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Glossary of Key Words

School Meals Accountability & Responsibility Training Tools

A
À la carte
Any single food item that is purchased is considered à la
carte. À la carte items may include an entrée, a drink or
a side dish such as a fruit, muffin or crackers.
Accuclaim
A self-monitoring tool used in Massachusetts to help
assess each school’s operation to determine if it complies
with USDA requirements for the meal counting process.
Adult meal
Any meal purchased by an adult (staff or visitor). These
meals are taxed and counted as non-reimbursable
meals.
Allergen
An allergen is a substance that causes an allergic
reaction. Mild symptoms include itching, rashes, hives
or swelling. The most common food allergens that can
cause life-threatening allergies are milk, eggs, peanuts,
tree nuts, soy, wheat, fish, and shellfish.
Allergy
An allergy is a harmful immune response by the body to
a substance, such as insect stings, latex, pollen, fur,
dust or a particular food.
Alternate point of service
This is a location, other than at end of the serving line,
where a student’s meal is determined to be
reimbursable. This can be in the beginning of the
serving line, in the classroom, or on a field trip. The
State Agency must approve any alternate point of
service. In Massachusetts, the State Agency is the
Department of Elementary and Secondary Education.
Americans with Disabilities Act
The Americans with Disabilities Act (ADA) is a law that
protects the civil rights for people with disabilities.
Anaphylaxis
It is an extreme, sometimes life threatening, allergic

reaction to an allergen. Symptoms include swelling,
problems breathing, loss of consciousness, and extreme
drop in blood pressure. Anaphylaxis can lead to shock
and requires immediate emergency attention.
Area-eligible
A site located at a school or located within the
attendance area of a school which at least 50% of
enrolled students are certified for free or reduced price
meals. Snacks are served free to all children, and
reimbursed at the free rate.
At-risk Snack Afterschool Meals Program
A component of the Child and Adult Care Food Program
(CACFP), which offers federal funding to afterschool
programs that serve a meal or snack to children in
low-income areas.
Attendance adjusted eligible (AAE)
This is a numerical tool used to calculate the potential
average number of free, reduced price or paid meals
served each day. It is calculated by taking the
Attendance Factor and multiplying it by the number of
free or reduced price eligible or paid students in a
particular school.
Attendance Factor ×
Number of Free (or Reduced price or Paid) students =
AAE for Free (or Reduced price or Paid)
This number is used as a “red flag” during monthly edit
checks to identify counting errors. If you go above the
AAE for a particular eligibility category, you have a
problem.
Attendance factor
In Massachusetts, this is the student population rate of
attendance each month at each meal site. It is
calculated by dividing the average number of students
who attended school that particular month by the total
number of students enrolled in school that month. (This
does not include excused absences.)
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Average Daily Attendance ÷ Enrollment =
Attendance Factor (%)

C

Calorie
A calorie measures the energy you get from food and
helps you to grow, breathe, work and play. The amount of
calories you need depends on your age, gender and
how active you are.
Carbohydrate
Carbohydrates are the body's main source of energy.
There are three different kinds of carbohydrates: starch,
sugar, and fiber. Fruits, vegetable, grains and milk group
foods are sources of the different types of carbohydrate.
Categorically Eligible Children
Categorically eligible children are those who are
automatically eligible for free meal benefits because
they receive benefits under Assistance Programs such
as SNAP or TANF or are designated as Other Source
Categorically Eligible if they are homeless, runaway or
are part of Head Start or Even Start.
Child Nutrition (CN) Label
The CN Label can be found on the packaging of
manufactured food products for child nutrition programs.
It shows how the product contributes toward meal
pattern requirements. The USDA oversees this labeling
program.
Collection procedure
The steps within the meal count system involved in
paying for meals and issuing and collecting the medium
of exchange.
Combination food
This is a menu item made up of two or more food
components, for example salads, pizza, omelets, and
burritos.
Community Eligibility
Community eligibility is a special provision program,
which allows eligible schools to provide meals at no
charge in high poverty areas.

