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FOOD AND NUTRITION SERVICES

MEAL APPLICATIONS PROCESS FOR FREE AND REDUCED PRICE MEALS

Please destroy any blank unused forms from previous years. Only current forms can be used. 
Pre-printed meal applications will be delivered to each school between August 31 and September 9th for distribution to students on the opening day of school. Meal applications are being printed by homeroom grade, alpha sort and extracted by language, and will be available in eight different languages to include an English/Spanish combination. Homeroom information will be printed only if you update homeroom information on the BPS Intranet on or before August 19, 2009.

Please assign distribution of applications to someone familiar with homeroom 

assignments.

Students should return completed application within 3 school days to the School Cafeteria Manager or Satellite Attendant. Title I funding is tied to the number of students eligible to receive free and reduced-priced meals in a school. You should make every effort to have students return a completed 2009-2010 meal application by October 2nd. This will make the Title I budgeting process much easier. 
DIRECT CERTIFICATION

The Boston Public Schools will be certifying meal benefits for a number of students attending the Boston Public Schools based on a data transfer from the Department of Transitional Assistance (DTA) and the Department of Education. Letters will be sent to households before the end of August indicating which children have been certified to receive “FREE” meal benefits. A report will also be sent to the Cafeteria Manager or Satellite Attendant in charge of meal service in your school which indicates the students certified by the school district. No other meal application needs to be completed. 
Families that did not sign a confidentiality waiver with DTA to share information will still receive a form letter from DTA which certifies a child’s eligibility to receive free meals at school. 

Parents wishing to participate must send the form letter to the assigned school with each child. No other meal application needs to be completed. We ask that you please notify teachers that some children may be bringing in such a letter.

Please have teachers collect letters, put the homeroom and student ID number on the letter, and then give them to the Cafeteria Manager or Satellite Attendant in your school.

The Department of Food and Nutrition Services is responsible for approving or denying meal applications and sending out notification letters. School-Based Food Service personnel will review and forward all completed applications to the Central Office for eligibility determination. An electronic/hard copy of all application will be kept at our Central location. After the eligibility status has been determined, the data will be updated nightly and a meal benefits notification letter will be

generated and sent to our School-Based Food Service personnel. These letters must be sent home to parents.

For the first 30 days of school, students who were eligible for free or reduced price meals in June of the previous year will continue to receive these benefits pending a new determination. Once new applications are processed, statuses will change immediately. The grace period of 30 days no longer applies.

For further details, call the Office of Food and Nutrition Services at 617-635-9144.

Effective October 23, 2009, no free meals will be served to ineligible students. This means that a current school year application form must be completed and processed. Any elementary, middle or high school student who does not have an approved application or form letter from DTA on file must pay full price for his/her meal(s) or separate milk. Free and reduced priced meals served cannot exceed the number of approved applications on file. In addition, homeless, migrant, and runaway youths are categorically eligible for free meals. If Principals and School-Based Food Service personnel are aware of a family or a child that fit these circumstances, they are to contact Mary William at 617-635-8037.

CASH MANAGEMENT

1. In order to comply with the federal regulations on ACCUCLAIM, the department must follow certain cash management procedures. 

2.  Food Service personnel in each school must be accountable for meals served at breakfast and lunch. They are also responsible for the collection and accountability of all monies received for paid meals. Principals will designate an appropriate time daily or weekly for collection of these monies. 

3.  Student attendance records must be given to Food Service personnel on a daily basis so  that appropriate number of meals can be prepared for each classroom and each serving period. 

4.  Each school has a computerized cash register system. All students will be issued   

meal cards or an individual personal identification number (PIN), which must be       scanned or entered once students go through cafeteria line or receive their meal. 

Please assist with ensuring that all children taking a meal are appropriately accounted    

for. This is the primary way the department receives its reimbursement. 
5.   Food Service personnel will be responsible for preparation of money for deposit. Armored

      Car Services will pick up and deposit monies collected from satellite schools, and armored  

      car services from the cafeteria schools. 

START OF FOOD SERVICE 

Breakfast and lunch will be available in all schools on opening day. Each satellite school is responsible for placing milk, breakfast, and lunch orders with the appropriate supplier. Information on new vendors will be issued during summer training sessions. 

See below for Meal Price Schedule. 

AFTER SCHOOL SNACK PROGRAM

Snacks are available at no charge to schools that have After School Enrichment Programs and are determined to be in severe need areas. If you wish to apply for the snack program contact this office or visit MyBPS.org website Food and Nutrition. Program directors must contact this office to arrange for snacks. There is a short application process and mandatory training to be held in October, January and March. Times and locations will be mailed to program participants. Since these programs operate after normal school hours, it should be understood that program administrators are responsible for keeping food at proper temperatures and keeping equipment clean and sanitized as well as completing the weekly reports and sending them in promptly to ensure the department receives reimbursement for snacks served and remains in regulatory compliance.

