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Keys to Excellence: Standards of Practice for Nutrition Integrity is an initiative of the 
School Nutrition Association (SNA) designed to assist schools achieve nutrition integrity 
goals at the administrative, management, and operational levels. This tool, through its 
standards of practice and indicators, defines national standards for quality programs 
and provides a framework for continuous program review, evaluation, and 
improvement. 

 
The Keys to Excellence was extensively field-tested in schools within 52 districts during 
the 1994-1995 school year.  The information they provided was the basis for making 
numerous revisions in this completed document.  The latest revision was completed in 
February 2014. 
 
A model school nutrition policy, developed by SNA in 1992, has been endorsed by 
many state agencies and numerous allied professional organizations. SNA encourages 
schools to endorse this policy and to develop goals and strategies that address the 
core concepts provided in this model. 
 
Achieving nutrition integrity means taking a comprehensive approach to program 
planning, management, and operations. It also means integrating nutrition into the 
total educational program of the school. This includes addressing the environments in 
which meals are served, nutrition education in the classroom and cafeteria, parent and 
teacher involvement, training school nutrition personnel, and school policies that 
enhance the effectiveness of the program. 
 
We believe you will find Keys to Excellence: Standards of Practice for Nutrition Integrity a 
useful and realistic tool. Its purpose is to assist you in providing quality programs and 
nutrition education for students in our nations’ schools. 
 
 
 

Preface 
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The purpose of Keys to Excellence: Standards of Practice for Nutrition Integrity is to 
help your school nutrition program achieve nutrition integrity.  
The standards of practice are identified for each of the four (4) Key Areas:  

1. Operations 
2. Nutrition, Nutrition Education, and Physical Activity 
3. Administration 
4. Marketing and Communications 

 
Several indicators are listed for each standard of practice. The indicators identify specific 
activities to help programs achieve a standard of practice. 
 
This tool may be used voluntarily by schools to review, evaluate, and improve the quality of their 
school nutrition program. This is a non-competitive tool and process.  The information collected 
may be kept confidential within the school or school district.  This is not intended for an external 
review or audit process. 
 
Getting Started 
Study each Key Area of this tool. Discuss this information with administrators, school nutrition 
personnel, and other key individuals within your school or school district. 
 
Review Your Program 
Using this tool, evaluate your program in any or all of the four Key Areas. 
 
Set Priorities 
Discuss the importance of this review with your administrators and co-workers. Together, select 
the Key Areas or Key Topics that need priority attention. 
 
Start Planning 
Develop a plan that identifies goals, sets timelines, and assigns responsibilities for taking steps 
toward achieving standards of practice in the Key Areas. Select representative teachers, 
administrators, parents, students, and school nutrition personnel to assist with the process. They 
will become your school nutrition team(s). 
 
Monitor Progress 
Meet with your school nutrition team(s) frequently to evaluate progress and keep the total 
school community, including parents, informed. 
 
Evaluate Achievements 
Evaluate improvements and monitor effectiveness. Develop a plan for routinely monitoring and 
evaluating your overall school nutrition program. 
 
Continue the Process 
Program review, evaluation, and improvement are part of a continuous process.  As goals are 
achieved in one area, move ahead to another. Nutrition integrity is achieved through an 
ongoing commitment to program excellence by the total educational community. 

Guidelines for Use 
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Key Topic: Menu Planning 
 
Key Achievement A1:  

Menus are planned to meet the current Dietary Guidelines for Americans, to follow 
USDA guidelines and operational goals, and to ensure student acceptance. 

              
 
Best Practice A1.1: 

Cycle menus for all reimbursable meal programs are used to direct school nutrition 
operations. 

 
Indicators: 
 
  A1.1.1 The menu planning system includes, but is not limited to, costing, portion-planning 

for each age group, forecasting, nutrient analysis, variety, local foods, and 
preferences. 
 

  A1.1.2  Cycle menus are used to forecast USDA Food orders and food bids. 
 

  A1.1.3  Cycle menus are planned to maximize use of USDA Foods. 
 

  A1.1.4 Participation history and production records are used in selecting menu 
components. 

 
  A1.1.5 The availability and skill level of labor is considered when planning menus. 

 
  A1.1.6  Non-program food offerings are included in the menu planning process. 

 
A1.1.7 A menu planning team is established that may include, but is not limited to, 

school nutrition staff, students, school wellness team members, and other school 
staff. 

 
A1.1.8 Menus for children with special food needs are planned collaboratively with 

school staff, parents, physicians, and other health professionals as appropriate. 
 

A1.1.9 Menus are planned with an understanding of the production capacity, 
availability of equipment, supplies, and the design of the facility. 

               
 
Best Practice A1.2: 
 Student preferences are considered when planning menus. 
 
Indicators: 
 
  A1.2.1 Students are included in panels and/or committees used to select products 

and/or plan menus. 
 

Key Area 1:        
     Operations
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  A1.2.2 Menus are designed to accommodate flavor, texture, and service preferences of 
students. 

 
  A1.2.3 School nutrition personnel solicit feedback from students about meal choices and 

report feedback to the Manager. 
 

  A1.2.4  School nutrition personnel are trained to monitor plate waste. 
 

  A1.2.5 Menu choices take into account the lifestyle (such as vegetarian), local, cultural 
and religious preferences of students as well as choices for students with special 
food needs. 

 
  A1.2.6 The offer vs. serve option is available to students at all grade levels. 
 
  A1.2.7 Students, parents, and other stakeholders are encouraged to provide feedback 

on the menu (e.g., via e-mail, suggestion boxes, comment cards, surveys, 
website, social media). 

              
 
Best Practice A1.3: 
 All recipes used in the school nutrition program are standardized. 
 
Indicators: 
 

A1.3.1 School nutrition personnel are trained to follow standardized recipes and to 
calculate quantities prepared based upon forecasting data. 

 
A1.3.2 A master file (hard copy or electronic) of standardized recipes is maintained and 

used. 
 

A1.3.3 A system is in place that allows school nutrition personnel to easily identify which 
standardized recipe to use, the number of servings to prepare, and how to 
record these details in the daily Production Record. 

 
A1.3.4 Standardized recipes include, but are not limited to, information such as 

ingredients, preparation instructions, portions for each grade level, critical control 
points, yield, and an analysis of key nutrients. 

 
A1.3.5 Updated recipes are tested and evaluated by school nutrition personnel and 

students. 
 
A1.3.6 Information about the nutrient content of meals and food is communicated to 

the school community. 
              
 

Resources: 
 

 A Menu Planner for Healthy School Meals, Standardized Recipe Section (USDA) 
http://cnn.k12.ar.us/Files/admin_guidance/Menu%20Planner%20All.pdf 
 

 Administrative Review Manual (USDA) 
http://www.fns.usda.gov/school-meals/administrative-review-manual 
 

 Back to School with the New Meal Pattern (SNA Webinar September, 2012) 
http://www.schoolnutrition.org/Content.aspx?id=17747 
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 Best Practice Guide for Increasing High School Student Participation and Satisfaction in the 
National School Lunch Program (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20091022015239.pdf 
 

 Breakfast in the Classroom Resource Center (SNA) 
http://docs.schoolnutrition.org/SNF/BIC/ 
 

 Healthier US School Challenge (USDA) 
http://www.fns.usda.gov/hussc/healthierus-school-challenge-application-materials 
 

 Healthier Us School Challenge Webinar (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=388 
 

 Healthy Hunger-Free Kids Act of 2010 (USDA) 
http://www.fns.usda.gov/school-meals/healthy-hunger-free-kids-act  
 

 Healthy Snacks and School Meals (Alliance for a Healthier Generation) 
http://www.healthiergeneration.org/schools.aspx?id=3294 
 

 Helping Child Nutrition Professionals Communicate Effectively with the Families of Special 
Needs Children (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=283 
 

 Measuring Success with Standardized Recipes (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=88 
 

 Menu Planning Tools (USDA) 
http://healthymeals.nal.usda.gov/menu-planning/menu-planning-tools/menu-planning-
tools-school-food-service  
 

 New Meal Pattern Training Resource (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=425 
 

 Nutrient Analysis and Validation Checklist for Administrative Review (USDA) 
http://www.fns.usda.gov/school-meals/administrative-review-manual 
 
 

 Nutrition Standards in the National School Lunch and School Breakfast Programs (GPO) 
http://www.gpo.gov/fdsys/pkg/FR-2012-01-26/pdf/2012-1010.pdf 
 
 

 On the Road to Professional Food Preparation Breakfast Lunch Training 2nd Edition (NFSMI) 
http://nfsmi.org/documentlibraryfiles/PDF/20111118033712.pdf 
 

 Salad Bars in School Nutrition Programs – Webinar (NFSMI) 
http://nfsmi.org/ResourceOverview.aspx?ID=407 
 

 Sample Menus for Afterschool Snack Programs (USDA) 
http://www.fns.usda.gov/sfsp/sfsp-meals-and-snacks  
 

 Summer Feeding Toolkit, Best Practices to Start or Enhance Your Summer Feeding Program 
(SNA) 
http://www.schoolnutrition.org/uploadedFiles/School_Nutrition/102_ResourceCenter/Runni
ngYourProgram/SummerFeedingToolkit/SummerToolkit.pdf?n=4692 
 

 The Healthy Meals Resource System (USDA) 
http://healthymeals.nal.usda.gov/ 
 

 USDA Recipes (NFSMI) 
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTEwMg 
 

 Vending Machines- Smart Brief (SNA) 
http://theadvocate.com/home/4305163-125/schools-to-try-healthy-lunch 
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Key Topic: Procurement & Inventory Management 
 
Key Achievement A2:  

Ethical and effective procurement practices ensure securing the best prices and the 
most accurate quantities, while utilizing high quality and safe ingredients and 
products. 

              
 
Best Practice A2.1: 

Procurement procedures are developed to comply with federal, state, and local 
purchasing rules and to support the operational goals of the school nutrition program. 

 
Indicators: 
 

A2.1.1 The school nutrition program may be part of a cooperative/group purchasing 
organization if it benefits the district. 
 

A2.1.2 Appropriate resources (e.g. attending SNA conferences, meeting with other 
school nutrition personnel, meeting with industry, product testing/screening, 
product comparisons, etc.) are used to gather information on potential 
purchases. 

 
A2.1.3 Bid documents include product specifications that reflect quality, Hazard Analysis 

Critical Control Points (HACCP), their Food Defense Plan, and/or Good 
Manufacturing Practices (GMPs), nutritional value, customer acceptance, price, 
usages, and special instruction/conditions for following federal, state and local 
regulations. 

 
A2.1.4 Bid documents are developed after cycle menus have been planned and 

include items to be served. 
 
A2.1.5 Vendors are evaluated and consideration on selection is based upon their 

Hazard Analysis Critical Control Points (HACCP), their Food Defense Plan, and/or 
Good Manufacturing Practices (GMPs) as well as their ability to comply with bid 
specifications. 

 
A2.1.6 Menu cycles and school profiles describing the school nutrition program are 

shared with vendors to assist in meeting procurement needs. 
 
A2.1.7 Procurement procedures are monitored and evaluated to determine 

effectiveness and compliance. 
 
A2.1.8 School nutrition site personnel are trained to order, receive, and store products 

according to procurement procedures. 
 
A2.1.9 Purchasing methods, specifications and conditions are reviewed, evaluated, and 

updated on a routine basis. 
              
 
Best Practice A2.2: 

Procurement decisions are made after an objective evaluation of bids/quotes. 
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Indicators: 
 

A2.2.1 The bid analysis process considers factors such as specifications, technical 
support, training availability, maintenance and service availability, cost of 
upgrades, total cost, etc. 
 

A2.2.2 The bid review and analysis process is conducted and verified by more than one 
person. 

 
A2.2.3 Bids and quotes are evaluated and purchase recommendations are made 

following federal, state, and local regulations. 
 
A2.2.4 Procurement procedures are developed and monitored for school nutrition sites 

to order, receive, and store products. 
              
