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Introduction 

 
The Food and Nutrition Programs Division of the Texas Department of Agriculture (TDA) 

administers the National School Lunch, School Breakfast, Food Distribution, and Child & Adult 

Care Food Programs in Texas Public Schools.  This involves the reimbursement of federal 

program funds to participating school districts for meals served in schools. TDA is responsible 

for providing special marketing projects and procurement assistance to promote more nutritious 

eating habits, conducting on-site and off-site compliance monitoring, and coordinating training 

through the Regional Education Service Centers.  The Food and Nutrition Programs Division is 

located in the William B. Travis Building, 1701 North Congress Ave., Austin, Texas 78701, 

(512) 463-9734 and has a presence on the web at www.squaremeals.org 

 

The purpose of this Procedures Manual is to provide administrators and teachers with 

information regarding the School Breakfast, School Lunch, After School Snack, USDA 

Competitive Food Regulations, and the guidelines and procedures regarding the Food and 

Nutrition Services provided to the students of Fort Hancock ISD. 

 

The Food and Nutrition Services Department appreciates the assistance of administrators and 

teachers in following these guidelines to ensure compliance with State and Federal requirements.  

Please feel free to print any of the information and forms offered in this section.  This document 

and any necessary revisions are available on our website at: www.fhisd.net.  We encourage any 

comments and suggestions.  If you have any questions or suggestions please contact the Food 

and Nutrition Services Department at (915) 769-3811. 

 

ADMINISTRATIVE STAFF 

 

Director    Victoria V. Gonzalez 

  Cafeteria Supervisor   Norma Muniz 

  Cafeteria Manager   Cynthia Alvarado 
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SERVICES OFFERED 

 

SCHOOL BREAKFAST PROGRAM 

 

The School Breakfast Program (SBP) is a federally subsidized meal program administered by 

Texas Department of Agriculture (TDA) and operating in public schools.  This program provides 

nutritionally balanced breakfast meals at no charge to all students each school day through the 

District’s approved participation in the Provision II program.  The program was established 

under the Food and Nutrition Act of 1966 to ensure all children have access to a healthy 

breakfast at school to promote learning readiness and healthy eating behaviors.  Regulations 

require that all meals meet the recommendations of the 2010 Dietary Guidelines for Americans.  

These meals must meet the dietary specifications for calories, sodium, total fat, saturated and 

trans-fat requirements established by USDA. 

Fort Hancock ISD breakfast in the morning is from 7:15 AM to 8:30 AM prior to the first class 

period every day Monday through Friday. 

Choices are offered daily to meet the “Offer Versus Serve” Method.  In order for a breakfast 

meal to be reimbursable, a student must select 3 of the 4 components offered, including ½ cup 

fruit.  The student is allowed to take all food items offered.  Two options of fruit (100% juice and 

fresh/dried fruit) will be offered daily.  The cafeteria cashier will check breakfast tray at the end 

of the serving line to ensure the student has been served a reimbursable meal.  If student does 

not choose a reimbursable meal, then the student will be charged for items on the tray as A 

La Carte items and must pay the cashier. 

A student’s reimbursable meal is determined by how each item is menued.  The District must 

serve four food items which contain the following three food components: 

Grains 

Fruit (or Vegetable) 

Milk 

Adults and visitors are welcome to participate in the breakfast program.  The cost for an adult 

breakfast is $ 2.25.  Adults must pre-pay onsite at the time of service.   

 

**See TDA Administrator’s Reference Manual (ARM) 8.17 regarding Breakfast meal pattern. 
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NATIONAL SCHOOL LUNCH PROGRAM 

 

The National School Lunch Program (NSLP) is a federally subsidized assisted meal program 

administered by Texas Department of Agriculture (TDA) and operated by public schools.  NSLP 

provides nutritionally balanced lunches to students at no charge.  Contracting entities (CEs) that 

choose to participate in the NSLP receive reimbursement from United States Department of 

Agriculture (USDA) for each lunch they serve.  In return, CEs must serve lunches that meet the 

meal pattern requirements.  NLSP lunches must meet the regulations outlined in the final rule (77 

FR 4088) titled Nutrition Standards in the National School Lunch and School Breakfast 

Programs as a result of the Healthy, Hunger-Free Kids Act in 2010 and the 2010 Dietary 

Guidelines for Americans.    The meal pattern outlined in this rule is food-based and divided by 

age/grade groups.  The meal pattern focuses on specific nutrient standards: calories, sodium, 

saturated fat and trans-fat. 