Confidentiality
This is keeping information private. In school nutrition
programs, it is important not to talk about or share a
student’s income eligibility information with anyone
other than those who must have the information.
Confirming Official
The Confirming Official reviews applications to confirm
children’s eligibility status that has been determined by
the Determining Official.
Consolidation
The process of gathering and combining all information
needed to submit an accurate claim for reimbursement.
Corrective action
These are the steps taken to remedy errors and other
deficiencies noted in any aspect of school nutrition
program management during the Accuclaim
self-assessment Monitoring or an Administrative Review.
Corrective action plan
This is the report completed at the conclusion of the
review process. It documents specific program deficiencies
and provides recommendations for improvement.
Creditable food
This is a food item that can count toward meeting the
requirements for a reimbursable meal.

D

Daily potential income sheet
(Also know as Daily Cash sheet or Cash Reconciliation
sheet) This report tracks daily sales by breakfast, and
lunch by eligibility category. À la carte, adult and
pre-paid meal payments are also included. It is used to
verify that the amount of cash (and checks) in the
drawer at the end of the day is the same as the total
“potential” cash (and checks) listed on the sheet or
whether your total is over or under this daily potential
income. The totals should match.
Decline
This means to refuse something that is offered. In the
Continued
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case of Offer versus Serve, it is when a student chooses
NOT to take a particular food offering.
Determining Official
The Determining Official is responsible for reviewing
each incoming application to ensure that the household
has submitted a complete and accurate application. The
official makes a determination as to whether or not the
child is eligible for free or reduced price meals.
Diabetes
This is a disease marked by high levels of sugar in the
blood. Diabetes can cause many problems such as
blurry vision, excessive thirst, fatigue and hunger. In the
long term, it can lead to blindness, coronary artery
disease, stroke.
Dietary Guidelines for Americans
These are nutrition guidelines developed by USDA and
the Food and Drug Administration to help consumers
make healthy food choices to reduce the risk of nutrition
related diseases such as cancer, heart disease,
osteoporosis and diabetes.
Dietary specifications
In the case of school meals, these are USDA meal
requirements for tracking of calories, saturated fat,
sodium, and trans fat levels.
Direct Certification
In Massachusetts, direct certification is the process of
determining free eligible students through electronic
data in the Virtual Gateway.
Direct Verification
In Massachusetts, direct verification is the process of
verifying student’s eligibility through electronic data in
the Virtual Gateway.
Disability
This is a physical or mental condition that limits one or
more major life activities including vision, speech, and
hearing impairments. Some disabilities include but are
not limited to: cerebral palsy, epilepsy, muscular
dystrophy, multiple sclerosis, cancer, heart disease,
diabetes, celiac or phenylketonuria (PKU), and severe
food allergies.

E

Edit check
This is the process of using observation and
documentation to make sure that things are done
correctly and accurately. Edit checks are required
throughout every step of the meal preparation, serving,
counting, and claiming processes. They are particularly
important in the recording and reporting of meal counts.
Eligibility roster
A list of student's names with accurate eligibility status
(free, reduced price, and paid) used at the point of
service. An eligibility roster must be coded to prevent
overt identification.
Error prone
An application is error prone, if the reported monthly
income falls within $100 of the income threshold listed
in the applicable income Eligibility Guidelines.

F

FP-9
The form used in Massachusetts to track daily meal
counts at each school, and which the district
consolidates and submits monthly to the state in order
to receive reimbursement
FDPIR
FDPIR is short for the Food Distribution Program on
Indian Reservations. FDPIR provides nutrition
assistance to low-income households who live on
Indian reservations or approved areas near a
reservation.
Food based menu planning
This is the USDA method for planning school meals. It
uses specific food components in specific amounts for
specific age/grade groups.
Food component
These are food groups, which are combined to form a
reimbursable meal. The number of required components
depends on the meal:
Continued
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• Breakfast requires three components: milk, fruits,
and grains with optional meat/meat alternates.
• Lunch requires all five components: fruits,
vegetables, meat/meat alternates, grains, and milk.
• Snack requires four components: fruits/vegetables,
grains, milk, and meat/meat alternates.
Food intolerance
A non-allergic response to certain food items causing
symptoms such as acid reflux, vomiting, diarrhea or
other forms of discomfort or pain. Most common are
lactose (dairy products) and wheat (gluten) intolerances.
Food item
This is a specific food offered in a specific portion size
to meet the recommended meal pattern. Student
selection of the minimum number of the offered food
items determines whether a meal is reimbursable.
In the School Breakfast Program four food items from
the three required food components (milk, fruits, grains)
must be offered, and optional substitutes (vegetables,
meat/meat alternates) may also be offered.
Foster Child
A Foster Child is a child whose care and placement is
the responsibility of the State. Foster children are
categorically eligible for free meals without further
application.
Free meal
This is a meal or snack served to a child that is eligible
for free meal benefits. It is served to the child free of
charge. Meals that meet the meal pattern requirements
for breakfast, lunch and snack are reimbursed at the
“Free” rate of reimbursement.

