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CHAPTER 11 

MEALS AND MILK INCOME

11.1
BOARD OF GOVERNORS’ RESPONSIBILITIES

11.1.1
With reference to the School’s Development Plan, the Board of Governors is responsible for:

(i)
applying all meals and milk regulations and charges as agreed by the board, DE and other relevant bodies;

(ii)
ensuring that appropriate systems are established to ensure that all income is recorded and lodged to the board; and

(iii)
ensuring that the appropriate systems are established to ensure that, where required the correct financial coding is applied to all income.

11.1.2
The Board of Governors must decide on the level of duties, which it delegates to the principal and other staff.

11.2
MEALS SYSTEMS

11.2.1
GENERAL

(a)
Schools should operate one of three systems, as appropriate, in the administration of school meals:-

*
School Meals - Ticket System

*
School Meals - Non-Ticket or Register System

*
Cash Cafeteria System (Post Primary Schools) - Free pupils and adults must be issued with a ticket/pass.

(b)
Charges made for school meals should be in accordance with board regulations and will be notified to schools by the boards School Meals Section.
(c)
Paying Pupils and Adults
The full cash payment for each meal should be obtained in advance or when the meal is actually provided.

11.2.2
FREE MEALS

(a)
The boards Free Meals Section will issue a list of pupils entitled to free meals to each school at the beginning of the school year.  Amendments will be issued to schools by the board’s Free Meals Section as free meal entitlement changes.

(b)
Free meals should be issued only to those pupils currently entitled to free meals as notified by the board.

(c)
It is the school’s responsibility to ensure that an up-to-date entitlement list is maintained at the school and only eligible pupils receive free meals.

(d)
Number of Free Meals Consumed

The daily record of free meals must only include those pupils who avail themselves of their entitlement.

11.2.3
SCHOOLS MEALS : TICKET SYSTEM

(a)
Ticket stocks for paying and free pupils will be issued by the boards Cashiers Office to schools on request.

(b)
Ticket rolls are sequentially pre-numbered and must be issued in numerical order.

(c)
Ticket stocks should be stored securely and access restricted to staff responsible for ticket issue.

(d)
Tickets should be issued by someone other than the person(s) responsible for the collection and recording of tickets on entry to the canteen.

(e)
Records of all ticket issues should be maintained to include ticket numbers and income collected.

(f)
Free tickets should be:-

 issued by reference to the current free meals entitlement, information supplied by the boards Free Meals Section; 

 restricted to take account of previous issues and attendances to ensure that all free tickets are used and accounted for before further issues are made; and

 issued direct to the pupil or the adult concerned.

(g)
Tickets should be presented and collected on entry to the canteen.

(h)
Daily records should be maintained of tickets collected on entry to the canteen.

(i)
Tickets should be given to the cook supervisor/cook-in-charge who should record the number of paying and free tickets received on the canteen stock sheets and reconcile these to the number of meals served.  Any discrepancies must be notified to the principal for investigation.

(j)
After tickets have been recorded and reconciled they should be destroyed by the cook supervisor/cook-in-charge each day (see Appendix 11.1).

(k)
The following reconciliation’s should be carried out by the principal or other designated member of staff to ensure that the ticket system is operating satisfactorily:

DAILY

 The number of tickets collected in the canteen should be compared with the number of meals served.

WEEKLY

 The number of tickets issued should be compared with the number of meals served.

 Ticket numbers sold should be reconciled with lodgements made.

(l) Meals income should be lodged to the board using the Bank or Girobank meals lodgement book (see also Chapter 10).  Lodgements should be made not less than once per week.  As a general rule, no more than £250 should be retained on the premises at any time.  Money retained on the premises should be kept in a secure location ie safe or locked cupboard.  No money should be retained on the premises over the weekend or holiday periods.  Staff should never bring money home with them.

(m) Where possible, 2 persons should make the lodgement of cash receipts to the bank or post office.  This is very much dependent on the value of lodgements to be made and staff availability, location of school, security risk assessment etc.  However, the overriding principle must be to ensure that money is lodged frequently to prevent accumulation of cash at the school and to minimise the risk to staff involved in the banking process.  
(n) Staff transporting money to the bank or post office should ensure that any cash bags are not left unattended or in open view where they could attract unwarranted attention.  If travelling by car or other vehicle to the bank, cash must therefore be lodged immediately on arrival.  If the bank is regularly busy, there are now alternative methods of making lodgements which can reduce considerably the amount of time required to make a lodgement.  (Contact Cashiers Office at Board HQ for advice).
(o) The MT1 School Meals Return Form, (see Appendix 11.2) should be completed to the last working day in each calendar month with daily ticket issues/meals sold and other meals consumed.  The completed MT1 should also detail lodgement dates, lodgement amounts and have the appropriate lodgement slips completed and attached.  The form must be signed by the Principal or another authorised signatory other than the school secretary who should verify the completeness and accuracy of the details before signing and forwarding it to the board’s Cashiers Office as soon as possible and not later than the fifth working day after the last day of the month covered by the return.
11.2.4
SCHOOL MEALS: NON TICKET OR REGISTER SYSTEM

(a)
If tickets are not to be used as in paragraph 11.2.3 then a register system must be used.