 
Best Practice A2.3: 

Guidelines are developed for selecting and procuring equipment in order to accomplish 
the operational goals of the school nutrition program. 

 
Indicators: 
 

A2.3.1 The school nutrition program equipment needs are identified through the 
strategic plan process or needs assessment. 
 

A2.3.2 Equipment selections are based upon the appropriateness for the facility as well 
as both the short and long term needs of the operation of the school nutrition 
program. 

 
A2.3.3 The school nutrition managers’ equipment requests and recommendations are 

evaluated. 
 
A2.3.4 School nutrition management seeks information from the manufacturers’ 

representatives or foodservice consultants to assist in identifying equipment best 
suited for the facility and operational needs of the program. 

              
 
Key Achievement A3:  

A well-managed receiving and inventory system is in place. 
              
 
Best Practice A3.1: 

School nutrition personnel are trained to follow written delivery procedures and policies. 
 
Indicators: 
 

A3.1.1 Vendor delivery requirements address product quality indicators (e.g. 
temperature upon delivery, packaging, etc.), cleanliness of truck, time of 
deliveries, quantity, and substitutions. 
 

A3.1.2 Products are received following written policies and procedures, assuring the 
products received match the delivery requirements and written specifications. 

 
A3.1.3 Procedures are in place for returning and crediting unacceptable merchandise 

and for accepting authorized substitutions. 
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A3.1.4 School nutrition employees document delivery problems. 
 
A3.1.5 Policies and procedures are regularly reviewed and updated as needed. 

              
 
Best Practice A3.2: 

Inventory control procedures are written and established to control costs and maintain 
quality. 

 
Indicators: 
 

A3.2.1 Par values are used to establish a maximum and minimum quantity to keep on-
hand. 
 

A3.2.2 Automated or manual inventory systems are in place. 
 

A3.2.3 Site inventory levels are monitored monthly and corrective action is taken when 
needed. 

 
A3.2.4 Product codes or Global Trade Item Number (GTIN) and lot numbers are required 

in inventory records. 
 
A3.2.5 A physical inventory is taken on the last working day of each month at all sites. 
 
A3.2.6 Food in storage is accurately labeled and dated. 
 
A3.2.7 First-in, first-out (FIFO) inventory rotation is used. 

              
 
Best Practice A3.3: 

The school nutrition program’s receiving and storage areas are equipped and organized 
to manage inventory. 

 
Indicators: 
 

A3.3.1 Thermometers and proper equipment, such as carts, are available. 
 

A3.3.2 Product specifications, including product codes, are available. 
 

A3.3.3 Written receiving procedures are available, and school nutrition personnel have 
been trained in their use. 

 
A3.3.4 Storage areas are temperature controlled, properly maintained, well-ventilated, 

and adequately secured. 
              
Resources: 

 
 Buying the Right Produce at the Right Price (SNA Webinar, February, 2012) 

http://www.schoolnutrition.org/Content.aspx?id=16600 
 

 Equipment Purchasing and Facility Design for School Nutrition Programs (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/ResourceOverview.aspx?ID=273 
 

 First Choice: A Purchasing Manual for School Food Service (NFSMI)      
http://www.nfsmi.org/documentlibraryfiles/PDF/20111129111739.pdf 
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 Inventory Management and Tracking Reference Guide (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20121114100354.pdf 
 

 School Nutrition Professionals’ Involvement in the Equipment Purchasing and Facility Design 
Process (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/ResourceOverview.aspx?ID=316 
 

 Simplify Bidding (Alliance for a Healthier Generation) 
http://www.healthiergeneration.org/schools.aspx?id=5650 
 

 SNA’s Supply Chain Toolkit, A Guide to Effective Supply Chain Management 
http://www.schoolnutrition.org/Content.aspx?id=2404 – requires SNA membership login 

              
 

Key Topic: Food Production and Service 
 
Key Achievement A4:  

Management procedures assure the production and service of safe, high quality 
foods to all students. 

              
 
Best Practice A4.1: 

A system is in place to ensure high standards for quality food production. 
 
Indicators: 
 

A4.1.1 Safe and efficient work methods are planned to maximize school nutrition 
program productivity. 

 
A4.1.2 Work schedule guidelines and productivity benchmarks, such as meals/labor 

hours, are developed and implemented to meet operational goals. 
 
A4.1.3 Work schedules are reviewed, evaluated, and revised as participation and 

programs change. 
 
A4.1.4 School nutrition managers are trained in food production, work simplification 

techniques, and forecasting procedures. 
 

A4.1.5 The most effective production system is selected for each school nutrition site 
based upon space, equipment, etc. 

 
A4.1.6 Food quality standards are developed to assist school nutrition personnel in 

evaluating menu items prior to service. 
 
A4.1.7 Current and up-to-date training materials are used to train school nutrition 

personnel on food production and work simplification techniques. 
 
A4.1.8 The school nutrition manager ensures that the appropriate quantity of food is 

prepared. 
 
A4.1.9 Procedures are developed and implemented for the proper care, preventive 

maintenance, and repair of equipment. 
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Best Practice A4.2: 
Procedures are established for maintaining required daily food production records at 
each school nutrition site. 

 
Indicators: 
 

A4.2.1 Production records are completed each day following meal service. 
 
A4.2.2 Production records are completed with standardized recipe numbers, product 

codes, or Global Trade Item Numbers (GTIN) and lot numbers. 
 
A4.2.3 Production records are preprinted to match menus. 
 
A4.2.4 Portion sizes and serving utensils are specified on menus and/or production 

records. 
 
A4.2.5 End-point cooking temperatures, when taken, are recorded on production 

records. 
 
A4.2.6 School nutrition personnel are trained to complete production records. 
 
A4.2.7 Product substitutions are recorded on production records.  

              
 
Best Practice A4.3: 

School nutrition personnel are trained in culinary techniques and food production. 
 
Indicators: 
 

A4.3.1 School nutrition personnel follow the basic principles of food preparation and 
consistently prepare quality food products. 

 
A4.3.2 Food is prepared by cooking small batches every 30 minutes or before each 

serving period when possible. 
 
A4.3.3 Appropriate portion control procedures are in place. 
 
A4.3.4 An on-going training program for food production and service is implemented, 

documented, and revised as needed. 
 
A4.3.5 School nutrition personnel are trained to follow food production and serving 

standards of practice as outlined in the Food Safety Plan. 
              
 
Key Achievement A5:  

A student-centered environment, conducive to healthy eating habits and social 
interaction, is provided. 

              
 
Best Practice A5.1: 

The dining and serving areas are customer-friendly and serve as learning laboratories. 
 

Indicators: 
 

A5.1.1 Policies and procedures are followed to ensure clean and sanitary serving and 
dining areas. 



 

Page 9 

A5.1.2 Dining areas have enough space and seating for the students. 
 
A5.1.3 Serving and dining area displays are neat, attractive, and changed regularly. 
 
A5.1.4 Students are involved in the selection of decorations, colors, music, etc. for the 

dining area. 
 
A5.1.5 Tasting samples of new items are offered to students as they enter the serving line 

or are passed around the dining room as they are eating. 
 
A5.1.6 Tables and seating arrangements encourage social interaction, and the tables 

and chairs are the right size and height for the students. 
              
 
Best Practice A5.2: 

Service options and line architecture are designed to encourage healthy choices and 
minimize the time students wait to be served. 

 
Indicators: 
 

A5.2.1 Menu options are clearly posted before the point of service in prominent 
locations. 

 
A5.2.2 Concepts such as self-service, food courts, kiosks, food bars, vending machines, 

and scramble system serving stations are used where appropriate. 
 
A5.2.3 Individual portions, point of sale marketing, self-serve, and student education 

activities are planned to reduce the time it takes to serve students. 
 
A5.2.4 Serving lines are organized to position fruit and vegetable selections at the front 

of the line whenever possible. 
 
A5.2.5 School nutrition personnel are trained on the meal pattern and Offer vs. Serve 

requirements. 
              
 
Best Practice A5.3: 

School nutrition personnel excel at customer service. 
 
Indicators: 
 

A5.3.1 Customer service training is provided at least annually. 
 
A5.3.2 Quality customer service standards are established and practiced by the school 

nutrition personnel. 
 
A5.3.3 Customer feedback is used to improve customer service. 

              
 
Resources: 

 

 Culinary Techniques 6 Online Courses on Food Preparation (NFSMI) 
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTIzOA 
 

 Culinary Techniques for Healthy School Meals (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=266 
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 Cooking for a New Generation: Storing, Cooking, and Holding the New Generation Foods, 
2nd edition (NFSMI)   
http://nfsmi.org/ResourceOverview.aspx?ID=54 
 

 Food Service Assistant – You Are Important (NFSMI) 
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTE3Ng==  

 
 How is Average Daily Participation Percentage in the NSLP affected by the number of 

students to be served per minute and by cafeteria seating capacity, Volume 34, Issue 2 , 
Fall, 2010  Child Nutrition Showcase 
http://www.schoolnutrition.org/Content.aspx?id=14761 
 

 Meal Appeal – Attracting Customers (USDA)   
http://www.fns.usda.gov/sites/default/files/meal_appeal.pdf 
 

 Measuring Success with Standardized Recipes (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/documentlibraryfiles/PDF/20090506091901.pdf 
 

 No Time to Train: Effect of Batch Cooking on Food Quality (NFSMI)  
http://nfsmi-web01.nfsmi.olemiss.edu/documentlibraryfiles/PDF/20081110114358.pdf 
 

 No Time to Train: Food Production Records- Why? (NFSMI)  
http://nfsmi-web01.nfsmi.olemiss.edu/documentlibraryfiles/PDF/20081110020226.pdf 
 

 Practical Skills for Preparing Quality Meals: A Five Step Process – 2010 BLT (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=375 
 

 Relationship of the Physical Dining Environment and Service Styles to Plate Waste in 
Middle/Junior High Schools (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/ResourceOverview.aspx?ID=192 

 

              
 
Key Topic: Food Defense, Safety, and Sanitation 
 
Key Achievement A6:  

An environment for safe and secure food and worker safety is maintained. 
              
 
Best Practice A6.1: 

School nutrition program personnel follow strict food safety and food defense practices. 
 
Indicators: 
 

A6.1.1 A copy of each school’s Food Safety Plan, as well as state and local sanitation 
and food safety regulations, is on file in the district office and at each school site. 

 
A6.1.2 Routine food safety and sanitation inspections are conducted, and the reports 

are visibly posted and available to stakeholders upon request. 
 
A6.1.3 All school nutrition personnel attend trainings to update their knowledge of safe 

food handling practices. 
 
A6.1.4 At minimum, the onsite manager is certified in food safety through a recognized 

training program. 
 
A6.1.5 School nutrition personnel are encouraged to participate in food safety 

certification programs. 
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A6.1.6 Emergency procedures and practices for food recalls and foodborne illnesses are 
developed, maintained, reviewed, and updated regularly. 

 
A6.1.7 Communication procedures for food defense, safety, and sanitation issues are 

established. 
              
 
Best Practice A6.2: 

Procedures are in place and accessible to school nutrition personnel to ensure a safe 
working environment. 

 
Indicators: 
 

A6.2.1 In each kitchen, there is a written worker safety plan detailing the requirements 
and standards for the selection and use of chemicals and hazardous materials, 
the prevention of injuries, fire and emergency procedures, and how to handle 
bloodborne pathogens. 

 
A6.2.2 A needs based safety training program is developed, implemented, maintained, 

and documented on the proper use, cleaning and sanitizing of foodservice 
equipment, the use of fire extinguishers, the use of chemicals, hazardous 
materials and equipment, and safety guidelines for workplace injury prevention 
and injury response reporting. 

 
A6.2.3 A procedure for reporting, investigating, and correcting the causes of accidents 

is developed, implemented, and updated regularly. 
 
A6.2.4 School nutrition personnel participate in school fire, emergency, and disaster 

plans. 
 
A6.2.5 School nutrition personnel are trained in the basic principles of First Aid and how 

to prevent the transfer of body fluid pathogens. 
 
