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RESPONSIBILITIES REGARDING SCHOOL FOOD SERVICES 

The Headmaster/Principal shares responsibility with the Director of Food and Nutrition Services in ensuring that all federal, state, and local regulations applicable to the school’s food services are implemented and administered daily. There are five Field Coordinators who are assigned to oversee your school-site food service operation. They will meet periodically with school administrators to review issues pertaining to our programs.

School Lunch and Breakfast Programs 

Breakfast and Lunch Periods: 
· Sufficient time must be allocated for the students to eat lunch. At least a 30 minute lunch period is recommended, whenever possible. No less than 20 minutes can be designated for a lunch period. 

· Breakfast program should be scheduled at least 15 to 30 minutes before the start of classes.  This time is needed for food service to have the necessary capability for accurate meal counting and reporting. 

· Supervision is required at breakfast as well as lunch service. The Headmaster / Principal can make an administrative assignment or arrange for volunteers to provide student supervision. Food Service employees will not assume responsibility for supervising students. 

School Lunch Menu: 
The complete lunch consisting of five food components must be offered to students:

· Meat or meat alternate 

· Bread or bread alternate 

· 2 servings of fruit and/or vegetable 

· one-half pint milk 

Breakfast Menu: 
       -
Consists of four food components: 

       -
Bread or bread alternate 

       - 
Meat or meat alternate 

       -
1 serving fruit or vegetable 

       -
one half pint milk 

The menu as printed must be followed unless school site staff receive approval from Food Services supervisory staff to make adjustments. Menu planning is the sole responsibility of the Department of Food and Nutrition Services. Headmasters/Principals have no authority to make decisions regarding what food item or type of milk is served. Building administrators are encouraged to discuss their menu concerns with the Director of Food Services (617) 635-9144. 

Forgotten Lunch Money: 
The Food Service Program operates on a cash basis only. There is however, federal and state reimbursement for free and reduced price meals served. We have made the following provisions for the charging of meals. Elementary Schools can charge the equivalent of three (3) full priced meals. Middle Schools can charge the equivalent of three (3) full priced meals. High Schools will not have the option to charge meals. These charges are extended with the expectation of repayment promptly. Once a student has exceeded their credit limit they will be offered a “No Money Meal”. All students will have the option to make prepayments to their account, which is strongly encouraged. The Cafeteria Manager/Satellite Attendant cannot accept “charges”. We realize that children may forget on occasion to bring their lunch money and there is a three meal credit built into the cash register, with the expectation that these charges will be repaid promptly. After April vacation, no credit will be issued. 

-
Headmasters/Principals may establish a revolving fund to cover the cost of meals for the   students without money. Meals will not be provided without a source of payment. 

- 
BPS adheres to a policy that “No student will be allowed to go hungry”. A student without money will be served a packaged lunch containing a cheese sandwich, fruit and milk or a breakfast cereal and milk. 

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. Program Directors must contact this office to arrange for snacks. There is a brief application process that should be completed 2 weeks prior to program start-up. All program directors are required to attend one mandatory annual training session. These sessions are scheduled for the end of September, October and January. Times and locations will be mailed to program participants. It should be understood that program administrators are responsible for completing the weekly tally sheets and sending them in promptly to ensure the department receives reimbursement for the snacks that are served. Tardy submission of these reports could jeopardize your program’s receipt of free snacks. 

Use of School Lunch for Disciplinary Action: 
- 
The National School Lunch Act and the State Department of Elementary and Secondary Education prohibit the denial of meals and milk as a disciplinary action against school children. 

- 
Students may not be denied any part of the meal including dessert. 

- 
Students may not have a portion of the lunch period taken away. 

- 
Any action that interferes with the student’s right to access all customary meal items as planned or those limits the customary lunch period time slot or that discriminates against students in any way in the lunchroom is prohibited. 