(b)
Schools must only use the official board Schools Meals Registers (See Appendix 11.3).  These will be issued to schools on request by the board’s School Meals Section.

(c)
Registers should be completed in ink.  Details to be recorded in the register include the following: -

(i)
class reference;

(ii)
individual pupils’ names;

(iii)
status of pupil (free or paying);

(iv)
date;

(v)
money paid; and

(vi)
daily total of meals taken and credits due.

(d)
For paying pupils the register should be marked to show meals paid for and amounts collected from each pupil.

(e)
For pupils entitled to free meals the register should be marked to show free meals taken by each pupil.

(f)
Registers should be marked on a daily basis to record actual meal uptake for both paying and free meals.

(g)
The cook supervisor/cook-in-charge should reconcile the number of meals served to the number of meals ordered according to meals registers.  Any discrepancies must he notified to the principal for investigation.

(h)
School Meals Registers should be retained by the school for a minimum of seven years for audit purposes.

(i)
The following reconciliation’s should be carried out by the Principal or other designated member of staff to ensure that the register system is operating satisfactorily: 

DAILY

 The number of meals ordered should be compared with the number of meals served.

 The registers should be updated with meals uptake.

WEEKLY

 The number of meals ordered, served and credits allocated.

 The value of meals sold should be reconciled to lodgements each week.

(j)
Meals income should be lodged to the board using the Bank or Girobank meals lodgement book (see also Chapter 10).  Lodgements should be made not less than once per week.  As a general rule, no more than £250 should be retained on the premises at any time.  Money retained on the premises should be kept in a secure location ie safe or locked cupboard.  No money should be retained on the premises over the weekend or holiday periods.  Staff should never bring money home with them.

(k) Where possible, 2 persons should make the lodgement of cash receipts to the bank or post office.  This is very much dependent on the value of lodgements to be made and staff availability, location of school, security risk assessment etc.  However, the overriding principle must be to ensure that money is lodged frequently to prevent accumulation of cash at the school and to minimise the risk to staff involved in the banking process.  
(l) Staff transporting money to the bank or post office should ensure that any cash bags are not left unattended or in open view where they could attract unwarranted attention.  If travelling by car or other vehicle to the bank, cash must therefore be lodged immediately on arrival.  If the bank is regularly busy, there are now alternative methods of making lodgements which can reduce considerably the amount of time required to make a lodgement.  (Contact Cashiers Office at Board HQ for advice).
(m) The MR1 School Meals Return Form, (see Appendix 11.4) should be completed to the last working day in each calendar month with daily ticket issues/meals sold and other meals consumed.  The completed MR1 should also detail lodgement dates, lodgement amounts and have the appropriate lodgement slips completed and attached.  The form must be signed by the Principal or another authorised signatory other than the school secretary who should verify the completeness and accuracy of the details before signing and forwarding it to the board’s Cashiers Office as soon as possible and not later than the fifth working day after the last day of the month covered by the return.

11.2.5
CASH CAFETERIA SYSTEM

(a)
The Cash Cafeteria system is operated in most secondary and grammar schools.

(b)
There is no school administration involved in the issue and sale of paying pupil and adult meals.  Payment is made in the canteen to the canteen supervisor after selection of a meal.

(c)
Free meals for both pupils and supervisory staff should be administered by the school using the school meals ticket system (see paragraph 11.2.3).

(d)
Pupils entitled to free meals may obtain a cash cafeteria meal to the value of a post primary school meal.

11.3
SALE OF 1/3 PINTS OF MILK

11.3.1
ORDERING OF MILK

Schools are responsible for ordering milk from the board’s suppliers.  Payments to the supplier will be made by the board.

11.3.2
COLLECTION OF INCOME

It is suggested that the scheme operates on a pre-payment basis using periods of at least one month. However, Principals may use any period they wish.  The last date of the payment period must be the same for all pupils in the school.

11.3.3
LODGEMENT OF INCOME

Milk income should be lodged to the board using the Bank or Girobank meals lodgement book (see also Chapter 10).  As a general rule, no more than £250 should be retained on the premises at any time.  Money retained on the premises should be kept in a secure location ie safe or locked cupboard.  No money should be retained on the premises over the weekend or holiday periods.  Staff should never bring money home with them.

11.3.4
REFUNDS FOR ABSENCES

Parents should be informed that refunds will be made only for absences of more than five consecutive days.

11.3.5
MILK RECORDS

Records maintained for milk should be completed in ink.  Details to be recorded include the following: -

(i)
class reference;

(ii)
individual pupils’ names;

(iii)
date;

(iv)
money paid by each pupil; and

(v)
period covered.


Schools may wish to copy Form MK2 (Appendix 11.6) for recording the above details.  Records should be retained with the school meals records for a period of seven years.

11.3.6
COMPLETION OF RETURNS (MKI)

The MK1 forms (see Appendix 11.5) should be completed monthly in order to facilitate suppliers’ invoicing systems.  They should then be forwarded together with the completed lodgement counterfoils to the board’s Cashiers Office within 5 working days of the month end.  This form will be used to check the details submitted by suppliers and to support payment of invoices.  The form must be signed by the principal or another authorised signatory other than the school secretary who should verify the completeness and accuracy of the details before signing and forwarding it to the board’s Cashiers Office. 
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