A6.2.6 A First Aid kit is readily accessible to all school nutrition personnel. 
 
A6.2.7 Material Safety Data Sheets (MSDS) are kept up-to-date, are readily accessible 

and school nutrition personnel are trained to use them. 
 
A6.2.8 The school nutrition program is in compliance with health and safety regulations 

established by the Occupational Safety and Health Administration (OSHA) as well 
as federal, state, and local governments. 

 
A6.2.9 Safe and effective methods for the control of rodents, insects, and other pests are 

present. 
              
 
Best Practice A6.3: 

Policies and procedures are in place for handling food allergies. 
 
Indicators: 
 

A6.3.1 School nutrition personnel in each kitchen are trained to follow established food 
allergy policies and procedures. 

A6.3.2 School kitchens are organized to avoid cross-contamination. 
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A6.3.3 A communication plan is developed with families and key school employees so 
that school nutrition personnel can identify students with food allergies at the 
point of service. 

 
A6.3.4 Emergency response plans for dealing with a food allergy crisis are developed 

and evaluated annually. 
 
A6.3.5 Product ingredient information is available to identify potential allergens. 

              
 
Best Practice A6.4: 

An emergency and/or disaster plan is in place to address emergency and disaster 
situations. 

 

Indicators: 
 

A6.4.1 The plan outlines the roles and functions of the school nutrition personnel in the 
event of a crisis. 

 
A6.4.2 The food and supply items that will be available for use at each school nutrition 

site in an emergency is pre-determined. 
 
A6.4.3 First Aid training is provided to school nutrition personnel. 
 
A6.4.4 An emergency feeding plan is developed, and school nutrition personnel are 

trained to implement the plan. 
 
A6.4.5 A communication plan is in place for contacting appropriate local, state, and 

federal officials on the use of USDA Foods for disaster relief as well as other issues. 
 
A6.4.6 The plan includes how food, supplies, and equipment might be secured from 

outside organizations during the crisis. 
 
A6.4.7 The school nutrition plan is aligned with the school district plan. 

              
 
Resources: 
 
 

 A Biosecurity Checklist for School Foodservice Programs: Developing a Biosecurity 
Management Plan (USDA) 
http://healthymeals.nal.usda.gov/hsmrs/biosecurity.pdf 
 

 Allergy Fact Sheet for Child Nutrition Program Professionals (NFSMI) 
http://nfsmi.org/documentLibraryFiles/PDF%5C20080908023102.pdf 
 

 Basic First Aid, Fire Safety, and Hand Safety (School Nutrition University) 
http://www.snuniversity.org/bundle1.html 
 

 Behavior Based Safety, Hazard Communication, and Emergency Response (School 
Nutrition University) 
http://www.snuniversity.org/bundle2.html 
 

 Best Practices for Serving Students with Special Food and/or Nutrition Needs in School 
Nutrition Programs (Journal of Child Nutrition Management Volume 34, Issue 2, Fall, 2010) 
http://www.schoolnutrition.org/Content.aspx?id=14758 
 

 Developing a School Food Safety Program (NFSMI)  
http://nfsmi-web01.nfsmi.olemiss.edu/ResourceOverview.aspx?ID=57 
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 Emergency Readiness Plan (NFSMI) 

http://www.nfsmi.org/ResourceOverview.aspx?ID=61 
 

 Food Allergy Research & Education (FARE) - formerly the Food Allergy & Anaphylaxis 
Network and the Food Allergy Initiative 
http://www.foodallergy.org 
 

 Food Manager Certification Preparation Course (School Nutrition University) 
http://www.snuniversity.org/manager.html 
 

 Food Safety Fact Sheet: Cleaning and Sanitizing (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/documentlibraryfiles/PDF/20090319093751.pdf  
 

 Food Safety Fact Sheet: Chemical Hazards (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20090319093014.pdf 
 

 Food Safety Fact Sheet: Storing and Using Chemicals (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20090319103625.pdf 
 

 Food Safety for Food Handlers (School Nutrition University) 
http://www.snuniversity.org/handler.html 
 

 Food Safety & Sanitation & Safety Core Course (School Nutrition University) 
http://www.snuniversity.org/haccp.html 
 

 Food Safety, Sanitation and Employee Safety Resources (SNA) 
http://www.schoolnutrition.org/Content.aspx?id=90 
 

 Food Safety Standard Operating Procedures (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=75 
 

 Guidance for School Food Authorities: Developing a School Food Safety Program Based 
on the Process Approach to HACCP Principles (USDA) 
http://www.fns.usda.gov/sites/default/files/Food_Safety_HACCPGuidance.pdf  
 

 HACCP - Operators Course (School Nutrition University) 
http://www.snuniversity.org/haccp_op.html 
 

 Handbook for Children with Special Food and Nutrition Needs (NFSMI) 
http://nfsmi-web01.nfsmi.olemiss.edu/documentlibraryfiles/PDF/20080213015556.pdf 
 

 Managing Food Allergies in Schools: A 3-Part Series Webinar 2009) (SNA) 
http://www.schoolnutrition.org/Content.aspx?id=12090 
 

 Meeting Children’s Special Food and Nutrition Needs in Child Nutrition Programs - BLT 
Training (NFSMI - Currently being revised) 
http://nfsmi-web01.nfsmi.olemiss.edu/ResourceOverview.aspx?ID=89  
 

 Produce Safety University - A one Week Training Course  (USDA) 
http://www.fns.usda.gov/fns/safety/psu.htm 
 

 Reducing Foodborne Illness Risk Factors in Food Service and Retail Establishments (FDA)   
http://www.fda.gov/downloads/Food/GuidanceRegulation/UCM106217.ppt 
 

 Serving It Safe, 3rd Edition (NFSMI) 
http://www.nfsmi.org/ResourceOverview.aspx?ID=327 
 

 ServSafe (National Restaurant Association) 
http://www.servsafe.com/ss/catalog/productDetail.aspx?ID=1735 
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 The Facts That Separate Food Allergy and Food Intolerance (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20101004013748.pdf   
 

 The Food Allergy Book (USDA) 
http://www.fns.usda.gov/sites/default/files/Food_Safety_FoodAllergyBook.pdf 
 

 Thermometer Information Resource (NFSMI) 
http://nfsmi.org/ResourceOverview.aspx?ID=113 
 

 Understanding Food Allergies (National Institute of Allergy and Infectious Diseases) 
http://www.niaid.nih.gov/topics/foodallergy/Pages/default.aspx 
 

 Using Equipment Safely and Efficiently (NFSMI)   
http://nfsmi.org/ResourceOverview.aspx?ID=116 
 

 Wash Your Hands: Educating the School Community (NFSMI) 
http://nfsmi.org/ResourceOverview.aspx?ID=118 
 

              
 

Key Topic: Environmental Practices 
 
Key Achievement A7:  

An environmentally responsible school nutrition program is established. 
              
 
Best Practice A7.1: 

An energy and water management plan is developed to conserve energy and water. 
 
Indicators: 
 

A7.1.1 Energy audits are conducted in the kitchen, and goals to reduce energy use are 
set. 

 
A7.1.2 School nutrition personnel are trained to reduce energy and water consumption. 
 
A7.1.3 An equipment start-up and shut-down schedule is implemented in the kitchen. 
 
A7.1.4 School nutrition personnel provide input for ways to reduce the use of energy and 

water. 
 
A7.1.5 Water-saving plumbing fixtures are installed. 
 
A7.1.6 A schedule for care and preventative maintenance for equipment is developed 

and implemented. 
              
 
Best Practice A7.2: 

Procurement procedures that promote an environmentally responsible school nutrition 
program are developed. 

 
Indicators: 
 

A7.2.1 Equipment purchases are energy and water efficient and best-suited for the 
facility and the school nutrition program. 
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A7.2.2 Procurement guidelines are followed for environmentally responsible products 
(e.g. recycled materials and source reduction packaging). 

 
A7.2.3 Environmentally friendly initiatives are analyzed for cost-effectiveness. 

              
 
Best Practice A7.3: 

A waste management and recycling program is in place. 
 
Indicators: 
 

A7.3.1 Recycling bins and cans are placed in key locations to encourage recycling 
practices. 

 
A7.3.2 An area to store recyclables is convenient to the kitchen. 
 
A7.3.3 School nutrition personnel are trained to recycle cardboard, tin, and other 

commonly used materials in the kitchen. 
 
A7.3.4 The students and school community are involved in organizing and implementing 

recycling and waste management programs. 
              
 
Resources: 
 

 2010 Back to School Trends Report (SNA) 
https://my.schoolnutrition.org/productcatalog/product.aspx?ID=5678 
 

 Equipment Purchasing (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20090226034220.pdf 
 

 Greening the School Nutrition Scene: A National Study Examining Green/Environmental 
Conservation Practices and Barriers in School Nutrition Programs (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20110722045324.pdf 
 

 Inventory Management and Tracking (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20120828044947.pdf 
 

 Orientation to School Nutrition Management (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20111215034234.pdf 

 
 Recycling & Waste Management Practices in School Nutrition Programs, 2007 (SNA) 

http://www.schoolnutrition.org/uploadedFiles_old/ASFSA/newsroom/sfsnews/wastemanag
ementrecycling.pdf  
 

 Standard Operating Procedures for Power, Water, and Gas Disruptions (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080208102619.pdf 
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Key Topic: Nutrition 
 
Key Achievement B1:  

The school nutrition program is designed to provide a model for healthy eating. 
              
 
Best Practice B1.1: 

School meals and snacks are planned and prepared to improve and sustain the health 
and well-being of all students and to contribute to the development of healthy eating 
habits. 

 
Indicators: 
 

B1.1.1 School menus are analyzed for nutrient composition using USDA-approved 
software. Menus are revised and adjusted accordingly to meet nutrient 
standards. 

 
B1.1.2 Planned menus offer a wide variety of fruit and vegetable choices and whole 

grain-rich foods. 
 
B1.1.3 Students are provided choices of unflavored 1% milk or fat-free milk and/or 

flavored fat-free milk. 
 
B1.1.4 Afterschool Snacks and/or Suppers are planned to offer healthy food choices, 

especially fruits, vegetables (fresh when available), and whole grain rich foods. 
 
B1.1.5 Low-fat 1% milk, fat-free milk, or flavored fat-free milk are included several times 

per week as an Afterschool Snack component. 
 
B1.1.6 The National School Breakfast Program is available to all students when endorsed 

by the local governing school board. 
 
B1.1.7 School nutrition personnel collaborate with school staff, parents, physicians, and 

other health professionals to meet the special food and/or nutrition needs of 
children. 

 
B1.1.8 School nutrition personnel are trained to prepare foods utilizing various cooking 

methods that retain/enhance the highest nutrient values.  
 
B1.1.9 All schools are enrolled as USDA Team Nutrition Schools. 

              
 
Best Practice B1.2: 

Non-program foods are planned and served to encourage healthy choices. 
 
 

Key Area 2:        
     Nutrition, Nutrition  
     Education & Physical Activity 
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Indicators: 
 

B1.2.1 The district’s Wellness Policy provides nutrition standards for non-program foods, 
reflecting the current Dietary Guidelines for Americans as well as local and state 
nutrition regulations. 

 
B1.2.2 Nutrient dense non-program foods are priced to encourage students to select 

them. 
 
B1.2.3 Less healthy non-program foods are placed in a less convenient location or are 

behind the serving counter where students must request them. 
 
B1.2.4 Less healthy non-program foods are bundled with a more nutritious food item. For 

example, a discount is offered if the student buys milk with the cookie. 
 
B1.2.5 Nutrition information is available for non-program food and beverage items (e.g. 

on the program’s website, on the line, etc.). 
              
 
Best Practice B1.3: 

The school nutrition program addresses competitive food issues to reflect the best interest 
of student health. 

 
Indicators: 
 

B1.3.1 School nutrition personnel communicate local, state, and federal competitive 
food rules to school administrators. 