Compliance with Program Regulations

Food and Nutrition Services is primarily federally funded. Eighty-five percent of the program’s operating revenue is from reimbursement for meals served to students. Understanding this, there are a host of regulations that we must follow. The department is audited annually. The audit includes a review of the meal application process, point of service accountability, fiscal accountability and overall operational procedures. We ask that Headmasters and Principals assist with the enforcement of program regulations. (e.g. Federal regulations do not permit free or reduced reimbursement to ineligible children. There is no reimbursement for adult meals.) All adult , teachers, parents, visitors and foster grandparents, must pay for their meals. School based food service staff have been instructed to bill the school administrator for meals they have not received payment for, or free meals served to ineligible students. These charges may be posted against individual school instructional supply accounts if left unattended.

Meal Service Accountability of Building Administrators

In order to participate in the School Lunch and Breakfast Programs it is necessary for a contract to be in effect between the Commonwealth of Massachusetts and the Superintendent of Schools. This agreement stipulates that state approved controls are maintained to account for meals served.

- Headmaster/Principal is required to comply with the approved system in operation at 

  the particular school site.

- Responsible for assisting with the distribution of meal applications at the start of each

  school year. 

- Free and reduced price breakfast and lunch eligibility is based solely on a correctly

  approved meal application and/or direct certification provided by the Department of   

  Transitional Assistance. 

- To assist with decreasing meal waste and improve accountability, it is recommended

  that elementary teachers ask students beforehand, who will be eating lunch in the

  cafeteria or classroom and give that information to the Cafeteria Manager or Satellite

  Attendant 1 hour before lunch as they can have more accurate counts. 


- Free and reduced price meals are served only to eligible students.

- Milk, as a sole food item cannot be served without payment. 

- Meal counts by the correctly approved category (free, reduced or full price) must be

  taken at the “point of service” (end of line) when a student has received a reimbursable

  meal. Five food components must be offered for lunch and four components for 

  breakfast.

- In schools with classroom feeding, it is necessary for Lunch Monitors to check names 

  at the time that the student receives his/her meal, or have students file down to the 

  service area to pick up their meal, have it accounted for at the point of service and 

  carry a tray back to their classroom.

- Breakfast meals must also be properly accounted for. Revised regulations specifically  

        earmark this compliance area during a State or Federal review. 

Competitive Food Sales and Vending Machines

Regulations on competitive food sales in schools and vending machines are contained in regulations established by the Massachusetts Board of Education. Failure to follow these regulations may result in loss of federal funding.

Regulatory Authority 

603 CMR 29.00: M.G.L. C.15, s.1G

Only Food Services is permitted to sell to students: 
The Department of Food 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. 

All income must accrue to Food Services: 
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 school day, as this constitutes competition with the non-profit food service program.

Food items allowed for sale: 
The sale of a la carte foods shall be restricted to those items recognized as making a contribution to or permitted to be served as part of the breakfast or lunch. This restriction automatically eliminates the sale of candy, carbonated beverages, etc.

Vending Machines: 
603 CMR 29.01 Non-Profit Lunch Program/Use of Vending Machines: 

The profit from these machines in school lunchrooms must accrue to the school food services program and cannot be shared. However, where vending machines are located in other areas of the school and not in violation of regulations, specific agreements can be made through Food and Nutrition Services for the school to receive commission on a percentage basis.

Canteen Services at School Site Locations:

603 CMR 29.05 Competitive Foods:

Federal regulations prevent the sale of candy, gum, and carbonated beverages to students on school premises from the beginning of the school day to the end of the last lunch period. 

Sale of food items from canteen trucks, school stores or other areas that compete with school meals for student’s appetites, time and money is in violation of federal regulations. These sales further divert income essential to the financial well being of the Food and Nutrition Services program and fosters the erroneous idea that school meals are only for needy children. 
USE OF CANTEEN SERVICES ON SCHOOL PREMISES BY STUDENTS SHOULD BE PROHIBITED.

Catering Special Functions and Field Trips

Special Function Considerations:

· Schools planning special activities should contact the Cafeteria Manager/Satellite Attendant AND Office of Food and Nutrition Services with advance notice of the event. A written request for use of the cafeteria facility or hiring of personnel must be made in writing at least 7 days before the event 

· Food and supplies or cooking utensils will not be provided free of charge. Schools requesting such services will be charged a fee to cover costs. 

· All evening and weekend functions will require hiring Food Service staff at an overtime rate.  All costs must be paid for prior to the date of the event and credit will be given if the event is cancelled with 48 hours notice.
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	Fax:
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