 

 Adopting the meal pattern results in offering meals that offer:  

 

 Required daily servings of fruit 

 

 Required daily servings of vegetables plus a weekly requirement for Dark Green,  

Red/Orange, Beans/Peas (legumes), Starchy, and Other Vegetable subgroups. 

 

 Increased quantities of fruit and vegetables 

 

 Weekly meat/meat alternate ranges plus a daily requirement 

 

 Weekly grain ranges plus daily minimum requirements.  All grains offered are 

whole-grain rich 

 

 Fat-free (unflavored or flavored) milk only 

 

 Under Offer versus Serve (OVS), the student must select at least ½ cup of the 

fruit and/or the vegetable component to be considered a reimbursable meal.   

 

 Calorie minimum and maximum levels based on age/grade groups. 

 

 Sodium limits starting SY 2014-2015 

 

 Limit on saturated fat, elimination of trans-fat 

 

                    

While a smaller portion size is allowable for pre-kindergarten students, Fort Hancock ISD 

provides all students PK-5 the same portion size to facilitate transitions for younger aged 

students. 
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Fort Hancock ISD operates “Offer versus Serve” PK-12. This helps reduce food waste by not 

forcing students to take all five components and allows students to select food items they will 

consume.  At the minimum, students must take 3 components (each entrée provides 2 

components) including ½ cup fruit or vegetable.  All meals are qualified as reimbursable by a 

trained cashier at the point of service.  If student does not to choose a reimbursable meal, 

then the student will be charged for items on the tray as A La Carte items and must pay the 

cashier. 

 

Fort Hancock’s NLSP is an approved “Provision II” Program.  The District provides meals for 

all PK-12 students at no charge.  

 

Fort Hancock ISD lunch serving times are as follows: 

  Benito Martinez Elementary    11:00 AM to 12:30 PM 

                        Middle School                          11:20 AM to 12:00 PM 

   High School                             12:20 AM to  1:00 PM 

 

The District will follow the TDA ARM’s Policies and Procedures, Section 7: Counting and 

Claiming to record reimbursable meals. 

     

Federal regulations (effective 07/01/2014) allow students to take non-perishable food items with 

them for later consumption. 

 

Adults and Visitors are welcome to enjoy our lunch program at a cost of $ 4.00.  Meals must be 

paid at the point of service. 

 

 

SACK LUNCHES 

 
Procedures for Requesting Sack Lunches: 

 
We receive requests for sack meals to be prepared for extra-curricular activities, field trips and 

other special activity days at school. Sack lunches are also an alternative during testing days 

when students may eat lunch in the classroom to facilitate testing objectives.  This allows us to 

provide campuses meals for students at no cost to the campus and allows us to maximize our 

meal reimbursement and reduce food waste.  Proper record keeping is required for sack meals as 

with any other type of meal service.  Documentation required includes accurate meal counts 

taken at the point of service and food production records. 

 

The main objective is to ensure that each student served receives a high quality, safe, 

reimbursable sack meal.  The need for continued safe food handling practices after the meals 

leave the food service are of operation must be emphasized. 
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TWO WEEKS IN ADVANCE 

After the Administrator has approved the field trip, the teacher in charge must fill out a 

“Cafeteria Field Trip Lunch Request” two weeks prior to the field trip/activity and submit it to 

the Cafeteria Manager.  The form must include the Trip Itinerary Student Roster that was 

approved by Administrator.  This allows ample ordering time for food supplies.  Requests 

received after the two-week deadline may not be approved.  

 

 

USDA regulations require that milk be provided as a choice.  The student’s milk preference may 

be noted on form. 

 

If a Fort Hancock ISD bus will be used for the event, it is encouraged that prior arrangements be 

made by the campus administrator to have the sack meals picked up at the perspective cafeteria 

by the teacher/sponsor prior to loading of students.  The teacher/sponsor must provide an 

updated student roster at time of pick up to ensure the correct amount of sack lunches have been 

provided.  A “Justice For All Poster” will be provided to post at sight when sack lunches are 

served to students to comply with Federal civil rights law. 

 

 

MORNING OF THE ACTIVITY 

 

The teacher responsible for the field trip will come to the cafeteria and pick up sack meals.  The 

cafeteria manager/cooks will record the proper temperature of all food being dispensed.  

Manager will also provide training to teacher/group sponsor of counting and claiming 

reimbursable meals.  The teacher will ensure that meals are wholesome and eaten within four 

hours of leaving the cafeteria area.  The teacher is responsible for discarding any uneaten food.  