 
B1.3.2 Partnerships are developed with fundraising and/or student groups to reduce or 

eliminate competition with school meals. 
 
B1.3.3 School nutrition personnel encourage classroom celebrations and events that 

meet nutritional goals and the district’s Wellness Policy. 
              
 
Key Achievement B2:  

The school nutrition program is actively involved in national, state, and local 
programs that encourage the consumption of healthy foods. 

              
 
Best Practice B2.1: 

The school nutrition program participates in national, state, or local initiatives to 
encourage students to consume healthy foods. 

 
Indicators: 
 

B2.1.1 Schools have received a Healthier US School Challenge award and/or 
recognition as a Healthy Schools Program from the Alliance for a Healthier 
Generation. 

 
B2.1.2 Where offered, schools have applied for or are participating in the USDA Fresh 

Fruit and Vegetable Program. 
 
B2.1.3 The USDA Afterschool Snack and/or Meal Programs are promoted. 
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B2.1.4 Schools are enrolled as Team Nutrition schools and strive to participate in state 
sponsored Team Nutrition grant opportunities. 

              
 
Best Practice B2.2: 

The school nutrition program participates in the Farm to School Program. 
 
Indicators: 
 

B2.2.1 School nutrition personnel identify sources for local foods and include them in the 
menus. 

 
B2.2.2 School nutrition personnel meet with local growers to discuss their needs, how the 

procurement process works, the delivery requirements needed, etc. 
 
B2.2.3 School nutrition personnel receive training on the Farm to School program, food 

safety requirements, and how products will be used. 
 
B2.2.4 Local media coverage for serving locally grown foods on the menu is pursued. 

              
 
Resources: 

 
 Fact Sheets for Healthier School Meals (USDA) 

http://www.fns.usda.gov/tn/factsheets-healthier-school-meals  
 

 Fruits and Vegetables Galore: Helping Kids Eat More (USDA) 
http://www.fns.usda.gov/tn/fruits-vegetables-galore-helping-kids-eat-more 
 

 How to enroll as a USDA Team Nutrition School (USDA) 
http://teamnutrition.usda.gov/team.html 
 

 Smarter Lunchrooms Movement (Cornell University) 
http://smarterlunchrooms.org 
 

 Trendsets 2010 and 2013 (SNA) 
http://docs.schoolnutrition.org/trendsetters/trendsets/trendsets_volume4.2-2010.html 
http://docs.schoolnutrition.org/trendsetters/trendsets/trendsets_oct2013.html 

 

              
 

Key Topic: Nutrition Education 
 
Key Achievement B3:  

School nutrition personnel are actively involved in nutrition education at the school 
level. 

              
 
Best Practice B3.1: 

The school nutrition program encourages and supports nutrition education. 
 
Indicators: 
 

B3.1.1 Current, age-appropriate, science-based nutrition and nutrition education 
materials are recommended and promoted. 
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B3.1.2 Nutrition education materials such as posters, displays, and bulletin boards are 
used on campus. 

 
B3.1.3 Meals and other foods and beverages served in the school cafeteria reinforce 

the Dietary Guidelines for Americans and other accurate nutrition messages. 
 
B3.1.4 Nutrition messages are shared with parents using available media resources such 

as printed menus and newsletters, social media, school websites, school cable 
stations, parent meetings, and school board presentations. 

 
B3.1.5 School nutrition personnel serve as a resource for nutrition activities through 

kitchen tours, food demonstrations, tasting parties, and/or participating in 
classroom nutrition education activities. 

 
B3.1.6 School nutrition personnel prompt students to choose fruits and vegetables. 
 
B3.1.7 Nutrition education programs promoted by the school nutrition program are 

evaluated for effectiveness. 
              
 
Best Practice B3.2: 

The school dining area serves as a dynamic nutrition learning center where students are 
engaged in healthy eating. 

 
Indicators: 
 

B3.2.1 Colorful, easy to read graphics are used to display the menus and to assist 
students in making healthy choices. 

 
B3.2.2 Nutrition education materials such as posters, table tents, and bulletin boards are 

displayed and updated frequently in the dining room. 
 
B3.2.3 Students are introduced to a variety of new and ethnic foods through planned 

menus, tasting tables, and featured foods. 
 
B3.2.4 School nutrition personnel engage the entire school as well as community 

partners in dining room nutrition promotions. 
 
B3.2.5 Local celebrities, elected officials, school board members, and members of 

Congress are invited to participate in the school meal program by helping to 
serve students, eating with the students, participating in a social media video 
promoting school meals, etc. 

              
 
Key Achievement B4:  

All school nutrition personnel receive training in basic nutrition and/or nutrition 
education through SNA’s School Nutrition University (SNU), National Food Service 
Management Institute (NFSMI), State Agencies, SNA conferences or activities, and/or 
other nutrition training programs. 

              
 
Best Practice B4.1: 

The school nutrition program ensures that school nutrition personnel receive training in 
nutrition/nutrition education on a regular basis. 
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Indicators: 
 

B4.1.1 All school nutrition personnel attend a basic nutrition class or have access to 
online nutrition educational materials. 

 
B4.1.2 The school nutrition program applies for available funds to provide 

nutrition/nutrition education training for school nutrition personnel. 
              
 
Key Achievement B5:  

The school nutrition program participates in activities to increase nutrition awareness 
and wellness among the school community. 

              
 
Best Practice B5.1: 

The school nutrition program provides opportunities for the community to learn how 
school meals are a model for healthy eating. 

 
Indicators: 
 

B5.1.1 Collaboration with local nutrition and cooking professionals to offer nutrition 
and/or cooking workshops for the community is encouraged. 

 
B5.1.2 Consumer-sized versions of the recipes used in the school meals program are 

published. 
              
 
Best Practice B5.2: 

The school nutrition program is engaged in wellness activities in the schools and 
community. 

 
Indicators: 
 

B5.2.1 Wellness activities are promoted on the school website, with social media, and/or 
with other promotional techniques. 

 
B5.2.2 The school nutrition program and/or the local school nutrition association offer 

personal wellness activities for the school nutrition personnel and encourage 
participation in them. 

              
 
Resources: 

 
 Changing the Scene – Improving the School Nutrition Environment Resources (USDA)   

http://www.fns.usda.gov/tn/changing-scene-improving-school-nutrition-environment 
 

 Developing Nutrition and Wellness Policies (CDC) 
http://www.cdc.gov/healthyyouth/foodsafety/pdf/nutrition_wellness_policies.pdf 
 

 Farm to School (Kansas Department of Education) 
http://www.kn-eat.org/F2S/F2S_Menus/F2S_Home.htm 
 

 Growing School Breakfast Programs (SNA) 
http://www.schoolnutrition.org/growingbreakfast 
 

 Know Your Farmer Know Your Food (USDA)  
http://www.usda.gov/wps/portal/usda/usdahome?navid=KYF_MISSION 
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 Nutrition 101 (NFSMI) 

http://www.nfsmi.org/documentlibraryfiles/PDF/20120813041605.pdf 
 

 Nutrition Voyage (USDA) 
http://www.fns.usda.gov/tn/nutrition-voyage-quest-be-our-best 
 
School Meals Grants (USDA)  
http://www.fns.usda.gov/cnd/grants.htm 
 

 School Nutrition Operations Report 2011 (SNA) 
https://my.schoolnutrition.org/productcatalog/product.aspx?ID=7010 
 

 Serving Up MyPlate: A Yummy Curriculum (USDA) 
http://www.fns.usda.gov/tn/serving-myplate-yummy-curriculum 
 

 USDA’s Best Practice Sharing Center (USDA) 
http://healthymeals.nal.usda.gov/best-practices 

              
 
Key Topic: Physical Activity 
 
Key Achievement B6:  

The school nutrition program encourages physical activity opportunities in all grades. 
              
 
Best Practice B6.1: 

The school nutrition program supports physical activity programs such as Fuel-up to Play 
60, the Presidential Active Lifestyle Award, and/or the physical activity components of 
other initiatives. 

 
Indicators: 
 

B6.1.1 School nutrition personnel support participation in local, state, or national physical 
activity programs for students. 

 
B6.1.2 Marketing strategies to promote physical activities in the school and the 

community are used. 
              
 
Resources: 

 
 Healthier US School Challenge (USDA) 

http://www.fns.usda.gov/hussc/healthierus-school-challenge-vision 
 

 Physical Activity Policies (CA Project Lean) 
http://www.californiaprojectlean.org/docuserfiles/07_cox_JPAH_2010_0097.pdf 
 

 Healthy School Programs Framework: Criteria for Developing a Healthier School 
Environment (Alliance for a Healthier Generation)   
https://www.healthiergeneration.org/_asset/l062yk/07-278_HSPFramework.pdf 
 

 Super Tracker for Physical Activity (USDA)   
https://www.supertracker.usda.gov/default.aspx  
 

 Youth nutrition and physical activity lessons (CA Project Lean) 
http://www.californiaprojectlean.org/doc.asp?id=193&parentid=20 
  



 

Page 22 

 

Key Topic: School Nutrition Program Management 
 
Key Achievement C1:  

The school nutrition program’s goals and sound business practices provide the basis 
for planning. 

              
 

Best Practice C1.1: 
The school nutrition program has a mission statement and conducts strategic planning 
on a regular basis. 

 
Indicators: 
 

C1.1.1 The mission statement reflects, as the purpose of the program, the integral part 
that the school nutrition program plays in overall academic success. 

 
C1.1.2 Strategic planning is conducted to identify the issues facing the school nutrition 

program that need to be addressed. 
 
C1.1.3 Strategies and action items are developed to address the issues. 
 
C1.1.4 Representative school nutrition personnel from all levels are involved in strategic 

planning. 
 
C1.1.5 The strategic plan is written and communicated to school nutrition personnel as 

well as to stakeholders in the school community. 
              
 

Best Practice C1.2: 
The school nutrition program has written short- and long-term goals that reflect the 
strategic plan and focus on program improvement. 

 
Indicators: 
 

C1.2.1 Goals are identified for the current year as well as the next 2-3 years, and they 
are consistent with the goals of the school district. 

 
C1.2.2 Specific objectives and actions are identified. 
 
C1.2.3 A written schedule or timeline for accomplishing goals is determined. 
 
C1.2.4 School nutrition personnel and assigned responsibilities are identified for each 

objective. 
 
C1.2.5 Progress in achieving the goals is evaluated, and adjustments are made as 

needed. 
 
C1.2.6 The goals along with the progress and evaluation are communicated to all 

school nutrition personnel and district administrators on a regular basis. 
              

Key Area 3:        
     Administration 
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Best Practice C1.3: 
Written policies and procedures address key topics of operations and are implemented 
to ensure effective operation of the school nutrition program. 

 
Indicators: 
 

C1.3.1 Written policies and procedures encompass key topics of operations and local, 
state, and federal regulations, including but not limited to: nutrition, nutrition 
education, accommodation of children with special food and nutrition needs, 
meal charges, food safety and security, financial management, production and 
service, procurement, receiving and storage, emergency readiness, and 
wellness. 

 
C1.3.2 Written policies and procedures are reviewed annually and revised as needed. 
 
C1.3.3 Current policies and procedures are communicated, and relevant ones are 

available to all stakeholders in the school community. 
 
C1.3.4 School nutrition management personnel stay informed on changes in state and 

federal regulations and adjust policies and procedures as necessary. 
 
C1.3.5 Training for school nutrition personnel encompasses changes and updates to 

policies and procedures. 
              
 
Key Achievement C2:  

The school nutrition program works in concert with the school community to maintain 
a healthy school environment. 

              
 
Best Practice C2.1: 

School nutrition personnel are included as partners in the education of children. 
 
Indicators: 
 

C2.1.1 School nutrition personnel are part of health- or nutrition-related committees. 
 
C2.1.2 The organization chart for the district and/or school site includes school nutrition 

personnel. 
 
C2.1.3 School nutrition program services are marketed at school and district events. 
 
C2.1.4 School nutrition personnel are included in district in-service and other training 

programs. 
              
