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ROSTER SYSTEM AT THE POINT OF SERVICE
The roster or checklist is one method of collecting the number of paid, free and reduced meals, which have been served.  The roster/checklist is an acceptable method for “point of service”, which keeps track on a daily, weekly or monthly basis of the count for reimbursable (complete) meals, and prevents overt identification of students.  The roster or checklist is used to determine the number of meals served in each category.  Remember, the roster or checklist must include the names or numbers of students in each category in reduced and paid.  The following are some variations of the checklist system:

Name Checklist - The cashier or other designated person is given a list of all children’s names as the students pass through the line.  They identify themselves to the person with the checklist who puts a mark by the student’s name to indicate they were served a reimbursable meal.  The list is compared with the master list of names or may be coded by category to obtain the count of reimbursable meals.

Number Checklist - The student is given an identification number.  He/she provides the number to the person with the checklist who puts a mark by the student’s number on the check-list to indicate they were served a reimbursable meal.  The list is compared with the master list of names or may be coded by category to obtain the count of reimbursable meals.

Class List - The cashier, teacher or designated person uses the class list to mark off each child’s name as they are served a reimbursable meal.  The class list is turned into the person responsible for recording meal and or/milk counts.  The list is then compared with the master list of names or may be coded to obtain the count of reimbursable meals by category.

Coded Checklist - The cashier or other person is given a list of names of participating children.  A code indicating the category of eligibility, free, reduced or paid is marked next to each name.  At the end of the meal service, the number of meals served in each category is determined by checking the codes and tallying the number of meals served in each category.

Do not group the student’s names by category of need.  Use an obscure code and change it periodically.

For free qualified students, fill each square with a diagonal line; do this ahead for about a week or so.  Complete the mark when the child takes a reimbursable meal.

•
For paid and reduced qualified students, draw a diagonal line for each day “prepaid.”  Complete mark when child takes a reimbursable meal.

•  
When a child eats a qualifying meal, simply cross the diagonal if a prepaid child misses a day, circle it and add an extra diagonal to the next available open date.

At the end of the month, count each child’s X’s and list the totals according to their code in the free, reduced or paid column.  Total them to the bottom, recognizing that for claim purposes the totals YOU need are total/free, total reduced and total of all meals served.  However, you must be able to get the total of each category (Paid, Reduced and Free) on a daily basis if requested by the School District Food Service Staff or the MDE Field Representative.

Remember, the method of collection used must also prevent “overt identification” of the free reduced or paid students, while obtaining the number of reimbursable meals served by category.

Any additional questions; please contact the Michigan Department of Education, Office of Grants Coordination and School Support; School Nutrition Training and Programs at 517-373-3347.
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	62

	Daily Total
	13
	14
	13
	10
	12
	62
	


TALKING POINTS:

1.  Total Meals claimed for Monday is 13.
2.  Total Meals claimed for the Week of October 16, 2006 is 62.
3.  Number of approved applications/and or direct certification on file cannot be more than 14.
4.  This Roster is saved for 3 years plus the current year to be available for a CRE or audit.