Federal regulations (effective 07/01/2014) allow students to take non-perishable food items with 

them for later consumption. 
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                      Fort Hancock I.S.D. 

CAFETERIA 

FIELD TRIP LUNCH REQUEST 

 

 

CAMPUS:___________________    Date of Trip:__________ 

Class or Sport Team: ______________________________________  

Teacher/Sponsor: _______________    Number of Students: ______ 

 

Will students be attending Breakfast:        Yes             No 

  If no, will Breakfast Sacks be needed:         Yes           No 

  Time Breakfast will be picked up:  ______ a.m. 

 

Will students be attending Lunch:             Yes            No 

  If no, will Sack Lunches be need:          Yes              No  

  Time Sack Lunches will be picked up:  ___________ a.m. 

 

 

PLEASE SUBMIT COPY OF STUDENT TRAVEL ITINERARY WITH REQUEST. 

 

Please submit field trip requests two (2) weeks in advance of trip.  Please notify the cafeteria manager if 

there are changes to the student itinerary for accurate count. If you have any questions contact the 

cafeteria manager at ext. 1308. 
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MENU CHANGES 

 
       

  PROCEDURE FOR REQUESTION MENU CHANGES 

 

There may be instances when a school or classroom requests that the menu for the day be changed to 

accommodate a special event or activity.  The Food and Nutrition Services Department will gladly grant 

your request as per the following: 

 

Menu Change Request Form                            

Requests for menu changes must be made on the Menu Change Request form.  A copy of this form is 

attached.  Additional forms are available on the school district’s website: www.fhisd.net . 

 

 

USDA Requirements 

Please keep in mind that certain USDA requirements must be met.  All menu changes must still be in 

compliance with meat pattern requirements.  This included a choice of milk for all students and proper 

accountability of meals served. 

 

Cancellations 

Should a cancellation occur, the Cafeteria Manager must be notified one-day prior to the scheduled event.  
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FORT HANCOCK ISD 

FOOD & NUTRITION SERVICES DEPARTMENT 

REQUEST FOR MENU CHANGE 

 
SCHOOL NAME:  ______________________                    # MEALS REQUESTED: __________ 

 

GROUP:  _____________________________   TODAY’S DATE: ________________  

 

TEACHER: ___________________________   MENU DATE:  __________________ 

 

 

PRINCIPAL’S SIGNATURE: 

_____________________________________________________ 

 

In order for request to be approved, the department requires 10 working days advance notice.  

Orders not meeting this timeline may be denied.  

 

 

Campus Responsibility                                 

 

2 Weeks advance required.  Person requesting meals assumes the responsibility of 

providing the cafeteria manager with a student roster of all students that were part of this 

request.  Requested Menu items may vary upon availability of food products.     

 

     

 

Cafeteria Manager Responsibility 

 

 

Requested 

Meal 

Component 

 Campus 

  Requested  

Menu 

Portion 

Size 

New Lunch 

Component 

 

Changed 

Menu 

 

Portion 

Size 

   

 

Meat/MA 

  Meat/MA   

 

Grain 

  Grain   

 

Vegetable 

  Vegetable    

 

Fruit  

  Fruit   

 

Milk 

  Milk   

 

Signature of Teacher/Principal Receiving Meals:  ___________________________________ 

 

Signature of Cafeteria Manager Approval: ___________________________________ 
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AFTER SCHOOL SNACK 
 

 

Public schools operating the National School Lunch Program (NSLP), may also choose to 

participate in the Afterschool Care Program (ASCP). 

 

Students participating in afterschool activities in a school setting may be eligible to receive free 

snacks.  There is no federal requirement for after school care sites operating under this provision 

to have either federal, state, or local licensing or approval as a condition of eligibility.  However, 

to qualify under this provision, these programs must be organized to provide children with 

regularly scheduled activities in a setting that is structured and supervised.  The program does 

not have to occur daily to be considered as regularly scheduled.  While eligible programs would 

not need to establish formal enrollment procedures, they must have a means of determining that 

children are present on a given day.  Documentation could include a roster of sign-in sheet. 

 

Eligible programs must include education or enrichment activities in organized, structured, and 

supervised environments.  Any extracurricular activities, such as the school choir, debate team, 

drama society, and homework/credit recovery/tutoring can qualify to participate under this 

provision if the basic purpose is to provide after school care as defined above and be open to all 

students.  A site is allowed to limit participation for space and security concerns but not for other 

reasons.  A program that includes supervised athletic activity along with education or enrichment 

activities may participate as long as the program is open to all and does not limit membership for 

reasons other than space or security considerations.  If students are participating in scholastic and 

competitive interscholastic sports teams, a snack may be offered only if an accompanying 

enrichment activity is occurring on campus. 

