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SSU Policies and Procedures for Meal Plan Assignments, Refunds, and
Reductions

A Unit of the University System of Georgia

	Title:  Meal Plan Assignments, Refunds, and Reductions
	Date Created:  January 25, 2011

	Functional Area: Auxiliary Services 
	Last Updated: 

	Purpose: To provide guidance to Auxiliary Services and Residential Services and Programs staff in assigning meal plans and in providing meal plan refunds and reductions

	Documents (Info) Needed:  Information as to whether a student is a first-time freshman, the student’s age, or whether the student is a graduate student

	Primary Position Responsible: 
	Auxiliary Services; Residential Services and Programs

	Reviewed By <or> Reviewed By: 
	Auxiliary Services

	Process Frequency: 
	As Required

	Prerequisite Process:   None

	Subsequent Process:   None


POLICIES:

For meal plan purposes, a “freshman” means a “first-time freshman”, a student who has come directly to SSU from high school.  Non-freshman (“upperclass”) students are those who have lived at SSU previously.  Students designated as “freshman” in the fall semester will retain the definition for spring semester.
Students will initially be assigned the “regular” meal plan for their classification (20-meals-a-week for freshmen and 14-meals-a-week for upperclass students), and may request a dining dollar plan in their category only through the Friday of the first week of each semester.  No meal plans or dining dollars transfer to the following semester, and there are no refunds for missed meals.  Only one meal (or meal equivalency) can be purchased each meal period.  Resident plans roll over at the end of each semester and are not changed unless specifically requested in writing by the student.
Prorated charges for students leaving the residence halls are calculated as follows:

· For board plans without dining dollars – charge per day, as programmed in Banner
· For board plans with dining dollars – charge per day, plus excess amount of dining dollars in the period of usage

Commuter meal plans provide up to five meals (meal equivalencies) for each meal period.  Commuter meal plans are non-refundable, unless a student with a commuter meal plan withdraws from the university prior to using all of the meals on the plan.  In this case, the student will be refunded the difference (if any) of the amount of the plan, less the casual rate of the meals the student has consumed in that period.   
A student with a commuter meal plan moving into a residence facility without using all of the meals on the plan must use all of those meals through the upcoming Sunday.  The new resident meal plan for this student will be assigned beginning the following Monday, at a prorated amount programmed into Banner.  Unless it is within the first full week of the semester, only meal plans without dining dollars can be assigned to students moving into housing after the semester begins.

Only commuter meal plans will be sold during the summer.

Students will be offered a “reduced” meal plan in these circumstances:

· They have an off-campus job which, together with their class schedule, conflicts with their ability to eat at the main meal times on campus.  This must be documented by a job schedule on the employer’s letterhead, and three pay stubs within the first 45 days of the semester.  Otherwise, the meal plan is set back to the original plan.

· They work on-campus for Thompson Hospitality and provide documentation that the cost of some of their meals is taken from their pay. 
· They have a documented dietary requirement or medical disability, confirmed by a medical doctor, that cannot be met by the food service on campus.

The meal plan will be reduced to the 5-meal plan for freshmen and upperclass students, unless analysis shows that 14 meals can be eaten each week.  Students working on-campus and/or involved in Athletic, Band, or other student activities, are not eligible for meal plan reductions unless they qualify as indicated above.
Students who come to a dining venue must have their valid SSU ID Card with them; otherwise, they will be required to pay cash.

PROCEDURES:

Communication about the Initial Resident Meal Plan Assignment
The following verbiage or its substantive equivalent, shall be used in Auxiliary Services and Residential Services literature describing initial resident meal plan assignments, as well as in the Residential Services housing contract:

All first-time freshmen living on campus must purchase a “freshman meal plan”, regardless of their housing assignment.  All other resident undergraduate students, aged 24 and under, must purchase at least an “upperclass meal plan”, but may purchase a freshman plan.  Resident students aged 25 and older, as well as graduate students, are exempt from the meal plan requirement.

