Swallows Charter Academy Food Service Meal Claiming Policy
Purpose
The purpose of this policy is to establish guidelines for accurately claiming meals served under the SCA food service program to ensure compliance with federal, state, and local regulations, and to secure appropriate reimbursement.
This policy applies to all meal claims submitted under the National School Lunch Program (NSLP), School Breakfast Program (SBP), and any other related child nutrition programs within the school.
Definitions
· Meal Claim: A request for reimbursement for meals served that meet program requirements.
· Reimbursable Meal: A meal that meets the specific criteria set forth by the NSLP, SBP, or other relevant child nutrition programs.
· Point of Service (POS): The location and time at which a student receives a reimbursable meal and their eligibility status is recorded.
Policy Statement
All meals claimed for reimbursement under the SCA food service program must be accurately recorded, documented, and submitted in compliance with federal, state, and local regulations.
Meal Claiming Procedures
The Executive Director, or designee, will send out notifications to all SCA families regarding eligibility. ALL SCA families are encouraged to complete a FRL Form to receive other benefits, including fee waivers, P-EBT, and to maximize funding for the school. The Executive Director, or designee will review all the applications and direct certifications to determine student eligibility for free, reduced-price, or paid meals.
Staff at all time shall maintain confidentiality of student eligibility status in accordance with federal and state regulations.
SCA shall utilize a Point of Service (POS) Accountability system to record each student's meal at the time of service, ensuring that only reimbursable meals are claimed. The Director of Food Services shall ensure that all food service staff trained on proper POS procedures and the identification of reimbursable meals.
All meals shall meet the required components and portion sizes as defined by the NSLP, SBP, or other relevant programs, and clear signage on what constitutes a reimbursable meal will be visible to facilitate compliance.
Negative Meal Balances
To ensure that households are aware of negative account balances the SCA Food and Nutrition Services will:
· Send negative balance notices to households;
· Use automated notification system to notify guardians of negative balances
· Limit the maximum dollar amount per student that can be charged and capped at $25.00. 
Unpaid Meal Balances
Because hunger is an impediment to learning, no child shall be denied a complete school meal. Children will be offered a complete breakfast and lunch that meets the United States Department of Agriculture nutrition standards for school meals and is the same offered to all other students. Families are required to pay any unpaid meal amounts accrued for second meals or snacks served to their children.
All communication regarding unpaid meal amounts will be directed to parents or guardians. Any household with a negative school meal account balance will be contacted by school staff using email, phone, or letter home to bring the student’s meal account current, and recommendation will be made to add funds to the student’s online meal account.
Cash Handling Procedures
Collection of Cash
· Daily Sales: All cash transactions, including a la carte sales, meal payments, and other food service-related transactions, must be recorded in the POS system at the time of sale.
· Receipts: Students will be provided receipts for all cash transactions to ensure a record of payment.
Cash Drawer Management
· Opening Balances: At the beginning of each shift, the opening cash balance in the cash drawer will be verified and documented.
· Drawer Limits: A predetermined amount of cash will remain in the drawer; excess cash should be removed and secured periodically throughout the day.
· Closing Balances: At the end of each shift, the cash drawer balance shall be reconciled with the POS system records and document any discrepancies.
Security and Storage
· Cash Handling: Cash may only be accepted by authorized personnel and must be stored in a secure, locked location when not in use. 
Deposits
· Daily Deposits: The Director of Food Services or designee will conduct daily cash deposits to minimize the amount of cash on hand.
· Documentation: All deposit slips and other documentation for each deposit made shall be retained in accordance with SCA’s document retention policy and all applicable State and Federal law.
Reconciliation and Reporting
· Reconciliation: The Director of Food Services shall perform daily reconciliations of cash receipts with POS system records and bank deposit records and prepare and review monthly financial reports detailing cash receipts, reconciliations, and any discrepancies.
6. Internal Controls
Separation of Duties
· Roles: Separate cash handling duties among different employees to reduce the risk of errors or fraud. For example, different individuals should be responsible for collecting cash, recording transactions, and reconciling accounts.
· Authorization: SCA requires dual authorization for significant cash transactions and adjustments in accordance with SCA’s financial controls policies. 
· 
Record Keeping
The Director of Food Services shall maintain daily records of meals served, categorized by eligibility status (free, reduced-price, paid) and conduct daily edit checks to compare the number of meals claimed to the number of students in attendance to ensure accuracy.
All records, including POS data, meal counts, and eligibility documentation, shall be kept for the required retention period as specified by federal and state regulations.
Claim Submission
The Director of Food Services shall submit accurate meal claims on a monthly basis to the appropriate state agency using the approved reporting system.