 

Afterschool care programs that are designed to accommodate students with special needs or that 

have other limiting factors may be eligible to participate in the ASCP.  Special needs may 

include programs targeted to children who have learning disabilities or programs for 

academically gifted students. 

 

 

 

 

 

PROCEDURE FOR ORDERING AFTER SCHOOL SNACKS 

 

Proper record keeping is required for all afterschool snacks offered just as other programs 

administered by Food and Nutrition Services Department.  These requirements include: meal 

counts taken at the point of service, food production records, and student rosters reflecting 

participation in afterschool activities.  Documentation required includes accurate count and 

claiming procedures as required by TDA. 

 

The main objective is to ensure that each student served received a high quality and safe 

reimbursable afterschool snack.   The need for continued safe food handling practices after the 

meals leave the food service area of operation must be emphasized. 
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TIME OF OPERATION 

The Afterschool Care Program applies to schools that provide care for children after their school 

day (instructional day) has ended.  Under no circumstances may snacks be reimbursed in 

programs operated before or during the child’s instructional day.  Reimbursement may not be 

claimed for snacks served on Saturdays, weekends, and vacation periods. 

 

Fort Hancock provides Afterschool snacks at the end of instructional days on Tuesdays, 

Wednesdays, and Thursdays during tutoring.   

 

CONTENTS OF SNACKS 

Snacks served under this provision must meet the meal pattern for snacks.  Snacks shall contain 

two different components from the following four components: 

 A serving of fluid milk as a beverage or with cereal; 

 A serving of meat or meat alternate. Nuts and seeds and their butters listed in 

program guidance are nutritionally comparable to meat or other meal alternates 

based on available nutritional data; 

 A serving of vegetable(s) or fruit(s) or full-strength vegetable or fruit juice or an 

equivalent quantity of any combination of these foods.  Juice may not be served 

when milk is served as the only other component; 

 A serving of whole-grain bread; or an equivalent serving of cornbread, biscuits, 

rolls, muffins, etc., made with whole-grain or a serving of cooked whole-grain 

pasta or noodle products such as macaroni, or cereal grains such as rice, bulgur, or 

corn grits; or an equivalent quantity of any combination of these foods. 

 

OTHER MEAL SERVICE INFORMATION 

 There is not Offer versus Serve 

 Both components must be offered in full portions. 

 It is recommended that sweet items be served no more than twice a week. 

 Special attention should be given to the fruit/vegetable/juice component, because of the 

portion size, which is ¾ cup.  

 

 

RECORD KEEPING 

At a minimum, school districts participating under this provision must maintain these records for 

at least 7 years, or longer if needed to comply Federal requirements.  

 

 If all snacks are claimed free, documentation that the site has at least 50 percent of the 

enrolled students certified eligible for free or reduced-price meals or is physically located 

in the attendance area of an eligible school. 

 Meal counts (total number of meals qualifying for free reimbursement for all children for 

area-eligible; meal counts by type for non-area eligible sites.) 

 Documentation of individual children’s attendance on a daily basis (roster or attendance 

record). 

 Documentation of compliance with meal pattern requirements (production records). 

 Documentation of on-site reviews conducted at each snack site. 
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CAMPUS RESPONSIBILITIES: 

 Each campus secretary must submit a student count of students attending afterschool 

tutoring for the day.  It is the campuses responsibility to advise cafeteria staff when 

counts increase or decrease. 

 Afterschool sponsors must submit sign-in rosters and meal count forms for previous day 

service to the cafeteria manager for counting and claiming purposes and they are 

responsible for ensuring students participating receive only 1 snack per day. 

 Afterschool sponsors must return all leftover snack items promptly to the cafeteria. 

 

If above campus responsibilities are not met, campus will be invoiced planned snack 

participation at the cost of $1.50 per snack. 

 

FOOD SERVICE RESPONSIBILITIES: 

 Ensure all eligibility criteria is met prior to starting service. 

 Prepackaged reimbursable meal items daily to facilitate counting and claiming. 

 Enter into point of sale software reimbursable snacks from prior day and complete food 

production documentation. 

 

Adults and visitors are welcome to participate in ASCP snacks at a cost of $1.50.  Meals must be 

pre-paid or paid at the point of sale. No charges are allowed. 

