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Meal Counting and Claiming
SY 2020-2021

Objectives

 What is meal counting and claiming?  Why is it important?

 Point of service

 Meal counting methods

 Edit check worksheet & submitting claims for reimbursement

 On-site monitoring

 Recordkeeping

What is Meal Counting and Claiming?

 Accurately counting, recording, and claiming meals for 
eligible students (free, reduced price, paid)
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Why is Meal Counting and Claiming 
Important?

 To receive meal reimbursement for the National 
School Lunch and School Breakfast Programs

 Required by federal regulations 7 CFR 210

 To protect the tax payers’ dollars

 To prevent a Performance Standard 1 violation 

 Violations = Fiscal Action 

Eligibility Documentation

 Must maintain eligibility documentation for each free and 
reduced price student

Eligibility

• Applications

• Direct 
Certification

Master List

• Accurate 
and up‐to‐
date

POS

• Must match 
Master List 

Meal Counting

Meals must be counted correctly and accurately 
at the Point of Service

What is the                 
POINT OF SERVICE?
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Point of Service

 The point when staff can 
accurately determine that 
a reimbursable meal was 
served to an eligible 
student

Point of Service
 Position POS at the end of the line (after all meal components)

 Note:  due to space limitations, if the POS must be located at the 
beginning of the line, there must be an adult at the end of the line to 
ensure each meal is reimbursable.  

Salad BarFood Service Line

Serving Lines and Point of Service

Salad Bar Food Service Line

POS/Cashier

POS/Cashier

Adult
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Counting Meals Accurately

 Your SFA’s procedures must ensure meals 
counted:

1.  Meet meal pattern requirements

2.  Are served to eligible students

3.  Are counted daily at the point of service

4.  Are totaled correctly by eligibility 

Examples of Meal Counting 
Methods

 Checklist/Roster (Coded)

 Computerized Point of Sale System

 Tickets

 Different procedures are acceptable and each SFA can 
decide which works best for them

Checklist / Roster

 A list of eligible students used at the point of 
service to record reimbursable meals served

Roster includes:

 Names of students

 Coded eligibility for each student

 Enrollment and eligibility changes noted and dated

 Time period and meal it covers

 Daily or monthly meal totals
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Checklist/Roster – Keep It Simple

 List each student in the class alphabetically

 Have each student state their name

 Codes:  Free = 1100, Reduced Price = 1200, Paid = 1300

 Mark reimbursable meals with an X

 Use as few symbols as possible

 Train all meal clerks to use the same symbols

 At the end of each meal service, compute the total meal 
counts

 Assign a second person to double check meal count totals

Sample Roster

August 2018

Johnson, Kathy 1200

Johnson, Joe 1100

Lum, Kuulei 1200

Pono, Joshua 1300

Suzuki, Ryan 1100

X

X

X

X

X

Kim, Michael 1300

2

1

3

1
0 1

2

0

X

X

X

X

2
1
1
4

Kim, Michael 1200

Computerized/Electronic System

Use the most current software version

Have a back up system available

Prevent overt identification

Get the desired reports

Enter enrollment/eligibility changes
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Unacceptable Meal Counting 
Methods

Examples:

 Classroom counts

 Attendance counts

 Tray/plate counts

 Counts taken somewhere other than the point of service

 Cash converted to meals

 Delivery counts or number of meals ordered

No Overt Identification

 Eligibility must never be publicized or used in such 
a way that students’ eligibility may be recognized 
by other students or staff

Does this roster prevent

overt identification?  John B.     R        
Lisa M.      F
Jill S.        P
Jack T.      F

Meal Counting 
Roster

One meal / student / meal service / 
day can be claimed
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Please view Part 2 Meal Counting 
and Claiming Training

 Go to:

https://hcnp.hawaii.gov/training-resources/

Non-Discrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity 
in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program 
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the 
Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing 
or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877‐
8339. Additionally, program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the 
https://www.usda.gov/sites/default/files/documents/USDA‐OASCR%20P‐Complaint‐Form‐0508‐
0002‐508‐11‐28‐17Fax2Mail.pdf, (AD‐3027) found online at: https://www.usda.gov/oascr/how‐to‐
file‐a‐program‐discrimination‐complaint, and at any USDA office, or write a letter addressed to 
USDA and provide in the letter all of the information requested in the form. To request a copy of 
the complaint form, call (866) 632‐9992. Submit your completed form or letter to USDA by: (1) 
mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 
Independence Avenue, SW Washington, D.C. 20250‐9410; (2) fax: (202) 690‐7442; or (3) email: 
program.intake@usda.gov. 