H

Hearing Official
The hearing official is responsible for handling
complaints and for scheduling and hearing appeals
when households dispute their eligibility determination.

Household
This is a group of related or non-related individuals who
are living as one economic unit.

I

Insulin
Insulin is a hormone produced by the pancreas that is
needed to convert sugar and starches into energy for
the body. People with diabetes have increased blood
glucose (sugar) levels because they lack or have
insufficient insulin or are resistant to insulin’s affects.

L

LEA – Local Education Agency
The Local Educational Agency or LEA has
administrative control over schools. In certain
instances they may handle all or some aspects of the
Meal Benefit Issuance.

M

Massachusetts School Nutrition Standards for
Competitive Foods and Beverages
These are Massachusetts regulations setting nutrition
standards for calories, fat, sodium and sugar in foods
and beverages sold in schools.
Meal counting and collection system
This is the method a school or district uses to get an
accurate daily meal count by eligibility category (free,
reduced price, or paid) at the point of service, ensuring
that only one meal per child per day per meal service is
counted, and that all meals are counted without overt
identification. It involves the way meals are paid which
includes issuing and collecting the medium of exchange.
Meal pattern
This is the set of food components that is required for a
reimbursable meal for a specific age/grade group.
Meal service
A meal service refers to a breakfast, lunch, or
afterschool snack.

Continued

4

Glossary of Key Words
Meat alternates
Meat alternates are foods that you can use in place of
meat in child nutrition programs. They include cheese,
eggs, cooked dry beans or peas, seeds, nuts and nut
butters, yogurt, and commercially prepared tofu.
In the School Breakfast Program, meat alternates can
count as a grain once the minimum daily grain
requirement has been met. Meat Alternates can also be
served as an additional breakfast food item that is not
credited toward the breakfast meal pattern.
Medium of exchange
This is the item (i.e.: cash, ID #’s, tickets, tokens) that is
given or exchanged in order to receive the reimbursable
meal. For example: students will give the cashier their
ID #s in exchange for a reimbursable meal.

N

Non-creditable food
A food that cannot be counted towards the
requirements for a reimbursable meal. This food does
not meet the requirements for any component in the
meal pattern. Examples include pudding, potato chips
or bacon. Menu planners must take into account the
dietary specifications for the week when including
non-creditable foods.
Non-reimbursable meals
These are meals or snacks that are served but cannot
be claimed for reimbursement in the National School
Lunch Program, School Breakfast Program and
Afterschool Snack Program. Adult meals/snacks, à la
carte meals, and second meals/snacks are
non-reimbursable. Any meal that does not meet the
required meal pattern is non-reimbursable.
Nutrition facts label
The Food and Drug Administration requires this label on
packaged food products. The Nutrition Facts panel tells
you what a serving size is, the numbers of the calories,
and important nutrients that a serving of this food has.
You can use this information to compare different
products and make healthier food choices.
Nutrient-dense
Nutrient-dense foods are higher in vitamins and minerals

and lower in calories than other foods.

O

Offer versus Serve meal
In Offer versus Serve students do not have to select all
of the components in order for the meal to count as
reimbursable. The number of components a student can
choose not to take varies according to the meal.
• Lunch: Schools must offer all five components and
students are allowed to decline two of the five
required components but must select at least ½ cup
of either a fruit or vegetable. Students must select
other food components in the quantities planned,
which must be equal to or greater than the daily
minimum required amounts. Offer versus Serve is
required for lunch in high school, and optional in
middle and elementary schools.
• Breakfast: Schools must offer three food components
(milk, fruits with optional vegetables, and grains with
optional meat/meat alternates) consisting of a
minimum of four food items. Students are allowed to
decline food items but must select at least ½ cup of
fruit and at least two other food items.
Other Source Categorically Eligible Children
These include foster, migrant, homeless or runaway
children and children who are part of a Head Start or
Even Start program. Other source categorically eligible
children are automatically eligible for free meals.
Overt identification
Overt identification is any action that may result in a
child being recognized as potentially eligible to receive
or certified for free or reduced price school meals.