 

 

 

 

 

 

SPECIAL DIETS 
 

 

CHILDREN WITH SPECIAL DIETARY NEEDS 

In recent years, we have seen increasing emphasis on the importance of ensuring children with 

disabilities have the same opportunities as other children to receive an education and education-

related benefits, such as school meals. 

 

Congress first addressed this concern in The Rehabilitation Act of 1973, which prohibits 

discrimination against qualified persons with disabilities in the programs or activities of any 

agency of the Federal Government’s Executive Branch or any organization receiving Federal 

financial assistance. 

 

Subsequently, Congress passed the Education of Handicapped Act (now, the Individuals with 

Disabilities Education Act), which requires a free and appropriate public education be provided 

for children (ages 3 through 21) with disabilities, and the Americans with Disabilities Act, a 

comprehensive law that broaches and extends civil rights protections for Americans with 

disabilities. 
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One effect of these laws has been an increase in the number of children with disabilities who are 

being educated in regular school programs.  In some cases, the disability may prevent the child 

from eating meals prepared for the general school population. 

 

The U.S. Department of Agriculture’s (USDA) nondiscrimination regulation, as well as the 

regulations governing the National School Lunch Program (NSLP) and School Breakfast 

Program (SBP), make it clear that substitutions to the regular meal must be made for children 

who are unable to eat school meals because of their disabilities when that need is certified by a 

licensed Physician. 

 

In most cases, children with disabilities can be accommodated with little extra expense or menu 

modification.  The nature of the child’s disability, the reason the disability prevents the child 

from eating the regular school meal, and the specific substitutions needed must be specified in a 

statement signed by a licensed Physician. 

 

PROVIDING SPECIAL MEALS TO CHILDREN WITH DISABILITIES 

Prior to making any diet substitutions or diet changes for any child with a disability, school 

officials must ensure that the following two steps are completed: 

The parent/guardian must provide a written medical statement.  For the medical statement to be 

valid, it must be written by a medical authority licensed to write prescriptions by the State and 

provide it to the school officials.  The statement must state the following; 

 

 The child’s disability 

 An explanation of why the disability restricts the child’s diet 

 The major life activity affected by the disability: and 

 The food or foods to be omitted from the child’s diet and the food or choice of foods that 

must be substituted. 

 

Evaluate the physician’s statement to see if it includes the required information above and meets 

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA).  

Many schools refer to this simply as a “504”.  If the child’s physician statement does include the 

required information and the disability is included in these Acts, the school must develop an 

Individualized Education Plan (IEP) for the child or include the physician’s statement in the 

child’s existing IEP. 

 
SERVING THE SPECIAL DIETARY NEEDS OF CHILDREN WITHOUT DISABILITIES 

Children without disabilities but with special dietary needs (such as lactose intolerance, allergies, 

cultural dietary restrictions) requiring food substitutions or modifications, may request that the 

Food & Nutrition Services Department meet their special nutrition needs.  Fort Hancock ISD 

will decide these situations on a case by case basis.  Documentation with accompanying 

information must be provided by a recognized medical authority.  While School Food 

Authorities are encouraged to consult with recognized medical authorities where appropriate, 

schools are not required to make meal modifications based on food choices of a family or child 

regarding a healthful diet.  Special diet modifications will be completed for children with 

diagnosed medical conditions and life threatening allergic reactions. 
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PROCEDURE FOR REQUESTING SPECIAL DIET MODIFICATIONS 

 Parents of children requiring special diet modifications, may obtain a special diet form 

from the Child Nutrition Department or may bring a form provided by the child’s 

physician. 

 The special diet form is to be filled out by the child’s physician. 

 Parents should bring form back to the campus nurse or cafeteria manager. 

 The cafeteria manager or campus nurse will forward completed form to the Food & 

Nutrition Services Department office via fax: (915)769-3940 or email to 

calvarado@fhisd.net  

 Child Nutrition staff shall make food substitutions or accommodations for students with 

those disabilities as outlines in the special diet order form. 

 Substitutions for students with disabilities shall be based on a prescription written by a 

licensed physician. 

 Under no circumstances is school CNP staff to revise or change a diet prescription or 

medical order. 

 The cafeteria manager shall ensure that children with Special Dietary Needs are served 

the appropriate diet. 

 When uncertainty arises or the diet cannot be located, the manager shall notify the Child 

Nutrition Director. 

 If the parents or students cannot provide the CNP with current statement, a special diet 

shall not be provided unless the parent is in the process of obtaining the current diet 

prescription. 