This institution is an equal opportunity provider.

Meal Counting and Claiming
SY 2020-2021

Part 2
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Non-reimbursable Meals

 Adult meals

 A la carte items

 Second meals

 Any meal that lacks the required components

 Both full meal or offer vs serve meal

Note:  Non-reimbursable meals cannot be claimed for 
reimbursement but must be counted for non-program 
revenue purposes

Policies and Procedures

 Meals served in the classroom

 Field trip meals

 Incomplete/non-reimbursable meals

 Second meals

 Adult/non-student meals

 Student helper meals

 Visiting students

What Do You Think?

 Students walked through 
the serving line, picked up 
their meal, and began 
eating.

 The meal clerk walks by 
each table to count how 
many students have a 
meal.  

 Is this acceptable?
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What Do You Think?

What Do You Think?

Five students 
checked off in the 

cafeteria. 

Meals delivered to classroom.

Meals will be served 
by the teacher in the 
classroom.

What Do You Think?

Preschool children go through the 
serving line to get their food

The teacher already has the milk waiting 
for the students at the table

The meal counter checks 
students off as receiving a meal
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What Do You Think?

A teacher brings student 
meal cards to be scanned by 

the meal clerk
Students go through the 

serving line
Meal clerk scans all the meal 
cards at one time, after meal 

service has ended

Edit Checks 

 HCNP and USDA regulations require daily edit 
checks at the sites and monthly edit checks for the 
SFA claim consolidation

Meal 
Counts

Edit 
Check

Claim

Edit Check Worksheet
From the most recent 
October Survey
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Claims

 Enter the monthly total meal counts for each 
school into HCNP Systems.  

SFA On-site Monitoring

 SFAs with more than one site must complete an internal review 
of each point of service 

 COVID-19 Child Nutrition Response #94: Nationwide Waiver of 
Onsite Monitoring Requirements in the School Meal Programs
May conduct a desk audit in lieu of onsite monitoring

Must request use of this waiver from HCNP before implementing

 Reviews must be completed prior to February 1 annually

 Lunch – review each site annually

 Breakfast – review at least 50% of your sites one year and the 
remaining 50% the next year

SFA On-Site Monitoring

Meal Serving locations at each meal service line                                   

 Cafeteria

 Kiosk

 Walk up/Drive Through Grab and Go Meals  

Meals Served in the Classroom
 Reviews must be conducted to at least 25% of the total number of classrooms                        

where meals are served.

 Example:  

Meals served in 10 classrooms X 25% = 2.5 reviews

(round up to the next whole number = 3 reviews)
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Recordkeeping

 Retain all records for 3 years or 6 years plus the 
current year

 Eligibility documentation

 Master List

 Meal counting documentation

 Edit Check Worksheets

 On-site monitoring

Quiz

Link to Google Forms Quiz:

https://forms.gle/KRDR3FpDxxRKyLwx5

QUESTIONS?

Rachel Itano rachel.itano@k12.hi.us

Kasey Kawamoto kasey.kawamoto@k12.hi.us

Shirley Robinson shirley.robinson@k12.hi.us

(808) 587-3600
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Non-Discrimination Statement
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity 
in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program 
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the 
Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing 
or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877‐
8339. Additionally, program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the 
https://www.usda.gov/sites/default/files/documents/USDA‐OASCR%20P‐Complaint‐Form‐0508‐
0002‐508‐11‐28‐17Fax2Mail.pdf, (AD‐3027) found online at: https://www.usda.gov/oascr/how‐to‐
file‐a‐program‐discrimination‐complaint, and at any USDA office, or write a letter addressed to 
USDA and provide in the letter all of the information requested in the form. To request a copy of 
the complaint form, call (866) 632‐9992. Submit your completed form or letter to USDA by: (1) 
mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 
Independence Avenue, SW Washington, D.C. 20250‐9410; (2) fax: (202) 690‐7442; or (3) email: 
program.intake@usda.gov. 

This institution is an equal opportunity provider.


