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1. PROGRAM APPLICATION PACKETS

All applications are now processed online through Skyward Student.  This has been made a part of the student registration process.
Please direct all questions or requests for assistance to Nutrition Serivces.
Participation in MEDICAID does not automatically qualify families for Student Meal Benefits.  MEDICAID and the Student Meal Benefit Program, although both Federal Programs, use different guidelines for participation.   
Student Meal Benefit Applications are based on household instead of individual students.  Only one application per household is required.
 All information regarding Free/ Reduced Lunches is available on the Nutrition Services webpage.  
Elementary – Information cards will be sent that include instructions on how to apply for Free/Reduced Lunches.
Secondary Information cards will be sent include instructions on how to apply for Free/Reduced Lunches. 
Students have thirty (30) operating days to submit new applications for the 2018-2019 school year unless they have been notified by mail of direct certification.  The 2018-2019 school year classification will be used prior to September 28, 2018. Families are free to apply anytime online, as many times as they like.  All application are subject to verification. 
Parent inquiries or questions may be referred to Nutritional Services staff  in your building or you may explain that one application per family (household), indicating all students in the family requiring qualification (regardless of school location), is adequate. Category (Free, Reduced, Full Paid) will be based on annual gross income rather than weekly or monthly income.
2. ELEMENTARY LUNCH CARDS
Each elementary student will be issued a lunch card.  Students will be responsible for replacing card if card is damaged.  Replacement cost applies regardless of category (Free, Reduced or Full Paid).  Replacement cost is $1.50 per card per replacement. This information is part of the Nutritional Services Packet available online. Secondary students will be required to present their current school ID card for validation of meal benefits.
3.     SACK LUNCHES - Please allow 5 day notice for sack lunch orders.
Sack lunches will be available for students who might not have access to the regular school cafeteria due 
to off campus, school related activities.  All sacks ordered must be accounted for by cash or card number.  Lunches ordered, but not accounted for by cash or card number will be charged to the ordering school’s activity account.                  
Please allow 5 day notice for sack lunch orders.

FIELD TRIPS or off site ATHLETIC EVENTS
COST:
                                             Students who qualify for Free Meals…………$ .00

                                             Students who qualify for Reduced Meals….... $ .40

                                             Students who qualify for Full Pay…………... $2.25
4.     STUDENT TRANSFERS
Please process new, transfer or withdrawn students to your building as soon as possible. Skyward student records are updated regularly and students not in the system are not able to be credited for meals. Student meal charges need to be collected at the time of withdrawal.  Skyward provides current meal status for students and should be checked at time of withdrawal.  Student meal fees not collected at the time of withdrawal will be charged to the site activity fund.
5.     ACCIDENT REPORTS
Accident reports involving Nutritional Services personnel should be completed at the accident location school.  Please forward a copy of completed accident report to Central Kitchen.

6.     DISCIPLINARY ACTION
The denial of meals or milk to any student in attendance at school as a disciplinary action is clearly contrary to the intent and purpose of the Child Nutrition Programs and the policy of Congress as expressed in legislation.
7.    STUDENTS WHO FAIL TO PAY FOR MEALS  

If a family does not pay for “charged” meals, you may wish to encourage the family to complete a Student Meal Benefit Application.  If the family does not qualify after completing the application or they do not wish to complete the application, the District is obligated to continue providing meals without receiving payment. Balances owed may be turned over to a collection agency, will carry forward from year to year, and will continue to accrue as the student continues to eat.
8.  ADULT MEAL PRICE PROCEDURE 

Nutritional Services will continue the A-la-Carte pricing for adult meals. This type of costing allows adults to pick and pay for only those items they specify and predetermined pricing would be set up for predetermined specific portions. These predetermined prices and predetermined portions would be consistent for both students and adults.

9.  DUTY MEALS 

2018-2019 Duty meals will be based on May 2018 participation count (These duty meals do not include Nutritional Services staff).  Duty meals will be designated by the principal and excess Duty meals will be charged to the school activity fund.   Duty trays will consist of the same items/portions as a student tray unless all students have been served and extra items are available. Extra items requested prior to all students being served will need to be paid at a-la-carte prices. 
Custodial Duty Meals only will be available at school sites that operate a for profit snack bar.  Other staff duty meals at those locations may be offered through the snack bar at the principal’s discretion.
DUTY MEAL PROCEDURE
Elementary:  Lunch duty meals will be assigned based on one (1) allowable meal per each 50 students of participation.   (These do not include Nutritional Services staff).  Duty meals will be designated by the principal.   Excess duty meals will be charged to the school activity fund.  Duty trays will consist of the same items/portions as a student tray.  Extra items will need to be paid at a-la-carte prices.
Heizer/Houston/Highland:     Lunch duty meals     No Supervisory Duty Meals, Police, TARS, guests, etc. will be provided at school sites that operate a for-profit snack bar.   Clean-up lunch duty meals will be provided through the Nutritional Services meal line for those custodial staff that assist with meals and/or clean-up of meal areas.  Duty trays will consist of the same items/portions as a student tray.  Extra items will need to be paid at a-la-carte prices.