 A school nurse may initiate the request if it is in the student’s best medical interest.  The 

school nurse must submit a written request to the Child Nutrition Dept. 

 Verbal requests must be followed by a written request with a licensed physician signature 

within five (5) business days. 

 In accordance with USDA’s regulations for substitutions or modifications in school 

meals for children whose disabilities restrict their diet, all diet orders must be updated 

every year. 

 This documentation is required to justify that the modified meal is “reimbursable”, as 

defined by federal guidelines, and to ensure any meal modifications meet nutrition 

standard that are medically appropriate for the student. 

 

 

 

 

OTHER OPERATIONAL ISSUES 

 

EQUAL ACCESS FOR ALL STUDENTS 

When planning for special functions, parties, field trips, etc., the Food and Nutrition Services 

should be involved in the process to ensure that students are not denied meals and that meals 

claimed for reimbursement meet requirements.  For instance, when field trips are planned, the 
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 Food and Nutrition Services can provide sack lunches for those students who request one.  All 

cafeterias must have available Justice for All Posters  as well as a compliant form in case of a 

compliant involving discrimination based on age, race, national origin, sex, and disability.  If a 

student feels they have been discriminated against, cafeteria manager must have student 

complete form.  That form must be forwarded immediately to Food and Nutrition Services 

Director, who in turn, must submit to Texas Department of Agriculture.  (See Complaint 

Procedures). 

 

DENIAL OF MEALS AS A DISCIPLINARY ACTION 

USDA policy prohibits the denial of meals as a disciplinary action against any student who is 

enrolled in a school participating in the Food and Nutrition program.  Disciplinary action which 

indirectly results in the loss of meals is allowable (e.g. a student is suspended from school).  

When the withholding of meals is the disciplinary action or if the disciplinary action directly 

results in the loss of meals, it is inconsistent with the law and is not allowable.  Teachers and 

volunteers must be trained that students must be allowed access to all meal items offered 

regardless of behavior or conduct.  Students in ISS eating in a different location, or during a 

different time as the rest of the student population, may receive an alternate menu meeting 

Federal meal requirements but may not be denied meals. 

 

REGULATIONS REGARDING DISCIPLINARY ACTION 

When considering a disciplinary action against any student, school officials must ensure that 

such action is consistent with the above policy and must make a reimbursable meal available to 

any child attending school who, for disciplinary reasons, is not allowed to eat in the cafeteria. 

 

 

MEAL ACCESS FOR IN-SCHOOL SUSPENSION (ISS) STUDENTS 

All students, including ISS students, must have equal access to food service (all lines and meal 

types) if they are allowed to go to the cafeteria to receive meals during regular meal periods.  If 

ISS students are allowed access to the cafeteria, either before or after regular serving times, they 

may be limited to only one reimbursable line or meal type.  In such a situation, the ISS students 

would have to be able to receive and consume their meals prior to, or after, the regular meal 

periods for other students. 

 

ADEQUATE MEAL SERVICE PERIODS 

USDA encourages schools to make every effort to establish meals periods that are long enough 

for children to fully consume their meals and to provide an environment conducive to eating 

those meals.  It is important, both nutritionally and socially, to give children sufficient time, a 

conducive atmosphere, and a safe environment to eat nutritious meals.  At a minimum, students 

be give 10 minutes after meal service to consume breakfast and 20 minutes after meal service to 

consume lunch.     

 

MEAL TIMES FOR BREAKFAST, LUNCH, SNACK 

Regular times specified in regulations for National School Lunch Program have been identified 

as 11 a.m. to 12:30 p.m. Breakfast hours would be identified as meal service prior to 10 a.m. in 

most circumstances.  All campuses are encouraged to allow students to eat breakfast when they 

are late arriving at school.  However, this is not a requirement.  Snacks to be claimed in the 

Afterschool Care Program (ASCP) are to be served at the end of the student’s school day.  The 

snack program has no ending time frames. 
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MEAL SERVICE FOR OFF-SITE CONSUMPTION 

NSLP and SBP authorizing legislation and regulations clearly intend that reimbursable meals 

prepared under the programs are to be served and consumed in the cafeteria or other designated 

eating areas.  Therefore, meals may not be prepared off-site consumption for children and adults. 

 

Meals consumed on school-sponsored, supervised field trips may be reimbursed since the meals 

are served and consumed as part of a school-related function.  Meals served during such field 

trips should be subject to especially stringent sanitary and precautionary measures to avoid food 

contamination and spoilage. 

