
ASSESSMENT OF THE MEAL COUNTING AND CLAIMING SYSTEM

According to 7 CFR 210.8(a)(1), every school year, prior to February 1, each School Food Authority (SFA) with more than one school (as defined 7 CFR Part 210.2 to include Residential Child Care Institutions (RCCIs)) must perform no less than one on-site review of the lunch counting and claiming system employed by each school under its jurisdiction.

Each on-site review must ensure the school’s claim is based on the counting system, as implemented, and yields the actual number of reimbursable free, reduced price, and paid lunches, respectively, served for each day of operation.

If the review discloses problems with a school’s meal counting or claiming procedures, the SFA must ensure that the school implements corrective action, and within 45 days of the review conduct a follow-up on-site review to determine that the corrective action resolved the problems.

School Name: 	Review Date:  	

SFA Reviewer:  	

The following questions are recommended at a minimum to complete the on-site review requirement:

YES	NO
 		 	 1. Is the method used for counting reimbursable meals in compliance with the approved point of service requirement? (Meal counts must be taken at the location where complete meals are served to children.)

 		 	 2. Is the point of service meal count used to determine the school’s claim for reimbursement?

 		 	 3. Is the person responsible for monitoring meals correctly identifying reimbursable meals?

 		 	 4. Is the school correctly implementing policies for handling the following (as applicable):

	Yes
	No
	N/A
	

	 	
	 	
	 	
	Incomplete meals?

	 	
	 	
	 	
	Second meals?

	 	
	 	
	 	
	Lost, stolen, misused, forgotten or destroyed tickets, tokens, IDs,

	
	
	
	PINs?

	 	
	 	
	 	
	Visiting student meals?

	 	
	 	
	 	
	Adult and non-student meals (and identifying program vs. non-

	
	
	
	program)?

	 	
	 	
	 	
	A la carte?

	 	
	 	
	 	
	Student work meals?

	 	
	 	
	 	
	Field Trips?

	 	
	 	
	 	
	Charged and/or prepaid meals?

	 	
	 	
	 	
	Offer vs. Serve?

	 	
	 	
	 	
	Special Needs, ISS meals?

	 	
	 	
	 	
	Confirm No ID meals have correct eligibility status?


ARKANSAS DEPARTMENT OF HUMAN SERVICES, NSLP ON-SITE REVIEW CHECKLIST (SCHOOL FOOD AUTHORITY WITH MULTIPLE SITES)

 “.”

YES	NO

 		 	  5. Is there a method of identifying non-reimbursable meals (i.e. not meeting meal pattern requirements, seconds, adult meals, etc.), distinguishing them from reimbursable meals?

 		 	  6. Is someone trained as a backup for the monitor and the meal counter?

 		 	  7. Are there procedures for meal counting and claiming when the primary counting and claiming system is not available and do staff know when and how to implement it?

 		 	  8. *Are daily counts correctly totaled and recorded?

 		 	  9. If claims are combined, are the meal counts correctly totaled and consolidated?

 		 	10. *Are internal controls (edits, monitoring, etc.) established to ensure that daily counts do not exceed the number of students eligible or in attendance and that an accurate claim for reimbursement is made?
Record today’s meal counts by category and compare to the number of students eligible by category.


	Category
	Average Daily Participation
(Prior Month)
	# Eligible Students Approved by Category
	Today’s
Meal Count by Category

	Free
	
	
	

	Reduced
	
	
	

	Paid
	
	
	




 		 	 11. *Does the system prevent overt identification of children receiving free or reduced price meals?

 		 	 12. Is the daily count of meals served by category less than or equal to the number of approved students eligible by category on file? If NO, is documentation available?

 		 	 13. Is the cashier located where a complete, reimbursable, meal can be observed? If not, has an Attachment K been completed and submitted to the State Agency?

 		 	 14. Are meal counts transferred, tallied, or consolidated correctly?

 		 	 15. Do procedures for consolidating cashier drawers for end of day deposits prevent opportunity for loss or theft?

 		 	 16. *Are cash and cash drawers always attended, locked, or secured?



 		 	 17. *Is there a second party count of the cashier’s cash drawer intake?

 		 	 18. Are daily meal counts for paid, reduced, and student meals reconciled to cash for each cashier?

 		 	 19. *Are procedures in place to prevent counts being adjusted to correspond with cash intake?

 		 	 20. Are cash deposits made daily? If not, where and/or how is cash/change fund secured?

 		 	 21. Is there a second party review of deposits?

 		 	 22. *Does the manager investigate overages/shortages of cash to determine cause?

 		 	 23. *Is income from non-reimbursable sales reconciled?


NOTE: THE FOLLLOWING TWO QUESTIONS ARE FOR ALL SFAs EXCEPT FOR SFAs ON PROVISION 2 OR 3 IN NON-BASE YEARS OR RCCIs WITH ONLY RESIDENTIAL CHILDREN:

 		 	 24. Is a current eligibility list kept up-to-date and used by the meal count system to provide an accurate daily count of reimbursable meals by category (free, reduced price, paid)?

 		 	 25. *If applicable according to 7 CFR 210.8(a)(3), are edit checks completed and documented which compare the daily counts of free, reduced price and paid lunches against the product of the number of children currently eligible for free, reduced price and paid lunches, respectively, times an attendance factor (and any discrepancies accounted for)?


Note: * indicates items requiring immediate correction.