Verbiage describing refunds and reductions will follow the policy and procedures indicated in this document.
Initial Meal Plan Assignments

Resident Plans.  Residential Services and Programs (Housing) staff is responsible for assigning meal plans to resident students, based on the agreed criteria.  Housing assignments are made and designated in an Excel spreadsheet, then manually entered into Banner prior to the start of the fall semester.  When entering the meal plan for each student into Banner, staff shall assign a freshman meal plan to any freshman student who has not previously had a housing assignment in Banner.  The “regular” (20-meals-a-week) freshman meal plan will be assigned unless the student has specifically requested in writing another freshman plan.  Exceptions to this procedure will be any first-time student who is 21 or older, or is a graduate student.  Students 21-24 will be assigned an upperclass meal plan; students 25 or older and graduate students will be exempt from a meal plan.
Students whose classification is anything other than “freshman” shall be assigned the “regular” (14-meals-a-week) upperclass meal plan unless they have specifically requested in writing another upperclass plan.  Exceptions to this procedure will be any student who is 25 or older, or a graduate student; these students will be exempt from a meal plan.
Resident plans are assigned in Banner and transfer automatically to Blackboard.

Commuter Plans.  Auxiliary Services staff is responsible for assigning commuter meal plans, upon completion of the application form by the student.  Students should be counseled to consider (1) whether they are on the waitlist for resident housing and (2) how many meals a week they expect to be on campus to eat.  Unless they are here on the weekends, commuters should count on being on campus no more than 75 days a semester.  Commuter meal plans are assigned in Banner and transfer automatically to Blackboard.  When assigned in Banner, commuter meal plans must be marked “do not roll”.
Faculty/Staff and Complimentary Meal Plans.  Auxiliary Services staff is responsible for assigning faculty/staff and complimentary meal plans.   Faculty/staff plans are paid for in advance at the university cashier’s office.  Payment may be made through payroll deduction.  The payment receipt is provided to Auxiliary Services staff, along with the meal plan application form.  Faculty/staff meal plans are assigned in Blackboard, as a commuter meal plan corresponding to the request/payment.
Complimentary meal plans are authorized by the Vice President of Business and Financial Affairs or the Vice President of Student Affairs (for students and Student Affairs staff).  Upon authorization, employees are assigned a “Comp One Meal” or a “Comp Any Meal” plan in Blackboard, depending on the authorized allocation.
Meal Plan Changes 
The following meal plan changes may be made during the semester:
Change from “regular” resident meal plan to dining dollar meal plan.  This change is made by Residential Services and Programs staff upon completion of a form by the student, and can only be made during the first full week of each semester.  The “regular” meal plan is made inactive, and the appropriate dining dollar plan (based on classification) is made active in Banner.  The resulting cost to the student will remain the same, since the cost of each “regular” plan and its corresponding dining dollar plan are the same.
Change from “regular” resident meal plan to reduced meal plan.  This change is made by Auxiliary Services upon completion of a form and submission of required materials by the student, and can be made anytime during the semester, effective on the subsequent Monday morning.  The “regular” meal plan is made inactive in Banner, and the reduced meal plan is made active.  This will result in the student being charged a prorated amount for the “regular” meal plan cost through the day before the reduced meal plan begins.  The cost of the reduced meal plan is prorated as of the day it is effective.
Change from upperclass meal plan to 20-meal-a-week plan.  This change is made by Auxiliary Services upon completion of an application form by the student.  It can be made anytime during the semester, and can be effective immediately upon request.   The upperclass meal plan is made inactive in Banner and the 20-meal-a-week plan is made active.  The cost of the upperclass meal plan is prorated through the day prior to the effective date of the change, and the cost of the 20-meal-a-week plan is prorated as of the day it is effective.
Change from commuter meal plan to resident meal plan.  Students waitlisted for resident housing should be encouraged not to purchase a meal plan or, if they do, to purchase a small one.  They should be provided with the Auxiliary Services handout reminding them that commuter meal plans are non-refundable.  This meal plan change is made by Residential Services and Programs.  When students are told their housing is available, they should be asked if they have an active commuter meal plan.  If so, they must be advised that they should use all of their remaining meals by the upcoming Sunday evening, or they will forfeit their missed meals.  The resident plan is made active in Banner effective the upcoming Monday morning, and the commuter meal plan is marked “WD” (withdrawn), so that the charge remains on the student’s account for the commuter plan.  The resident plan is prorated as of the effective date.
Change from resident or commuter meal plan to complimentary meal plan.  These changes are made in Auxiliary Services.  The four SGA officers and three other students sitting on the Food Service Committee are provided with complimentary meal plans.  Authorization is granted by the Vice President of Student Affairs.  These are essentially 20-meal-a-week plans, wherein only one meal (or meal equivalency) can be eaten each meal period.  For SGA officers, whose plans begin at the beginning of the semester, the Comp plan in assigned in Banner and transferred automatically to the Comp Any Meal plan in Blackboard.  For students assigned to the Food Service Committee later in the semester when they already have active meal plans, the procedures are as follows:

· For resident plans, the board plan is made inactive in Banner and the Comp plan is made active.
· For commuter plans:

· The commuter plan is marked “WD” in Banner
· The Comp meal plan is made active in Banner

· The student is refunded for uneaten meals by subtracting the amount of eaten meals at the casual rate from the total cost of the commuter meal plan purchased, and a credit issued to the student’s account using TSAMASS in Banner.
Meal Plan Refunds for Students Withdrawing from the University
Refunds for students withdrawing from the university with a resident (board) meal plan without dining dollars.  This is automatically calculated by Banner. 
Refunds for students withdrawing from the university with a dining dollar plan.  Follow these steps:
1. Deduct the dining dollar amount from the cost of the meal plan.

2. Divide the result by the number of weeks in the semester (16).
3. Multiply the result by the number of weeks the plan was actually used.

4. Determine the amount of dining dollars used (from Blackboard).

5. From the amount determined in step 2, subtract the amounts determined in steps 3 and 4.
6. Credit the resulting amount to the student’s account through Banner form TSAMASS.
Refunds for students withdrawing from the university with a commuter meal plan.  If the student has not eaten any meals, make this plan inactive in Banner (to credit the student’s account for the whole amount).  If the student has eaten some meals, use Blackboard to find out which meals have been eaten and multiply each of them by the casual meal rate.  If the amount is greater than the cost of the meal plan, the plan should be changed to “WD” in Banner, and no refund provided.  If the amount is less than the cost of the meal plan, the plan should be changed to “WD” in Banner and the amount calculated credited to the student’s account through Banner form TSAMASS.
Meal Plan Reductions

Resident students may request meal plan reductions if:

· They have an off-campus job which, together with their class schedule, conflicts with their ability to eat at the main meal times on campus.  

· They work on-campus for Thompson Hospitality and provide documentation that the cost of some of their meals is taken from their pay. 

· They have a documented dietary requirement or medical disability, confirmed by a medical doctor, that cannot be met by the food service on campus.

For off-campus employment reasons:

1. Student is given a copy of the off-campus employment and medical meal plan reduction policy.

2. Student submits to the Auxiliary Services office a current detailed work schedule on employer’s official letterhead and a copy of his or her current class schedule from PAWS on line or from the Registrar’s office.

3. The Auxiliary Services Staff will evaluate the request, by comparing the times that meals are available to the above documents.

If approved:

· The Student Meal Plan is adjusted through the end of the week in the Student Banner System and the Blackboard System by the Auxiliary Services Staff.  For this purpose, the week starts on Monday and ends on Sunday.  Students will be placed on the 5-meal-a-week plan only if they are unable to eat 14 meals a week according to the calendar analysis.

· If the off-campus employment reduction is granted, the student must present the first three pay stubs to the Auxiliary Services Office within the first 45 days of the semester in which the waiver was granted.  Failure to submit the first three pay stubs within the first 45 days in the semester will result in student being put back on the original meal plan without notice.
· Employment meal plan reductions are not granted to students who work for on Savannah State’s campus, with the exception of Thompson Hospitality when documentation is provided that the student is being charged for meals.
· Student does not need to reapply for reduction in spring semester if he or she is working at the same job. However, the first of three pay stubs for spring semester must be received by the end of the third full or partial week of class, or the student will be put back on his or her original plan, retroactive to the first day of the spring semester meal plan.

· Exemptions may be requested any time during the semester. However, full meal plans will be charged on a pro-rated basis until a reduction is approved.

     If disapproved:

· Student will be notified of the disapproval.

For medical disabililty/dietary reasons:
1. Student is given a copy of the off-campus employment and medical disability meal plan reduction policy, as well as the Physician Statement form.

2. Student submits the meal plan reduction form and the Physician Statement form signed by the physician (M.D. or D.O.)  

3. The Food Service Director evaluates the request.

4. The Director forwards a recommendation to the Auxiliary Services Department with approval or disapproval, and the rationale for the decision.  The Food Service Director may recommend a meal plan reduction or a waiver.

5. Exemptions may be requested any time during the semester. However, full meal plans will be charged on a pro-rated basis until a reduction is approved.

If approved:

· The student meal plan is adjusted through the end of the week in the Student Banner System and the Blackboard System by the Auxiliary Services Staff.  For this purpose, the week starts on Monday and ends on Sunday.  
   
    If disapproved:

· Student will be notified of the disapproval.
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