 

NSLP regulations state that midday means between 10 a.m. and 2 p.m. and that reimbursable 

lunches would normally need to be served between these hours.  It is further specified that 

evening meals cannot be considered lunch and that such meals should not be reimbursed. 

 

EQUIPMENT USE 

Equipment used for the Food and Nutrition Programs shall be used by the School Food Authority 

in the program(s) that is was acquired for as long as needed.  When equipment is no longer 

needed for the program, the equipment may be used in other USDA programs, provided the use 

will not interfere with the work/program for which the equipment was originally acquired.  First 

preference shall be given to other USDA programs for use.  If acquiring replacement equipment, 

the SFA may use the equipment to be replaced as a trade-in or sell the property and use the 

proceeds to offset the cost of the replacement property. Use of cafeterias and associated 

equipment by others who are not employed by Food and Nutrition Services Department is 

strictly prohibited 

 

SECOND SERVINGS OR MEALS TO STUDENTS 

Federal regulations governing the National School Lunch and Breakfast Programs prohibit the 

reimbursement for second meals.  The regulation states that production and participation records 

must be planned with the objective of providing one reimbursable breakfast and lunch per child 

per day.  Therefore, all students may purchase a second tray at the full price or purchase second 

servings at the a la carte prices. 

 

 

 

 

LEFTOVER FOOD 

Employees, students, school personnel, and parents shall not consume leftover prepared food 

from another person’s tray.  Consumption is prohibited to prevent spread of infection or disease 

through served leftover food from one person to another.  All perishable food and beverage items 

must be disposed of immediately at the completion of each meal service.  All left over items 

must be documented on the food production records and then disposed.  At no time may any 

district employee take leftover food items from school meal programs home.  Managers may 

refer to the Texas Food Establishment if it does permit non-perishable food items served to 

students as part of the regular meal service to be taken by the individual student for consumption 

later in the day. 
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ADULT MEAL PRICING 

 
Federal commodities and federal reimbursement funds are designated to provide meals for 

students only.  The federal government sets reimbursement rates for student meals only.  It does 

not provide funds or USDA Food Commodities for adult meals.  Therefore, we must charge 

adults the full cost of a meal in order not to compromise food and nutrition program funds.  At a 

minimum, the adult/visitor price must be greater than the free reimbursement plus the sum of 

commodity entitlement value. The District uses the Adult Meal Calculator Worksheet provided 

by TDA to determine cost of an adult meal. 

 

Meals for adults are as follows: 

 

For the 2019-2020 school year the adult, visitor, staff, and student second meal price is: 

 

Breakfast: $ 2.25 

 

Lunch:  $ 4.00 

 

Afterschool Snack:     $ 1.50 

 

 

MEAL CHARGE POLICY 

The District does not allow charges for any meals or a la carte purchases.  The person must pay 

for their meal or a la carte item at the point of service.  The Child Nutrition personnel is 

responsible for collecting payment for the meals at the point of service.  All households are to be 

notified at the start of each school year that no charging is allowed.  If a parent/student luncheon 

is scheduled, the perspective campus scheduling the event must communicate with the cafeteria 

manager to make arrangements.  The meals must be prepaid prior to the scheduled event.  The 

cafeteria manager will supply tickets and create a roster with names of people attending to ensure 

an accurate account of the meals.  

 

 

 

NUTRITION EDUCATION 

It is the aim of the Food and Nutrition Services Department to promote nutrition and encourage 

better eating habits among all students in the District.  To fulfill this goal, the Food and Nutrition 

Services Department will work closely with the School Health Advisory Council (SHAC) to help 

improve nutrition, health and wellness in our schools and community. 

 

 

PROCUREMENT 

The Child Nutrition department shall comply with state and federal purchasing laws and the local 

Board Policy, CH Legal and Local. All procurement should maximize the benefit of full and 

open competition.  Refer to the Texas Department of Agriculture ARMS Manual (Section 17:  

Procurement Guide), the Fort Hancock ISD State and Federal Grants Manual, and the Fort 

Hancock ISD Nutrition Department Procurement Procedures Manual for guidance and 

competitive bidding information. 
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CIVIL RIGHTS 

Under USDA Regulations, contracting entities must assure that school nutrition programs (SNP) 

benefits are made available to all eligible individuals.  The Child Nutrition Dept. or employees 

must not separate or segregate students or provide different meal services based on age, color, 

disability, national origin, race, and gender.  Civil Rights requirements protect all students 

participating in SNP’s from discrimination, it also protects the rights of any student who chooses 

not to participate.  Students cannot be required to participate in SNP. 