COMMENDATIONS: 	













CORRECTIVE ACTION PLAN (for each above “NO” answers):


SPECIFY DATE CORRECTIVE ACTION(S) WILL BE IMPLEMENTED:  	


BY WHOM:  	

SIGNATURE:  	 	
SNP Manager	Title	Date


SFA Reviewer	Title	Date

*************************************************************************************************************** FOLLOW-UP VISIT (must be conducted within 45 days if corrective action was required): Observations of corrective action implementation:






SIGNATURE:  	 	 	
	
	School Representative
	Title
	
	
	
	Date

	
	School Principal
	Title
	
	
	
	Date

	
	SFA Reviewer
	Title
	
	
	
	Date



SY2021 Free and Reduced On-Site Review Instructions


A sponsor that has more than one approved site on the National School Lunch Program must complete an on-site review of the lunch counting and claiming system. The on-site review must be completed for each site prior to February 1 of each school year.
If the review identifies problems with a site's meal counting or claiming procedures, the SFA must ensure that the site develops and implements a corrective action plan and within 45 calendar days of the review conducts a follow-up on-site review to determine that the corrective action resolved the problems. Each on-site review ensures that the school’s claim is based on the State authorized counting system and that the system as implemented yields the actual number of free, reduced-price, and paid lunches served to students currently eligible by category on any day of operation. The on-site reviews must be kept on file for five (5) years plus the current year.


Instructions for Completing the On-Site Review Form


Enter School Name, Review Date, and SFA Reviewer’s Name.


REVIEW QUESTIONS (check yes or no for each question):


1. Review School Approval Module (SAM) for this school and identify the approved collection procedure(s). Determine if the approved collection procedure(s) is the actual procedure being performed at each point-of-service location (include ISS, classrooms, satellite sites, etc.).


2. Observe the cashier at each point-of-service during lunch and determine if meals are correctly counted by category and used to determine the school’s claim for reimbursement.


3. Ask the cashier how to identify a reimbursable meal. Verify she knows the proper portion sizes required by age/grade group. Determine if the cashier reviews the menu prior to service of the meal so she knows what constitutes a reimbursable meal for the day.

4. While observing the cashier determine if she is correctly implementing policies for handling the items/tasks as applicable.

5. Observe procedures during meal service. Ask the cashier how to record meals that do not meet the meal pattern requirements, are served to adults, or is a second meal for the student.

6. Identify all cashiers and determine who performs backup for the monitor and/or the meal counter.

7. Ask the cashier what procedure is used when there is a power failure or other malfunction/failure of primary counting and claiming system. Determine if it meets approved procedures. Identify staff that knows when and how to implement the backup procedure.

8. Audit the DE0118 or other forms to be sure that meal counts are correctly transferred from data sheets, end of day reports, etc. then tallied, totaled, and recorded.

9. Audit daily counts by category for each point of service or other forms to ensure that end of day meal counts from multiple points of service are accurately totaled and consolidated.

10. Review procedures for daily edit checks, attendance adjusted edit checks, monitoring, etc. with documentation as required, to ensure an accurate claim is made. Record today’s meal counts by category and compare to average daily participation and number of eligible students by category for the previous month on the appropriate chart.

11. Observe the cashier’s interaction with the customers. Identify any practice that overtly identifies children as free or reduced eligible.

12. Identify the daily count of meals served by category and compare to the number of approved eligibles on file. If the meal count is higher than the approved eligibles, documentation is required.

13. [bookmark: _GoBack]Determine if the cashier is placed where she can view the complete tray with student choices. If cashier is not located at the final point-of-service, an Attachment K (approved by the Arkansas Department of Human Services) must be on file or the cashier location must be changed.
14. Determine if meal counts from each POS is correctly transferred, tallied, or consolidated. Audit the consolidated counts to validate that meal counts are accurately combined and reported.

15. Review and observe the procedures for consolidating multiple cashier drawers. Determine that proper procedures are being followed and that opportunity for loss or theft is averted.

16. Observation throughout the review process will reveal if the cash is ever left unattended or unlocked. If it is, this must be corrected immediately.

17. Observe the cashier’s drawer count at end of day and that a second person verifies the cashier’s count.

18. Compare each cashier’s drawer count to the written reports that document the counts by category to reconcile cash with meal counts (actual versus potential income). Identify overages and shortages.

19. Review procedures and written records of deposits and cash reconciliation to determine if meal counts are being adjusted or backed out to match cash reported.

20. Cash deposits should have receipts to support the deposit. Review these. If deposits are not made on a daily basis, determine why not, and determine how deposit and change funds are secured when not attended by the cashier.

21. Identify which two persons count the daily deposit and ensure signatures are affixed to the daily cash reconciliation or written records. If there are not two people checking deposits at school this should be corrected immediately.

22. Determine the manager’s system/procedures for reviewing overages/shortages of cash. Identify how follow-up is conducted by the manager.

23. Using the current procedure for tracking and reporting income from non-reimbursable sales, reconcile one day’s sales with reported income.

24. Verify that a current up-to-date master roster is available and determine if it is coded as required in the approved Free and Reduced-Price Meal Policy.

25. Review reports to verify that edit checks are performed daily using the number of attendance adjusted eligible students compared to the number of meals served by category. Documentation for discrepancies must be readily available.


Any review question with an asterisk (*) requires immediate corrective action. A description of the corrective action for ALL “NO” responses must be detailed in the right column with date of correction or completion of the corrective action plan.


You MUST conduct a follow-up on-site review within 45 days from the date of the initial review for any “NO” answer checked above. You must have a “Corrective Action Plan” on file. You will also need to use this form for the follow-up review.


Attach a copy of the previous month’s DE 0118 and any Corrective Action Plan and follow up review. Keep on file in the central office.


Signatures of the reviewer, manager, and principal are required.