 
Best Practice C2.2: 

Meal schedules and operational procedures are planned to meet the food, nutrition, 
health, and social needs of students. 
 

Indicators: 
 

C2.2.1 Meal service is evaluated at all school sites to ensure students have adequate 
time to eat based on current research and benchmarks. 

 
C2.2.2 School schedules allow all students access to school meals. 
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C2.2.3 “Recess Before Lunch” is discussed with site-based educators and evaluated as a 
meal schedule option. 

 
C2.2.4 School nutrition personnel meet regularly with site-based administrators to review 

meal schedules. 
 
C2.2.5 Hand washing/sanitizing areas are in close proximity to the serving and dining 

area. 
              
 
Key Achievement C3:  

Facilities are planned to ensure the operational needs of the school nutrition 
program are met. 

              
 
Best Practice C3.1: 

School nutrition personnel are actively involved in planning facilities that support the 
operational goals of the program. 

 
Indicators: 
 

C3.1.1 School nutrition personnel are part of the planning team for new buildings and 
renovations. 

 
C3.1.2 School nutrition personnel give input for design enhancements to improve 

workflow and service systems. 
 
C3.1.3 A profile describing the school nutrition program is created to guide the planning 

team in designing an effective and efficient operation. 
 
C3.1.4 A needs assessment of the school nutrition program is used to guide new 

construction and/or renovation projects. 
 
C3.1.5 Serving and dining areas conform to local, state, and OSHA regulations. 

              
 
Key Achievement C4:  

A comprehensive technology program is established to achieve the operational 
goals of the school nutrition program. 

              
 
Best Practice C4.1: 

The school nutrition program uses information technology to enhance its efficiency and 
effectiveness. 

 
Indicators: 
 

C4.1.1 An evaluation of available technology and information systems is conducted to 
determine appropriate hardware and software for the school nutrition program. 

 
C4.1.2 Software and hardware integrate with the technology infrastructure of the school 

district. 
 
C4.1.3 An evaluation is conducted to determine the best approach to technical support 

(outsourcing, in-house, or vendor provided). 
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C4.1.4 A training program for school nutrition personnel is established to ensure efficient 
operation and understanding of the technology and information systems. 

 
C4.1.5 Technology and information systems are used to tabulate data and to generate 

and submit reports. 
 
C4.1.6 Contingency plans are developed for use in the event of hardware and/or 

software failure. 
 
C4.1.7 New technology and information systems, such as electronic scanning systems 

and biometrics, are evaluated for practicality of use in the program as they 
become available. 

 
C4.1.8 Procedures are established for proper care and maintenance of hardware and 

software systems. 
              
 
Resources: 

 
 Changing the Scene: Improving the School Nutrition Environment (USDA) 

http://www.fns.usda.gov/tn/changing-scene-improving-school-nutrition-environment 
 

 Equipment Purchasing and Facility Design for School Nutrition Programs (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20090312115009.pdf 
 

 Tools for Schools (Action for Healthy Kids) 
http://www.actionforhealthykids.org/resources 
 

 Tech Check (School Nutrition magazine Sept 2010) 
http://www.schoolnutrition.org/Content.aspx?id=14400 
 

 Various resources for policy setting and healthy school environments (Alliance for a 
Healthier Generation)   
https://schools.healthiergeneration.org/_asset/kfnkza/08-432_POToolkit.pdf 

              
 
Key Topic: Financial Management 
 
Key Achievement C5:  

Financial statements for the school nutrition program are prepared and comply with 
federal reporting requirements, adhere to generally accepted accounting principles 
(GAAP), and are used to record, interpret, and analyze financial data. 

              
 
Best Practice C5.1: 

Budgets are prepared that reflect the school nutrition program’s financial goals and 
desired financial outcomes. 

 
Indicators: 
 

C5.1.1 Budget preparation includes input from district business officials and site-level 
school nutrition personnel. 

 
C5.1.2 Projected annual budget is reconciled routinely with revenue and expenditure 

performance. Variances are justified and adjustments are made as necessary. 
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Best Practice C5.2: 
Statement of Revenue and Expenditures (Profit and Loss Statement) is prepared on a 
monthly basis for the department level and for each school nutrition serving site. 

 
Indicators: 
 

C5.2.1 Statements are analyzed to determine if there is sufficient revenue to cover 
expenditures. 

 
C5.2.2 Action is taken if there is a net deficit at the department and/or any individual 

school nutrition program site. 
 
C5.2.3 School nutrition program site level Revenue and Expenditures Reports are 

distributed. 
 
C5.2.4 Statements are used as tools to facilitate financial management decisions. 

              
 

Key Achievement C6:  
Financial management practices are established and reviewed on an ongoing basis 
to maximize revenue and control costs. 

              
 

Best Practice C6.1: 
All expenditure categories are analyzed monthly and adjustments are made to control 
operational costs and maintain a financially sound program. 

 
Indicators: 
 

C6.1.1 Meals Per Labor Hour (MPLH) standards are established and used to assign labor 
hours and control labor costs. 

 
C6.1.2 The total cost to produce a meal is calculated and compared to the revenue 

generated for the same meal category. 
 
C6.1.3 Goals are set for food and labor costs as a percentage of revenue (operating 

ratios) and are compared on a regular basis to actual data. 
 
C6.1.4 Food costs are controlled by implementing procedures such as standardized 

recipes and portion control. 
              
 
Best Practice C6.2: 

All revenue categories are analyzed monthly to ensure that program expenditures are 
covered. 

 
Indicators: 
 

C6.2.1 Prices for meals and non-program foods are determined based on ensuring 
compliance with current federal regulations. 

 
C6.2.2 Data on participation rates for each school nutrition program site is tabulated 

and used to determine target areas for additional sources of income. 
 
C6.2.3 Programs such as catering, contract meals, vending, and other meal initiatives 

are evaluated for their potential as additional sources of revenue. 
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Key Achievement C7:  

Guidelines are developed that ensure financial accountability and compliance with 
federal, state, and local regulations. 

              
 

Best Practice C7.1: 
Internal controls assure financial accountability. 

 
Indicators: 
 

C7.1.1 Written procedures are established for collecting, reconciling, depositing, and 
disbursing funds. 

 
C7.1.2 A system is developed for archiving financial records following federal, state, and 

local regulations. 
 
C7.1.3 Financial management software is used to enhance financial reporting and 

accountability. 
 
C7.1.4 The school nutrition program strives to maintain a cash balance equivalent to 

three (3) months operating expenses as allowed by federal regulations. 
              
 

Best Practice C7.2: 
Financial guidelines and practices are communicated to all school nutrition personnel. 

 
Indicators: 
 

C7.2.1 Financial goals and outcomes are presented. 
 
C7.2.2 School nutrition personnel at the school site level receive training on controlling 

costs and revenue generation. 
 
C7.2.3 School nutrition personnel at the school site level are encouraged to develop 

and implement practices to increase revenue and control costs. 
 
C7.2.4 The school nutrition program’s financial performance is presented and discussed 

at regularly assigned meetings for site nutrition management personnel. 
              
 
Resources: 

 
 Financial Management: A Course for School Nutrition Directors  - online course (NFSMI) 

http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTIzOA 
 

 Financial Management: A Course for School Food Service Directors – Webinars (NFSMI ) 
a. http://www.nfsmi.org/documentlibraryfiles/WMV/20100119085123.wmv 
b. http://www.nfsmi.org/documentlibraryfiles/WMV/20100208084401.wmv 
c. http://www.nfsmi.org/documentlibraryfiles/WMV/20100223101449.wmv 

 
 School Meals Grants (USDA)  

http://www.fns.usda.gov/cnd/grants.htm 
 

 NFSMI Financial Management Information System (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080225031916.pdf 
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 Paid Meal Equity and Revenue from Non-Program Food - Presentation at 2011 ANC (FNS) 
http://docs.schoolnutrition.org/meetingsandevents/anc2011/presentations/Paid%20Lunch
%20Equity%20FINAL_SNA_CINDY.pdf 
 

 Revenue Generation and Cost Control Measures Currently Used in Financially Successful 
CNPs (NFSMI Insight # 10) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080313014035.pdf 

 
              
 

Key Topic: Human Resources 
 
Key Achievement C8:  

School nutrition personnel are qualified to implement the goals of the school nutrition 
program. 

              
 

Best Practice C8.1: 
A process is developed and implemented for recruiting and hiring qualified personnel 
that is in compliance with district procedures and labor laws. 

 
Indicators: 
 

C8.1.1 Written policies and procedures for recruiting, interviewing, and hiring qualified 
personnel are implemented. 

 
C8.1.2 The recruiting and hiring procedure is reviewed and revised periodically. 
 
C8.1.3 Job descriptions for all positions in the school nutrition program are developed 

and made available to all personnel. 
 
C8.1.4 A personnel handbook is developed and distributed to all school nutrition 

personnel and contains information such as key contact information, information 
on the nutrition program, district and department regulations, policies and 
procedures, and local, state, and national professional association involvement. 

              
 

Best Practice C8.2: 
Staffing is planned and allocated according to operational needs. 

 
Indicators: 
 

C8.2.1 A staffing plan is developed based on factors such as delivery systems, 
participation, facilities, and services provided. 

 
C8.2.2 Meals Per Labor Hour standards are utilized in staffing assignments. 
 
C8.2.3 A contingency staffing plan is developed to ensure effective operations when 

vacancies occur. 
              
 
Best Practice C8.3: 

School nutrition management personnel review and recommend salary and benefits 
that are competitive and equitable. (When labor unions are in place, some of the 
following indicators may not apply). 
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Indicators: 
 

C8.3.1 Salary and benefit scales are determined based on area market analysis. 
 
C8.3.2 Wage and salary scales are reviewed at least annually, and this information is 

made available to all school nutrition personnel. 
 
C8.3.3 A plan for salary increases is developed and made available to all school 

nutrition personnel. 
 
C8.3.4 When possible, compensation incentives are provided for SNA certification and 

SNS credentialing, as well as completion of school nutrition program training 
classes. 

 
C8.3.5 All decisions regarding salaries and benefits are coordinated with labor unions 

when applicable. 
              
 
Best Practice C8.4: 

Orientation and training that enhances learning and improves job skills is available to all 
school nutrition personnel. 

 
Indicators: 
 

C8.4.1 Training and staff development opportunities are provided based on personnel 
needs, regulations, program and nutrition trends, local issues, and certification 
requirements. 

 
C8.4.2 School nutrition personnel are included in training opportunities offered to other 

district personnel as appropriate. 
 
C8.4.3 As part of their orientation process, school nutrition personnel and nutrition 

educators receive basic sanitation training prior to starting work in the kitchens. 
 
C8.4.4 Opportunities to attend educational programs and professional meetings are 

encouraged, and costs are covered by the school nutrition program when 
possible. 

 
C8.4.5 A variety of group and individual training methods are used such as in-classroom 

trainings, interactive online classes, webinars, videotapes of conference sessions, 
and School Nutrition magazine “To Your Credit” articles. 

 
C8.4.6 An orientation program is developed that introduces new school nutrition 

personnel to the program’s mission, requirements, and goals. 
 
C8.4.7 A system for evaluating the effectiveness of the training program is developed 

and modified as needed. 
 
C8.4.8 A system for mentoring and/or management training is used for succession 

planning. 
              
 
Best Practice C8.5: 

Performance standards and a formal evaluation and disciplinary system are developed 
that comply with district, state, and federal regulations, as well as union contracts, if 
applicable. 
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Indicators: 
 

C8.5.1 Written policies and procedures encompassing topics such as evaluation, 
grievance, and discipline are implemented, communicated, reviewed regularly, 
and revised as needed. 

 
C8.5.2 Individual employee records are maintained according to district policy and 

labor union laws to provide information for use in evaluation, promotion, 
counseling, and termination and are kept confidential. 

 
C8.5.3 All school nutrition personnel are evaluated in writing at least annually or as 

determined by the district or union contract. 
 