NUTRITION EDUCATION

The department is pleased to offer the services of a staff nutritionist who is available to provide workshops or assistance to teachers in integrating nutrition education into classroom teaching at all grade levels. Contact the main office for more information. 

FUNCTIONS AND FIELD TRIPS

Catering services are available on a limited basis. The Department of Food and Nutrition Services will be happy to cater your events or provide you with assistance for handling special functions. Advance notice of field trips or athletic events is required to prevent loss of revenue and costly waste to the district. We can assist with bag lunches when appropriate. Contact Food Services for further details at 617-635-9952. 

Procedure

1. Schools planning special activities should contact the Cafeteria Manager/Satellite Attendant AND Office of Food and Nutrition Services with advanced notice of the event. A function form must be completed and given to the Manager. 
2. The Department of Food and Nutrition Services will make every effort to provide special food        services with the appropriate notice. 
3. If a group wants to bring its own food and use the school kitchen, a building permit is required (please refer to Superintendent’s Circular - Permit Activities). Arrangements must be made for a Food Service staff person to be on hand to help run equipment, answer questions and help  as needed. The rates charged are, at a minimum, time and a half. 
4. Food and supplies will not be provided free of charge. Schools requesting such services will be       charged a fee to cover costs. 
5. Evening and weekend functions will require hiring food service staff at an overtime rate. 

REMOVAL OF FOOD FROM PREMISES 

No meals, food or supplies are to be removed from school premises except by Food Service Supervisors. Under special circumstances – e.g., perishable leftovers before a school vacation – approval for disposal must be obtained from the Director of Food and Nutrition Services. 

COMPETITIVE FOOD SALES

A. The Department of Food and Nutrition Services is solely responsible for food and beverages sold to children during the school day; consequently, the sale of food and beverages by others is expressly forbidden. Please refer to Superintendent’s Circular - Nutrition Policy for Beverage and Foods Sold in Vending Machines, A La Carte, and Competitive Foods. 
B. The income for the total food and beverage service regularly maintained on school premises shall accrue to the school food services program, to be used solely for the operation or improvement of such service. This shall include the income from the sale of a la carte foods and beverages. Food sales operated for profit (this includes bake and candy sales) shall not operate during the regular meal times as this constitutes competition with the non-profit food service pro-gram. 

C. The sale of any food or beverage items in areas of the school other than the cafeteria is limited to after the last lunch period. This includes the operation of snack bars and/or vending machines. This also prohibits the sale of food items by clubs and/or individuals through the last lunch period. Schools found in violation of this policy may incur financial sanctions. 

VENDING MACHINES

The Department of Food and Nutrition Services handles all vending machine beverage and snack services to schools and school buildings under BPS authority, based on a three-year contract for approved products.

PRICES FOR ADULTS

All adults must pay for their meals. The following prices prevail for ALL personnel: administrators, teachers, lunch monitors, custodians, aides, volunteers, including foster grand parents, and student teachers. Principals should budget accordingly to cover the cost of feeding any volunteers.

ADULT PRICES (These prices are for all Schools and include Tax). 

Coffee, Tea or Cocoa $1.00 

Milk (8 oz.) $ .50 

Juice (4 oz.) $ .40

Breakfast Entree $1.50 

Elementary Lunch $3.25 

Middle Lunch $3.50 

A la carte prices and combo prices will be posted in each cafeteria.

Schools served by City Fresh Vendors will have a different price structure

PRICES FOR STUDENTS (All meals include milk) 

Breakfast Prices 

Full Price $30.00 for 20 breakfasts ($1.50 each) 

Reduced Price $ 6.00 for 20 breakfasts ($ .30 each) 

Lunch Prices

Middle/High School Full Price $50.00 for 20 lunches ($2.50) 

Elementary School Full Price $45.00 for 20 lunches ($2.25) 

Reduced Price $ 8.00 for 20 lunches ($ .40) 

Separate Milk -- $.50 for one-half pint carton 

All students have the option to pre-pay for their meals. Arrangements can be made with the cafeteria manager or satellite attendant. 

Summary of significant dates and deadlines:

	Date
	Activity

	August 31st  thru September 9th  
	Preprinted Meal Applications delivered to schools via the Principals/Headmasters office. Principals/Headmasters are responsible for the disbursement of all pre-printed meals applications and instructions. 

	October 2nd , 2009 
	All completed Free / Reduced lunch applications due to Food Services 


For more information about this circular, contact:
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	Department:
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	Mailing Address:
	Cleveland Building, 11 Charles Street, Dorchester, MA  02122

	Phone:
	617-635-9144

	Fax:
	617-635-9304

	E-mail:
	hmontfer@boston.k12.ma.us 
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