Freshman High School/Hobbs High School:     Lunch duty meals will be assigned based on one (1) allowable meal per each 125 students of participation (this number is for Supervisory staff) Duty meals will be designated by the respective principal. All Duty Meals will be served through the Nutritional Services meal line.  No vendor services or Snack Bar services will be available as a Duty Meal.  Vendor/Snack Bar lines will be available on a pay status or as a charge to the school activity fund if designated by the principal.   Police, TARS, guests, etc. meals will be charged to school activity funds.  Clean-up lunch duty meals will be provided for custodial staff who assist with Commons/Dining Room clean-up.  Duty trays will consist of the same items/portions as a student tray.  Extra items will need to be paid at a-la-carte prices.
Based on Projected August 2015   Counts with 25 or more over break point (50) were rounded up
                                                        Counts with 24 or less over break point (50) were rounded down.
                                                        All secondary counts were rounded on break point of 50 

	Schools
	August 2018 Projected Enrollment  
	Free
	Reduced
	Free/Reduced as % of Enrollment
	2018 - 2019 Duty Meals

	

	BROADMOOR ELEMENTARY
	255
	239
	37
	72%
	6

	COLLEGE LANE ELEMENTARY
	527
	252
	44
	57%
	9

	CORONADO ELEMENTARY
	395
	226
	27
	64%
	7

	EDISON ELEMENTARY
	320
	276
	17
	92%
	6

	JEFFERSON ELEMENTARY
	367
	233
	49
	77%
	7

	MILLS ELEMENTARY
	357
	164
	49
	55%
	7

	MURRAY ELEMENTARY
SANGER ELEMENTARY
	527
356
	422
175
	56
59
	91%
66%
	7
6

	SOUTHERN HEIGHTS ELEMENTARY
	443
	360
	42
	91%
	9

	STONE ELEMENTARY
	444
	    155
	23
	40%
	8

	TAYLOR ELEMENTARY
	449
	299
	40
	76%
	8

	B. T. WASHINGTON ELEMENTARY
	255
	    210
	26
	93%
	6 

	WILL ROGERS ELEMENTARY
	289
	233
	34
	93%
	6

	

	HEIZER MIDDLE SCHOOL
	648
	458
	67
	81%
	2 Custodians

	HIGHLAND  MIDDLE  HIGH
	817
	396
	68
	57%
	2 Custodians

	HOUSTON  MIDDLE HIGH
	782
	413
	44
	59%
	2 Custodians

	FRESHMAN HIGH/ HOBBS HIGH
	707/1837
	349/812
	46/104
	50%/53%
	6/13

	                                                                               Includes Alternative School Duty Lunches - 4

	TOTALS
	9905
	5672
	815
	66%
	128


10.   Special Diets

Special dietary needs meals application forms are available on-line.  Forms must be signed by attending physician, school nurse and kitchen manger.  Forms must be updated each school year.

English:
Medical Statements For Students with Special Dietary Needs


 HYPERLINK "http://www.hobbsschools.net/UserFiles/Servers/Server_6/File/Nutritional%20Services/Instructions%20for%20Special%20Dietary%20Needs%20Form%20HMS%202010-2011%20-%20revised%207-8-10.pdf" \o "Instructions for Special Dietary Needs Form HMS 2010-2011" \t "_blank" Instructions for Special Dietary Needs Form
Special Diet Prescription Form

Spanish:
Declaración Medica para Estudiantes con Necesidades Especiales de Dieta
Instrucciones del Formulario para Necesidades Dietéticas Especiales
Formulario de Receta para Dietas Especiales
11.  CATERING/SPECIAL ORDERS
All special order requests must be sent through the Nutrition Services Web Page, Catering Request.

Nutritional Services supplies and services will require a Requisition number for school accounts and/or a check from non-school accounts (i.e. Booster Clubs, Parent Groups, and Individuals).  Schools will be notified at the end of each month to issue an additional fund if required, for excess Duty Meals, Guest Meals and/or unaccounted sack lunches, etc.

Sponsoring groups/Individuals not associated with the school district, will be required to pay for supplies and/or services at the time of the activity. If the sponsoring groups/individuals fail to provide payment at that time, services and/or supplies will not be provided.

Costs need to be estimated based on the number of participants indicated (not the number served).  Standard requisition procedure should be followed.  Actual billing will be forwarded to the Business Office and any adjustments (+ or -) will be made by Business Office personnel.  Nutritional Services refunds will be issued for overpayment of activities when a check is received.

Nutritional Services personnel will not be available for luncheon (10:45 a.m. to 1:45 p.m.) requests during the regular school year.  Supplies will take three (3) to five (5) days for delivery.  Orders for services for 50 or less must be received at least five (5) days in advance and orders for services for 51 or more must be received at least seven (7) days in advance and will be subject to number of other bookings already received.

Due to the changing supply market, supplies will be cost out on an “at time of delivery” basis. 
Off-site activities requiring delivery and set-up may require an additional cost.  Contact Nutritional Services office for information.

(Activities will be charged for equipment and utensils not returned or broken during off-site functions) 

[There will be a $25.00 deposit charge on insulated coolers provided by Nutritional Services Department.   Activities not returning coolers within three (3) operational days after the activity will lose their deposit.  Activities not returning coolers within five (5) operational days after the activity will be accessed the cost of the cooler. No costs will be charged for coolers provided by the activity.]