C8.5.4 Personnel who conduct performance appraisals are trained in the evaluation 

process. 
 
C8.5.5 Human resource decisions follow due process as established by the school district. 
 
C8.5.6 Conflict resolution, negotiation, and problem solving techniques are used when 

dealing with school nutrition personnel issues. 
 
C8.5.7 A system to monitor and track the incidence of on-the-job injuries is established, 

and this information is linked to training and evaluations. 
              
 

Best Practice C8.6: 
A system for addressing retention, promotion, recognition, and motivation is 
implemented and communicated to all school nutrition personnel. 

 
Indicators: 
 

C8.6.1 A procedure is established for school nutrition personnel to provide feedback for 
improving productivity and morale. 

 
C8.6.2 Opportunities are available for school nutrition personnel to provide input and 

become involved with new initiatives, product and recipe testing, committees, 
training others, and contests. 

 
C8.6.3 An awards and recognition program is established for outstanding performance. 
 
C8.6.4 Meetings and other open channels of communication are conducted regularly 

with school nutrition personnel. 
 
C8.6.5 To communicate to and among school nutrition personnel, a variety of 

communication channels, such as bulletin boards, email, newsletters and the 
website, is used. 

              
 
Resources: 

 
 Bundle 3 – Absences from the Workplace, Drug Free Workplace, Hiring and Lawful 

Termination (School Nutrition University) 
http://www.snuniversity.org/bundle3.html 
 

 Bundle 4 – Discrimination Free Workplace, Ethics, and Disability in the Workplace (School 
Nutrition University) 
http://www.snuniversity.org/bundle4.html 
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 Bundle 5 – Employee Concerns, Sexual Harassment for Employees, Violence in the 
Workplace (School Nutrition University) 
http://www.snuniversity.org/bundle5.html 
 

 Human Resource Series – 7 online courses (NFSMI) 
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTIzOA 
 

 On-the-job Training for School Nutrition Assistants/Technicians is Essential (NFSMI Insight #35) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080313045127.pdf 
 

 The Locker Room Speech (School Nutrition magazine February 2011) 
http://www.schoolnutrition.org/Content.aspx?id=14998 
 

 Tools for Hiring Successful School Foodservice Assistants (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080225104925.pdf 
  

 On-the-job Training for School Nutrition Assistants/Technicians is Essential (NFSMI Insight #35) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080313045127.pdf 
 

 The Locker Room Speech (School Nutrition magazine February 2011) 
http://www.schoolnutrition.org/Content.aspx?id=14998 
 

 Tools for Hiring Successful School Foodservice Assistants (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20080225104925.pdf 

 

              
 

Key Topic: Program Accountability 
 
Key Achievement C9:  

A system is established to ensure regulatory accountability of the school nutrition 
program. 

              
 
Best Practice C9.1: 

The school nutrition program meets all Child Nutrition Program regulations. 
 
Indicators: 
 

C9.1.1 School nutrition personnel know current federal, state, and local regulations and 
policies and keep informed on updates and revisions. 

 
C9.1.2 The most current Administrative Review indicates compliance with federal 

regulations; all problem areas have been addressed; and the Report of Findings is 
shared with district administrators and school nutrition personnel. 

C9.1.3 A system for internal audits and reviews is established to evaluate the 
performance of the school nutrition program and identify and control problems. 

              
 

Best Practice C9.2: 
The school nutrition program has established a system for student eligibility determination 
that complies with federal regulations. 

 
Indicators: 
 

C9.2.1 All applications for meal benefits are correctly approved and verified. 
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C9.2.2 The school nutrition program complies with the requirements of direct 
certification. 

 
C9.2.3 The release of eligibility information is monitored and complies with federal and 

state regulations regarding disclosure. 
 
C9.2.4 A system for records retention following state and federal regulation is 

established. 
              
 
Best Practice C9.3: 

A system is established for data collection and record keeping that ensures compliance 
with federal, stale, and local regulations and policies. 

 
Indicators: 
 

C9.3.1 The method to collect meal counts at the point of service is reliable and provides 
accurate data in a timely manner. 

 
C9.3.2 A system is developed to maintain accurate and appropriate records for the 

required length of time. 
 
C9.3.3 An effective system is established for preparing and submitting reports. 

              
 

Best Practice C9.4: 
School nutrition management personnel ensure that the local board of education has 
adopted a written school wellness policy that complies with the provisions of the federal 
regulation. 

 
Indicators: 
 

C9.4.1 School nutrition management personnel provide information to appropriate 
district administrators regarding the wellness policy requirements and updates. 

 
C9.4.2 School nutrition management personnel provide leadership and guidance and 

coordinate efforts to establish procedures to implement requirements. 
 
C9.4.3 School nutrition management personnel provide leadership to ensure the school 

community is informed of the local school wellness policy. 
 
C9.4.4 School nutrition management personnel develop guidelines for implementing the 

components of the local school wellness policy that are pertinent to the school 
nutrition program. 

              
 

Best Practice C9.5: 
A school food safety plan for the preparation and service of meals is developed and 
implemented in compliance with federal law. 

 
Indicators: 
 

C9.5.1 School nutrition site personnel are trained on the components of the program 
and their responsibilities for implementation. 

 
C9.5.2 A process is established to monitor, review, and improve the food safety plan. 
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C9.5.3 School nutrition management personnel coordinate with the local health 
department to ensure all school sites receive the minimum number of required 
food safety inspections as prescribed by federal and state regulations. 

              
 
Resources: 

 
 Child Nutrition Act of 1966 (USDA) 

http://www.fns.usda.gov/sites/default/files/CNA_1966_12-13-10.pdf 
 

 Administrative Review Manual (USDA) 
http://www.fns.usda.gov/school-meals/administrative-review-manual  
 

 Eligibility Manual for School Meals (USDA) 
http://www.fns.usda.gov/sites/default/files/EliMan.pdf 
 

 Healthy Hunger-Free Kids Act of 2010 (USDA) 
http://www.fns.usda.gov/school-meals/healthy-hunger-free-kids-act 
 

 Local School Wellness Policy (USDA) 
http://www.fns.usda.gov/tn/Healthy/wellnesspolicy.html 
 

 Local Wellness Policy Resources (USDA) 
http://healthymeals.nal.usda.gov/local-wellness-policy-resources 
 

 Richard B. Russell National School Lunch Act (USDA) 
http://www.fns.usda.gov/sites/default/files/NSLA.pdf  
 

 School Food Safety Program Based on Hazard Analysis and Critical Control Points (USDA) 
http://www.fns.usda.gov/sites/default/files/02-24-10_HACCP.pdf 
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Key Topic: Marketing 
 
Key Achievement D1:  

A comprehensive marketing plan promotes participation in school meal programs. 
              
 
Best Practice D1.1: 

A marketing plan is developed and implemented using established marketing principles 
and techniques. 

 
Indicators: 
 

D1.1.1 A school nutrition program mission statement is created and published. 
 
D1.1.2  A SWOT analysis is conducted to identify the program’s Strengths, Weaknesses, 

Opportunities, and Threats. 
 
D1.1.3 Objectives and strategies for the marketing plan are developed. 
 
D1.1.4 The target audience(s) is identified. 
 
D1.1.5 A budget is determined to fund the marketing plan and included as a line item in 

the school nutrition program budget. 
 
D1.1.6 School nutrition personnel receive training on the marketing plan as well as tools 

to use for implementation. 
 
D1.1.7 The marketing plan is evaluated on a regular basis and modified as needed.  

              
 
Best Practice D1.2: 

Reimbursable meals are promoted as the meal of choice. 
 
Indicators: 
 

D1.2.1 The nutritional and economic advantages of school meals are promoted to 
stakeholders using a variety of communication channels. 

 
D1.2.2  Reimbursable meals are more economically priced than non-program foods and 

are marketed as a better value. 
 
D1.2.3 Food is merchandized and served efficiently to encourage the selection of 

reimbursable meals. 
              
 
Best Practice D1.3: 

The school nutrition program explores the feasibility of developing a branded concept 
for the school meals program. 
 

Key Area 4:        
     Marketing & Communications
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Indicators: 
 

D1.3.1  The school nutrition program collaborates with other school district nutrition 
programs to determine the feasibility of joint development and use of a branded 
concept. 

 
D1.3.2 School nutrition personnel determine which components of the branding 

program are feasible to implement such as distinct name, logo, message or tag 
line, packaging, signage, colors, and print materials. 

 
D1.3.3  School nutrition personnel solicit support and assistance from students and 

teachers in arts and business classes, and other segments in the district, and also 
seek community support and assistance. 

 
D1.3.4 A system for evaluation and continuous improvement of the marketing plan is 

developed. 
              
 
Key Achievement D2:  

The school nutrition program is a resource for meeting the school and community’s 
nutrition needs. 

              
 
Best Practice D2.1: 

School nutrition management personnel evaluate opportunities on an ongoing basis for 
extended programs to address school and community needs. 

 
Indicators: 
 

D2.1.1 School nutrition management personnel evaluate the needs of students for 
additional services such as expanded breakfast options, after school snack 
program, summer foodservice, supper program, vended reimbursable meals, and 
any other new initiatives as they become available. 

 
D2.1.2  School nutrition management personnel evaluate the needs of the community 

for additional services such as catering services, contract services, and adult and 
elderly meal programs. 

 
D2.1.3 An implementation plan is developed for the additional services. Program 

personnel seek approval and assistance from appropriate authorities as 
necessary. 

 
D2.1.4 The target audience(s) is identified. 
 
D2.1.5 The additional services are periodically evaluated for cost effectiveness and to 

determine if they continue to meet the needs of the targeted market. 
Modifications are made as necessary. 

              
 
Key Achievement D3:  

A public relations program is designed to promote and maintain a positive public 
image for the school nutrition program. 
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Best Practice D3.1: 
School nutrition personnel advocate for the school nutrition program both within the 
school district and in the community. 

 
Indicators: 
 

D3.1.1 School nutrition management personnel are considered the authority and 
spokespeople within the school community in matters relating to child nutrition. 

 
D3.1.2  The school nutrition program provides opportunities for personnel to receive 

ongoing training in marketing and communications. 
 
D3.1.3 School nutrition site-level personnel integrate themselves into their school 

community by supporting and participating in school activities. 
 
D3.1.4 School nutrition personnel promote school program goals and activities within the 

school community. 
 
D3.1.5 School nutrition personnel network with other school nutrition professionals to 

share best practices and receive training and skill enhancement. 
 
D3.1.6 The school nutrition program works with advisory groups and committees to 

inform and advocate for the school nutrition program. 
 
D3.1.7 The school nutrition program works with the district public information officer or 

other official spokesperson to provide content and develop press releases and 
other written communications about the school nutrition program. 

 
D3.1.8 School nutrition management personnel develop a relationship with the media to 

promote the school nutrition program in the community. 
 
D3.1.9 Activities are planned and promoted for state and/or National School Lunch 

Week, National School Breakfast Week, Child Nutrition Employee Appreciation 
Week, National Nutrition Month, and other recognized celebrations. 