 

NONDISCRIMINATION STATEMENT 

 The Fort Hancock ISD must include the nondiscrimination statement on all forms of 

communication and printed information that are sent to student households. This includes menus, 

letters to parents, and notifications.  The nondiscrimination statement is issued by the United 

States Department of Agriculture (USDA), and the CE must include the statement in its entirely.  

USDA provides this statement in English and Spanish. The statement can be located in the TDA 

Arms, Section 19.11. 

 

COMPLAINT PROCEDURES 

All SNP complaints alleging discrimination based on race, color, national origin, sex, age, or 

disability, verbal, written, or in person must be accepted by SNP personnel and must be 

forwarded to TDA or USDA.  

 

 Child Nutrition employees must follow these procedures: 

 

The Child Nutrition employee must fill out the form the district provides that indicates if the 

complaint was made verbally, in writing, or in person. Name of the employee that received the 

complaint and if the employee transcribed the complaint, and documentation that demonstrate 

that the employee did not attempt to resolve the complaint without forwarding the complaint to 

TDA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18 



Fort Hancock Independent School District 

Food & Nutrition Services 

Food & Nutrition (F&N) Complaint Procedures 

1.  Give the customer the instructions where to find the Discrimination complaint form which   

  may be obtained online at https://ocio.usda.gov/document/ad-3027 or by calling 

  (866) 632-9992, or writing a letter addressed to USDA. 

 

2.  Inform the complainant on how to submit the written complaints and any documentation   

     to TDA or USDA by mail, fax, or by emailing a scanned copy. 

 

*If submitting a complaint via email, the complainant must submit the completed 

F&N Formal Complaint and documentation to the following email address: 

FN.QAQC@TexasAgriculture.gov 

 

*If submitting the complaint via mail or fax, please submit the completed F&N 

Formal Complaint and documentation to the following F&N office: 

 

  Mailing address: Texas Department of Agriculture 

Food and Nutrition 

PO Box 12847 

Austin, TX 78711 

 

    Fax:  888-203-6593 

 

If file directly to USDA: 

          Mailing address:  U.S. Department of Agriculture 

     Office of the Assistant Secretary for Civil Rights 

     1400 Independence Avenue, SW 

     Washington, D.C. 20250-9410 

       or 

    Fax: (833) 256-1665 or (202) 690-7442; 

       or 

    Email: program.intake@usda.gov 

 

    

 

Employee receiving complaint please complete the following: 

Choose one: 

Was the complaint done:  □ Verbally     □ In writing     □ In Person 

 

Complaint received by: _______________________       Date: ______________ 

 

https://ocio.usda.gov/document/ad-3027
mailto:FN.QAQC@TexasAgriculture.gov
mailto:program.intake@usda.gov


Was Complaint Transcribed:  □ Yes     □ No 

 

 

1.  Notify the Child Nutrition Director 

Please attach documentation to demonstrate employee did not attempt to resolve the 

complaint without forwarding the complaint to TDA. 

 

 

2. The Child Nutrition Director will notify the District. 

 

 

In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from 

discriminating on the basis of race, color, national origin, sex, disability, age, and reprisal or retaliation for prior civil rights activity. (Not all 

prohibited bases apply to all programs.) 

Program information may be made available in languages other than English.  Persons with disabilities who require alternative means of 

communication for program information (e.g. Braille, large print, audiotape, and American Sign Language) should contact the  responsible State 

or local Agency that administers the program or USDA’s TARGET Center at (202) 720-2600(voice and TTY) or contact USDA through the Federal 

Relay Service at (800) 877-8339.  

To file a program discrimination complaint, a complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form, 

which can be obtained online, at https://www.ocio.usda.gov/document/ad-3027, from any USDA office, by calling (866) 632-9992, or by writing 

a letter addressed to USDA.  The letter must contain the complainant’s name, address, telephone number, and a written description of the 

alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged 

civil rights violation.  The completed AD-3027 form or letter must be submitted to USDA by:  

 

 (1)Mail:  U.S. Department of Agriculture 
   Office of the Assistant Secretary for Civil Rights 

                1400 Independence Avenue, SW 
Washington, D.C. 20250-9410; 

 
or 

 
(2)Fax: (833)256-1665 or (202) 690-7442; 

 
 or 

 
(3)Email:  program.intake@usda.gov 

 

This institution is an equal opportunity provider 
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