P

Paid meal
This is a meal served to students who are not eligible for
free or reduced price meal benefits. Students are
required to pay full-price for their breakfast, lunch or
afterschool snack. Meals or snacks meeting the meal
pattern requirements are reimbursed at the “Paid” rate
of reimbursement.
Continued
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Point of service
This is a designated area, usually at the end of the serving line where a student‘s meal or snack is detemined to
be reimbursable. The point of service is most often at
the cash register.

Saturated fat
This is the type of fat that is solid at room temperature.
It most often comes from animals as butter, lard, and
chicken, beef and pork fat. Saturated fats also come
from plants such as palm and coconut oils.

Provision 2
This is an alternate provision program, which allows
schools to offer meals at not charge to students, and
reduces the application burdens to once every four
years.

Second meal
A second full meal served to a student. It cannot be
claimed for any reimbursement, and must be counted
as non-reimbursable.

R

Reduced price meal
This is a meal or snack served to a child who is eligible
for reduced price benefits. Meals that meet the meal
pattern requirements for breakfast, lunch and snack are
reimbursed at the “Reduced” rate of reimbursement.
Reimbursable meal
A school meal or snack that is available to all students,
meets the nutrition standards and meal selection
guidelines set by the USDA, and is priced as an entire
meal or snack.
Reimbursement
This is a type of repayment for school nutrition program
expenses. Participating school districts receive payment
for a portion of the cost of a meal or snack after they are
properly counted, and reported to the state. The money
comes from state and federal funds.

S

Sample Pool
This is the number of approved applications on file as of
October 1. This number does not include exempt
applications such as those with only foster children
listed or those whose listed children were directly
certified.
Sample size
This is the number of applications that are subject to
verification.

Serve Only meal
This meal is a complete meal that is served with all five
required food components in the required minimum
amounts.
SFA - School Food Authority
The School Food Authority is the local agency that has
the legal authority to operate the school meals
programs.
SNAP
The Supplemental Nutrition Assistance Program (SNAP)
was formerly the Food Stamp Program. Children who
are members of a household receiving SNAP benefits
should be directly certified.
Sodium
This is a mineral that helps to balance the pressure
between the inside and outside of our body’s cells.
Sodium can be found in most foods. Too much sodium
can lead to high blood pressure, which may increase the
risk of a heart attack or stroke.
Standardized recipe
This is a recipe that has been tested for consistency
so that every time that the recipe is prepared, it has the
same taste, nutritional value, number of servings
and cost.

T
TANF/TAFDC
TANF is short for Temporary Assistance for Needy
Families. In Massachusetts, it’s called Transitional
Assistance to Families with Dependent Children -- or
Continued
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TAFDC. Children in families receiving TANF benefits are
categorically eligible for free meals.

NOTES:

Trans fat
Trans fats are produced when liquid oils are changed to
solid fats. Trans fats can be found in many cakes, cookies,
crackers, icings, margarines, and microwave popcorns.

U

USDA
This stands for the United States Department of
Agriculture. The Food Nutrition Service is the government
agency that oversees the National School Lunch
Program and other child nutrition programs.

V

Verification
Verification is the process of verifying eligibility for free
and reduced price meals determined through the
application process. Verification must include either
confirmation of income eligibility or confirmation that the
child or any member of the household is receiving
assistance under SNAP, FDPIR or TANF or that a child is
Other Source Categorically Eligible. Verification may
include confirmation of any other information required
on the application, such as household size.
Verifying Official
The Verifying Official conducts verification and is
responsible for examining applications and
accompanying documents provided by households to
ensure that the eligibility determination that was made is
valid.

W

Whole grain-rich
Whole grain-rich products must contain at least 50
percent whole grains; any remaining grain in the product
must be enriched.
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