              
 
Resources: 

 

 Building the School Nutrition Program Brand Personality within the School Setting (Journal of 
Child Nutrition and Management – Spring 2012) 
http://www.schoolnutrition.org/Content.aspx?id=17276 
 

 Branding the School Nutrition Program: Building the Foodservice Personality (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20120606015356.pdf 
 

 Developing a Best Practice Guide to Increasing High School Student Participation and 
Satisfaction in the National School Lunch Program (NFSMI) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20091022021258.pdf 
 

 Exploring Trends and Barriers to Implementation of Branding Concepts in the School 
Nutrition Environment (NFSMI – Insight #46) 
http://www.nfsmi.org/documentlibraryfiles/PDF/20121022023620.pdf 
 

 Focus on the Customer – online course (NFSMI)   
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTIzOA 
 

 I Spy---Marketing Success (School Nutrition magazine – February 2012) 
http://www.schoolnutrition.org/Level2_SNAMAG.aspx?id=16736 
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 Marketing 101 – For Managers and Directors  (School Nutrition University) 
http://www.snuniversity.org/marketing101.html 
 

 Marketing 101 – Training Pack  (School Nutrition University) 
http://www.snuniversity.org/marketing101_tp.html 
 

 Marketing Your School Nutrition Program (NFSMI) 
a. http://www.nfsmi.org/documentlibraryfiles/PDF/20120301102850.pdf 
b. http://www.nfsmi.org/documentlibraryfiles/PDF/20120301103120.pdf 

 
 Real Time Marketing – Satellite Seminar (NFSMI) 

http://www.nfsmi.org/documentlibraryfiles/PDF/20080219082706.pdf 
 

 Smarter Lunchrooms Movement (Cornell University) 
http://smarterlunchrooms.org 
 

 SWOT’s Happening! (School Nutrition magazine – December 2010) 
http://www.schoolnutrition.org/Content.aspx?id=14800 

              
 

Key Topic: Communications 
 
Key Achievement D4:  

School nutrition personnel work with stakeholders in the community as well as local 
and state allied organizations to promote nutritious food, nutrition education, and 
physical activity. 

              
 
Best Practice D4.1: 

The school nutrition program works with the community and allied organizations to 
promote the importance of nutritious food, nutrition education, and physical activity for 
school age children. 

 
Indicators: 
 

D4.1.1 School nutrition personnel provide information about the program to groups allied 
with schools, such as higher education institutions, parent teacher organizations, 
school board and principal organizations, dietetic associations, medical 
organizations, and any others in the community with an interest in the well-being 
of children. 

 
D4.1.2  School nutrition personnel meet with groups allied with schools to encourage 

cooperative activities. 
 
D4.1.3 School nutrition personnel represent the school nutrition program and participate 

in activities of allied organizations. 
              
 
Best Practice D4.2: 

The school nutrition program develops partnerships with industry and food service 
operations, both commercial and nonprofit, to support and promote the school nutrition 
program. 

 
Indicators: 
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D4.2.1 School nutrition personnel meet with industry and commercial and non-profit 
food service operations to share information about the program. 

 
D4.2.2  School nutrition personnel provide input to the foodservice industry on the 

development of products and services that will meet the program needs and 
advance the well-being of children. 

 
D4.2.3 The school nutrition program invites industry representatives to visit schools, in 

accordance with district and/or school policy, to observe the program in 
operation and gather data regarding student needs and student response to 
various products and types of service. 

 
D4.2.4 School nutrition personnel stay informed of and the program incorporates trends 

in commercial foodservice restaurants and nonprofit food service operations that 
are pertinent to the health and well-being of children. 

              
 
Key Achievement D5:  

The school nutrition program communicates the importance of the program to 
stakeholders in the school district. 

              
 
Best Practice D5.1: 

A system is established to communicate with all stakeholders in the school district about 
the contribution of the program to the educational performance of students. 

 
Indicators: 
 

D5.1.1 The school nutrition program reaches out to stakeholders such as teachers, 
principals, and parents for support and assistance in promoting the benefits of the 
school nutrition program. 

 
D5.1.2  School-level nutrition personnel are encouraged to form partnerships with site-

based educators. 
 
D5.1.3 The school nutrition program organizes opportunities such as food shows, tasting 

panels, and focus groups to engage students in program planning and to 
educate them on the role of good nutrition and healthy lifestyles. 

 
D5.1.4 School nutrition personnel communicate to the school community the important 

direct link between good nutrition and the educational performance of students, 
providing current scientific studies and research. 

              
 
Key Achievement D6:  

The school nutrition program communicates the importance of policies to support 
nutrition integrity. 

              
 
Best Practice D6.1: 

School nutrition personnel advocate for public policy that is beneficial to the health and 
education of children. 

 
Indicators: 
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D6.1.1 School nutrition personnel are trained on the legislative process and how to assess 
effects of proposals on the school nutrition program. 

 
D6.1.2  School nutrition personnel communicate with legislators and government 

agencies. 
 
D6.1.3 The school nutrition program provides accurate information on the program goals 

and objectives, how rules and regulations impact the program, and any other 
pertinent information to legislators and government agencies. 

 
D6.1.4 Elected officials are invited to visit schools to participate in activities and observe 

the contribution of school nutrition programs to the health and education of 
children. 

 
D6.1.5 School nutrition personnel advocate for district/school administrators to develop 

policy and actively endorse healthy foods while discouraging the promotion or 
availability of less nutritious food choices. 

              
 
Key Achievement D7:  

The school nutrition program coordinates the use of multiple approaches to provide 
information to stakeholders within the school district and in the community. 

              
 
Best Practice D7.1: 

When not restricted by local policy, the school nutrition program coordinates the use of 
multiple approaches to provide information to stakeholders within the school district and 
in the community. 

 
Indicators: 
 

D7.1.1 School nutrition personnel are trained, or the program utilizes outside experts, to 
incorporate social media. 

 
D7.1.2  The school nutrition program uses multiple approaches to inform and educate 

stakeholders and determines the most appropriate channels for effective 
communication. 

 
D7.1.3 Targeted promotional materials are used to address the needs of various market 

segments such as athletes, females/males, and ethnic groups. 
 
D7.1.4 Multiple communication channels are used to disseminate consistent messages. 
 
D7.1.5 Information and messages are translated into the most prominent language(s) 

spoken by the student population. 
              
 
Resources: 

 
 Communication Tools for School Nutrition Programs (NFSMI) 

http://www.nfsmi.org/ResourceOverview.aspx?ID=249 
 

 Core Nutrition Messages (USDA)  
http://www.fns.usda.gov/core-nutrition/core-nutrition-messages  

 
 Finding New Champions for Child Nutrition (School Nutrition magazine June/July 2011) 
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http://www.schoolnutrition.org/Content.aspx?id=15547 
 

 How Friend Became a Verb (School Nutrition magazine Feb 2010) 
http://www.schoolnutrition.org/Content.aspx?id=13536 
 

 Legislative Toolkit (SNA) 
http://www.schoolnutrition.org/Content.aspx?id=156 
 

 Q &A Session on How to Improve Your On-Line Presence - Peer 2 Peer Connect Webinar 
2/28/2012 (SNA) 
http://www.schoolnutrition.org/Content.aspx?id=16614 
 

 Social School Lunch: A How to Guide on Social Media (SNA) 
http://www.schoolnutrition.org/uploadedFiles/School_Nutrition/101_News/NewsArchives/S
NA_News_Articles/Social%20Media%20Guide%20for%20SNA%20Members.pdf 
 

 SNA’s PR Resources (SNA – requires SNA membership to login) 
http://www.schoolnutrition.org/Content.aspx?id=17256 
 

 Sweet Tweets (School Nutrition magazine Sept 2010) 
http://www.schoolnutrition.org/Content.aspx?id=14400 
 

 Tray Talk (SNA) 
http://www.traytalk.org/ 
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A 
 

Administrative Review 
A federally-prescribed review system used by the state agency to monitor School Food 
Authority programs, formerly known as the Coordinated Review Effort (CRE). 
 
Afterschool Meals 
Meals and snacks provided to children, including teenagers through age 18, in eligible 
afterschool programs in lower income areas. Provided through the Child and Adult Care Food 
Program (CACFP). 
 
Alliance for a Healthier Generation 
An organization founded in 2005 by the American Heart Association and William J. Clinton 
Foundation to address one of the nation’s leading public health threats—childhood obesity. 
 

B 
 
Batch Cooking 
Cooking in small quantities (e.g., an amount that can be served in 15 minutes) on a continuous 
basis during serving periods to maintain fresh, safe, and nutritious products. 
 
Benchmarking 
Process of seeking out and studying the best practices that produce superior results for the 
purposes of self-evaluation. 
 
Best Practices 
Actions that measure key achievements found in Keys to Excellence. Methods or techniques 
showing superior results. 
 
Biometrics 
Use of physical characteristics such as fingerprint, facial recognition, or iris scan to identify an 
individual. 
 
Branded Concept 
Developing a brand for the school nutrition program with components such as name, logo, 
colors, messages, packaging, signage and print materials used to increase participation, 
improve image, and market the program to students. 
 
Budget 
A financial planning and management tool that projects revenues and expenses for a specific 
time period and/or activity. 
 
 
 

Glossary 
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C 
 
Catering Services 
Food and beverage services provided by the school nutrition department for special functions 
not directly associated with Federal food programs. 
 
Certification Program (SNA) 
An SNA professional development program with established standards, and requirements, for 
academic education as conditions of being awarded certification. Education must clearly 
relate to SNA Key Areas. Certification is renewable on an annual basis after the appropriate 
number of continuing education units are accumulated. 
 
Certification in Food Safety 
Provided by a local health agency or national professional organization that verifies that the 
holder has successfully completed a course in food safety/sanitation. 
 
Child and Adult Care Food Program (CACFP) 
A federal food assistance program administered by USDA that provides reimbursement for meals 
served to children and adults attending eligible child care / day care centers and homes. 
Children may receive snacks and supper through CACFP. 
 
Child Nutrition Employee Appreciation Week 
One designated week a year for directors, managers, parents, teachers, and school 
administrators to acknowledge that child nutrition employees work hard year round. 
 
Community Eligibility Option 
Allows all schools that meet the 40 percent direct certification threshold to provide free 
breakfast and lunch to all students, beginning school year 2014-2015. Reimbursement is 
calculated based on the number of students directly certified for free school meals. 
 
Competitive Foods 
Any foods and beverages sold in competition with the National School Lunch Program and 
School Breakfast Program to students. 
 
Contract Meals 
Meals prepared and regularly served for an agreed price to an agency which has entered into 
an agreement with the school nutrition program.  
 
Contract Services 
Services provided through contractual agreements with independent suppliers and consultants. 
 
Cooperative and/or Group Purchasing Organization 
Entity made up of school nutrition programs created to increase buying power by combining 
their purchases.   
 
Coordinated Review Effort (CRE) - See Administrative Review. 
 
Corrective Action 
Action taken by the school or school district to correct a deficiency in the administration, 
management, or operation of the school food and nutrition program. 
 
Credentialing Program (SNA) 
An SNA professional development program that awards the School Nutrition Specialist (SNS) 
credential to individuals who meet professional requirements, including successfully passing a 
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standardized examination designed to assess professional competence against established 
criteria for school nutrition programs. The SNS credential is renewable every three years upon 
successful completion of continuing education units. 
 
Control Point 
A practice, preparation step, or procedure where a preventive or control measure can be 
applied that would prevent, eliminate, or reduce the risk of a hazard. 
 
Cycle Menus 
A series of menus planned for a particular period of time, such as 4 weeks. The menu varies for 
each day of the cycle. 
 

D 
 

Dietary Guidelines for Americans 
A publication issued jointly every five years by USDA and the U.S. Department of Health and 
Human Services, which contains nutritional and dietary information and guidelines for the 
general public and is based on scientific and medical knowledge current at the time of 
publication.  The guidelines place emphasis on choosing a variety of foods each day that limit 
fat, sugar, and salt, and increase complex carbohydrates and dietary fiber; and on increasing 
exercise.  The National School Lunch and National School Breakfast Programs are directed to 
abide by these guidelines. 
 

E 
 
Electronic Scanning 
Use of a computer software program to scan paper meal applications for automating the 
certification process. 
 
Evening Supper Program 
The informal name for the provision of reimbursable suppers to children, including teenagers 
through age 18, in eligible afterschool programs in lower income areas. Provided through the 
Child and Adult Care Food Program (CACFP). See also Afterschool Meals. 
 

F 
 
Farm to School Program 
A program that connects K-12 schools and local farms with the objectives of serving healthy 
meals in school cafeterias, improving student nutrition, providing agriculture health and nutrition 
education opportunities, and supporting local and regional farmers. 
 
First In First Out (FIFO) 
A method of inventory rotation in which the oldest products held in inventory are the first to be 
used. 
 
