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School Meals Accountability & Responsibility Training Tools

ACCOUNTABILITY TRAINING OUTLINE
This module includes the following
videos,

interactive and

site-based activities:

Developing an Acceptable Meal Counting and Collecting System (12:04)
Is this Coded Correctly?
Point of Service Meal Count System (11:52)
How Do You Ring It Up?
Confidentiality: It’s Not a Secret! (See separate instructions as needed.)
Consolidation and Reporting-Part 1 (17:04)
Making the FP-9 Count
Consolidation and Reporting-Part 2 (5:00)

GET READY
1. Distribute Key Words handout for reference throughout the session.
2. Record the start time on this form and circulate a sign-in sheet among participants.

START THE TRAINING - Review the purpose of Making It Count...
• Explain how this information fits into their professional development requirements.
• Outline what the participants will be covering during the session.
ASK & DISCUSS - Review the key word definitions and ask...
• Why is it important to count meals correctly?
• Are there any key words that are new to you?
INTRODUCE & WATCH VIDEO - Developing an Acceptable Meal Counting and
Collecting System
Log onto www.makingitcount.info and click on Making It Count. Then, go to the
Accountability landing page and click on the first video, Developing an Acceptable
Meal Counting and Collecting System. To progress through the training, click on the
NEXT ARROW at the bottom of the page. You may watch the videos all the way through or
pause to review the information.
Point out that:
• This video will cover some of the basic information related to accurately counting
meals.
ASK & DISCUSS - After watching the video, refer to the Key Words handout and ask...
• What medium of exchange do you use in your school?
• What is an acceptable coding system?
• What does it mean to maintain an eligibility roster?
• What are some ways to distribute and collect the medium of exchange?

TIME
Start: _________ End: _________
Total minutes: ________________
OBJECTIVES
By the end of the session participants will
be able to identify:
• An acceptable meal counting and
collecting system and correctly count
a reimbursable or non-reimbursable
meal
• An unacceptable meal count system
• Errors on the FP-9 form

KEY WORDS
Accuclaim Monitoring Report
Attendance Adjusted Eligible (AAE)
Attedance factor
Collection procedure
Confidentiality
Consolidation
Corrective action
Corrective action plan
Daily potential income sheet
Edit check
Eligibility roster
FP-9
Free meal
Meal counting and collection system
Meal pattern
Meal service
Medium of exchange
Overt identification
Paid meal
Point of service
Prepaid account
Reduced price meal
Reimbursable meal
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PLAY INTERACTIVE ACTIVITY - Is this Coded Correctly?
This activity will require you to click on the correct answer.
(For all interactive activities the program will let you know if your answer is correct or
incorrect. You can also pause and replay each activity.)
ASK & DISCUSS - After playing the activity ask...
What additional questions do you have regarding acceptable and unacceptable
coding systems?
INTRODUCE & WATCH VIDEO - Point of Service Meal Count System
Point out that this video covers:
• What counts as a reimbursable and non-reimbursable meal
• Pre-paid and charged meals
• Unacceptable meal count systems
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PARTICIPANT HANDOUTS
Download from Resources/teaching-tools:
• Key Word Definitions - Accountability
• Review Questions -Accountability
TEACHING TOOLS
• Tracking Sheet - Accountability
• Certificate of Completion - Accountability

NOTES

PLAY INTERACTIVE ACTIVITY - How Do You Ring It Up?
This activity will require you to click on the correct answer.
ASK & DISCUSS - After watching the video and playing the interactive activity ask...
• When is a teacher’s meal reimbursable?
• Are second meals reimbursable?
• What questions do you have regarding counting meals?
• What is one thing you learned about developing an acceptable meal counting and
collection system?
OPTIONAL SITE-BASED ACTIVITY - Confidentiality: It’s Not a Secret!
(Refer to the Confidentiality: It’s Not a Secret site-based instruction sheet for details if
needed.)
The next section in this module is designed for those responsible for
consolidation and recording. If not applicable to your audience, conclude
the training and proceed to the final Ask & Discuss.
INTRODUCE & WATCH VIDEO - Consolidation and Reporting-Part 1
Point out that this video covers:
• Consolidating meal counts
• The Daily Potential Income sheet
• The FP-9
• Performing edit checks
PLAY INTERACTIVE ACTIVITY - Making the FP-9 Count
For this activity you will need to look at the form, identify the area with an error, and then
drag the flag to the error. If you need to make the form larger click the magnifying glass
and drag it to the area you would like to enlarge.
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ASK & DISCUSS - After watching the video and playing the activity ask...
• What questions do you have about consolidating meal counts?
• What is the daily potential income sheet?
• How is the FP-9 used?
• Who performs edit checks?
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INTRODUCE & WATCH VIDEO - Consolidation and Reporting-Part 2
Point out that this video covers:
• Information about the Accuclaim Monitoring Report
ASK & DISCUSS - To conclude the training ask...
• What is one thing you learned about:
- developing an acceptable meal counting and claiming system
- point of service and meal count systems
- consolidation and reporting
• How will you use this information?
REVIEW
• Distribute Review Questions for Accountability and ask participants to answer
the questions.
• Invite volunteers to share answers and discuss with the group.
WRAP UP
At the end of the session:
• Award a Certificate of Completion to the participants as appropriate.
• Record the end time of your training on this Group Training Guide and the total training
time on the Accountability Tracking Sheet. If you did not cover the entire module
during the training, you can select and record the time spent on individual sections.
• File the Tracking Sheet to document professional development for participants.
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