discrepancies: Investigate and document any discrepancies between physical counts and inventory records.
Usage and Waste Management- The Director of Food Services shall:
· Usage Monitoring: Track the usage of inventory items to identify patterns and adjust ordering as necessary.
· Waste Reduction: Implement practices to minimize waste, such as proper portion control, careful menu planning, and utilizing leftovers creatively.
· Waste Documentation: Record any waste and provide reasons for its occurrence to help identify areas for improvement.
Reporting- The Director of Food Services shall:
· Regular Reports: Generate regular inventory reports to provide insights into stock levels, usage trends, and financial implications.
· Issue Reporting: All staff shall report any significant issues or trends (e.g., frequent spoilage, theft) to the food service director and take corrective actions. The Director of Food Services will review all reports and investigate all reported significant issues or trends. The Director of Food Services shall report to the Executive Director within 24 hours of the initial report. 
Training- The Director of Food Services shall:
· Staff Training: Provide training for all food service staff on financial management of the nutritional program, inventory control procedures, including proper handling, storage, and documentation practices.
Monitoring and Compliance
· Ongoing Monitoring: Continuously monitor expenses, expenditures, and inventory practices to ensure compliance with this policy.
· Internal Audits: Conduct periodic internal audits to verify the accuracy of inventory records and the effectiveness of control measures.
· Compliance Review: Review and update the policy as necessary to ensure ongoing compliance with relevant regulations and best practices.