Foodborne Illness 
A disease carried or transmitted to people by foods or beverages (commonly referred to as 
food poisoning). 
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Food Defense  
The collective term used by federal agencies such as the Food and Drug Administration, USDA, 
and U.S. Department of Health and Human Services to encompass activities associated with 
protecting the nation’s food supply from chemical, biological, and other sources of 
contamination that pose hazards to the health and well- being of consumers. 
 
Food Recall 
An order issued by USDA, food manufacturers, or other suppliers to stop usage of a food 
believed to be unsafe for consumption, which also includes instructions for handling the food in 
question. 
 
Food Safety Plan 
A written plan including Hazard Analysis of Critical Control Points (HACCP) principles defining 
procedures used in preparing and serving school meals as required by law. 
 
Food Specifications and Conditions 
A written description of a desired item that provides procurement information, such as USDA 
grade standard (if appropriate), container size, number of containers (units) per case, number of 
cases ordered, and net drained weights (if appropriate). Conditions include delivery location, 
procedures, and schedules, and procedures for overages, shortages, outages, refunds, and 
returns. 
 
Foods of Minimal Nutritional Value 
A food that provides less than 5% of the Reference Daily Intakes for each of 8 specified nutrients 
per 100 calories or serving. 
 
Forecasting 
The use of records and data to determine how many meals will be served or how much food will 
be needed for a future time. 
 
Fresh Fruit and Vegetable Program (FFVP) 
A program administered by USDA which provides all children in participating schools with a 
variety of free fresh fruits and vegetables throughout the school day.  It is not available in all 
states. 
 
Fuel Up to Play 60 
A program founded by the National Dairy Council and the National Football League, in 
collaboration with USDA, which empowers students to take charge in making small, everyday 
changes at school. 
 

G 
 
Generally Accepted Accounting Practices (GAAP) 
Accounting practices which represent a uniform set of guidelines for financial accounting used 
in school districts for compliance with federal requirements. 
 
Global Trade Item Number (GTIN) 
A 14-digit number currently used exclusively within bar codes which serves as an identifier for 
trade items. 
 
Good Manufacturing Practices (GMPs) 
Regulations that describe the methods, equipment, facilities, and controls required for 
producing processed foods, human and veterinary products, and medical devices. 
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Goals 
A broad statement of results sought; what will happen as a result of what is done over the course 
of short term (current year) and long term (2-3 years). 
 

H 
 
Hazard Analysis of Critical Control Points (HACCP) 
A food safety system designed to keep food safe throughout the production and service in an 
establishment.  HACCP is based on the idea that if hazards are identified at specific points in the 
flow of a food, the hazards will be prevented, eliminated, or reduced to safe levels. 
 
Healthier US School Challenge 
A voluntary certification initiative established by USDA in 2004 to recognize those schools 
participating in the National School Lunch Program that have created healthier school 
environments through schools’ food quality, participation in meal programs, physical activity, 
physical education, and nutrition education. 
 

I 
 
Information Technology (IT) 
Computer systems and other technology that enhance operational efficiency by accessing, 
processing, and transmitting information. 
 
Inspection Report 
Written report prepared by local health departments or other authorized persons that identifies 
the food safety status of foodservice facilities and provides recommendations and timelines for 
remedial actions, if needed. 
 

J 
 
Job Description 
A detailed list of the work requirements and responsibilities to perform a certain task. 
 

L 
 
Line Architecture 
The layout of serving tables and food on the school meals serving line. 
 

M 
 
Material Safety Data Sheets (MSDS) 
Product safety information sheets prepared by manufacturers and marketers of products 
containing toxic chemicals. 
 
Marketing Plan 
A predetermined plan to increase participation in a Child Nutrition Program through 
communications of varying types. 
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Meals Per Labor Hour (MPLH) 
A common measure of productivity in school foodservice; calculated by dividing the total 
number of meals produced and served in a day by the total number of labor hours used. 
 
Mission Statement 
A succinct statement as to the purpose of the organization or an organization’s reason for 
existence (usually 20 words or less). 
 
Modified Recipes 
Recipes that have been altered to accommodate a change in one or more nutrients or 
ingredients. 
 

N 
 
National Food Service Management Institute (NFSMI) 
A federally funded institution established by Congress that provides technical assistance, 
research, education, and training for child nutrition programs. 
 
National Sanitation Foundation (NSF) 
A widely respected and globally recognized provider of safety standards for food products, 
manufacturing procedures, and food preparation and serving equipment. The NSF seal 
represents compliance with established health and safety standards. 
 
National School Breakfast Week 
By Presidential proclamation, a week of observance in March of each year that commemorates 
the contribution of the School Breakfast Program to the health and education of children. 
 
National School Lunch Program (NSLP) 
The program under which participating schools operate a nonprofit lunch program in 
accordance with the National School Lunch Act, through which general and special cash 
assistance and donated food assistance are made available to schools. 
 
National School Lunch Week 
By Presidential proclamation, a week of observance in October of each year that 
commemorates the contribution of the National School Lunch Program to the health and 
education of children. 
 
Non-Program Foods 
Foods sold separately from reimbursable meals served in Federal child nutrition programs (a la 
carte foods). 
 
Nutrition Education 
A comprehensive nutrition information program that coordinates classroom instruction with the 
school nutrition program and school community, with emphasis on making healthful food 
choices. 
 
Nutrition Integrity Statement 
A level of performance that assures all foods and beverages available in schools are consistent 
with the Dietary Guidelines for Americans, and, when combined with nutrition education, 
physical activity, and a healthy school environment, contributes to enhanced learning and the 
development of lifelong, healthy eating habits. 
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O 
 
Offer vs. Serve 
A concept that applies to the determination of reimbursable school meals. It allows students to 
decline some of the food offered in a school lunch or school breakfast, providing student choice 
and reducing program waste. 
 
Occupational Safety and Health Administration (OSHA) 
A government agency with the responsibility to set standards that promotes workplace safety 
and health. 
 
Operating Ratios 
An analysis of financial data that measures the efficiency of the operation of the school nutrition 
program. Expenditures as a percentage of revenue (food cost percentage) is an example of an 
operating ratio. 
 

P 
 
Par Value 
The amount that an issuer agrees to pay at the maturity date, also called the maturity value or 
face value. 
 
Percent Participation 
The calculation of the number of students available to take part in a child nutrition program 
(breakfast, lunch, snack, summer feeding) divided by the number of students who do 
participate. 
 
Physical Inventory 
An actual count of goods in stock. This count should be taken at least once a month. 
 
Point of Sale 
The various locations in a school nutrition operation where sales transactions take place. 
 
Portion Control 
A specific quantity of food to be served as indicated on a standardized recipe. 
 
Potentially Hazardous Foods (PHF) 
Foods that deteriorate rapidly in quality if not subjected to sufficient heat or cold to prevent the 
rapid reproduction of pathogens that might cause foodborne illness. 
 
Procurement 
The act of obtaining or buying goods and services. 
 
Production Record 
A form used to provide essential information recorded at the school kitchen such as food items, 
recipe numbers, amounts prepared, portion sizes, and leftovers for the reimbursable meals 
served.  It is used for determining if the appropriate level of nutrients and calories were offered 
for a reimbursable meal. 
 
Program Profile 
A form used to gather and organize information about the school nutrition program needs that is 
used for facility planning and given to architects, engineers, and contractors. 
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R 
 
Reimbursable Meal 
A student meal that meets Federal food and nutrition requirements for the School Breakfast 
Program, the School Lunch Program, and other federal child nutrition programs and is eligible for 
a cash reimbursement paid for, partially or totally, by USDA. 
 

S 
 
School Community 
Includes principals, teachers, administrators, school support staff, parents, school nutrition 
personnel, and students who make up and support the educational process in the schools. 
 
School Food Authority (SFA) 
The governing body that is responsible for the administration of one or more schools and has the 
legal authority to operate the school nutrition program therein. The school system 
superintendent is typically the person authorized to sign legal documents for the SFA. 
 
School Meals Initiative (SMI) 
Also known as the School Meals Initiative for Healthy Children, it is USDA’s initiative to assist and 
provide training so that school lunches and breakfasts are consistent with the recommendations 
of the Dietary Guidelines for Americans. All School Food Authorities participating in the National 
School Lunch Program must undergo a SMI review on a cyclical basis. 
 
School Nutrition Association (SNA) 
Founded in 1946, the 55,000 members of SNA represent the full spectrum of school nutrition 
personnel including: directors of school nutrition programs in school districts, state agency 
program directors, managers of individual kitchens, school nutrition employees responsible for 
food preparation and service, child and adult care food program employees, and industry 
representatives. 
 
School Nutrition Program 
The operations within a school or school district, authorized by the local governing board, that 
provide students with nutrition services and nutrition education. 
 
School Nutrition Personnel 
The employees of the school nutrition department who work in the schools and central office to 
provide healthy meals to students, provide nutrition education support to students and faculty, 
and promote the school nutrition program. 
 
School Nutrition University (SNU) 
The School Nutrition Association's online program designed to provide training and education to 
professionals working in all levels of the school nutrition and foodservice industry in a convenient 
format. 
 
Social Media 
A collection of online tools and platforms that allow individuals to post and share information 
and build relationships. These tools include Facebook, Twitter, LinkedIn, Flickr, and YouTube, 
among others.  
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Stakeholder 
An individual or group that has a strong interest in the success of the school nutrition program’s 
services. 
 
Standardized Recipe 
A written formula that has been tested and produces a consistent quality and yield of a food or 
beverage.  It provides a list of ingredients, the required quantity of each ingredient, and specific 
instructions for preparation and service, including portion size, yield, and nutrient composition. 
 
Standards of Practices or Procedures 
Written practices and procedures that are critical to producing safe food. 
 
Statement of Revenues and Expenditures (Profit and Loss Statement) 
The financial report of all revenues and expenditures earned and expended for a given period 
of time. Tells whether the school nutrition program is operating at a profit or loss. 
 
Strategic Planning  
A process to identify the short and long term issues facing the school nutrition program that 
need to be addressed by developing goals, objectives, and action items. 
 
SWOT Analysis 
A process to identify the school nutrition program’s strengths, weaknesses, opportunities, and 
threats (SWOT) for the purpose of laying the groundwork for strategic planning. 
 

T 
Team Nutrition 
An initiative of the USDA Food and Nutrition Service to support the Child Nutrition Programs 
through training and technical assistance for nutrition services, nutrition education for children 
and their caregivers, and school and community support for healthy eating and physical 
activity.  
 
Team Nutrition School 
A school that has signed up for and participates in the USDA Team Nutrition Program. 
 

U 
 
United States Department of Agriculture (USDA) 
The Federal agency responsible for administration of the nation’s child nutrition and commodity 
distribution programs. 
 
USDA Foods 
A program that supports federal nutrition assistance programs, including the National School 
Lunch Program (NSLP). USDA Foods makes up approximately 15 to 20 percent of the food served 
in each school lunch. 
 

V 
 
Vended Foods 
Foods sold from vending machines that include both reimbursable and non-program foods. 
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Vendors 
Those who provide goods and services to the School Nutrition Programs. 
 
Vision 
A statement that defines what an organization seeks to become. It provides personnel with a 
destination by which they can measure progress and feel a sense of accomplishment as they 
work towards reaching that vision. 

W 
 
Waste Management Plan 
A clearly stated and implemented plan that identifies and reduces waste in all areas of the food 
service operation, including employee training for safe and efficient waste handling procedures. 
 
Webinar 
An online seminar or workshop delivered over the internet. 
 
Wellness Policy 
A policy required by law to address a school or district’s health and wellness requirements. 
 
Whole Grain-Rich Foods 
Whole grain food products defined by USDA to meet a portion size requirement for the 
Grains/Bread component. 
 
Work Flow 
The efficient organization of work in the kitchen that naturally and logically follows the flow of 
food from receiving to storage, preparation, service, and clean up. 
 
Work Schedule 
A written assignment for each employee that specifies duties and responsibilities to be carried 
out at specific times and on a daily, weekly, monthly, or yearly basis. 


