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Food & Friends Contact Information 

Food & Friends  

The Children's Foundation of Guelph and Wellington 
87 Waterloo Avenue Guelph, ON N1H 3H6 

Telephone: 519-826-9551 Fax: 519-766-4870 
Email: foodandfriends@childrensfoundation.org 

Program Director, Food & Friends and Scholarships Anita Macfarlane 
Telephone: 519-826-9551 Ext.22 
Email: anita@childrensfoundation.org  

Student Nutrition Program Manager, Food & Friends 
Centre and North Wellington, Mapleton, Minto, and 
Guelph West 

 

Student Nutrition Program Manager, Food & Friends 
Dufferin and East Wellington 

 

Bobbi Turner 
Telephone: 226-820-6162 
Email: bobbi@childrensfoundation.org  

 

Heather Verpaalen 
Telephone: 519-939-2369 
Email: heather@childrensfoundation.org 

Food & Friends is a program of The Children’s Foundation of Guelph and Wellington which is governed by a 

board of directors and staffed by the following: 

Interim Executive Director         Karyn Kirkwood 

            Telephone: 519-826-9551 Ext.24 

            Email: karyn@childrensfoundation.org  
 

Program Assistant, Free-To-Play                             Maria Fitzpatrick 

           Telephone: 519-826-9551 Ext. 23  

           Email: maria@childrensfoundation.org 

 

Program Director               Karyn Kirkwood  

Adopt-A-Family, Free to Play                         Telephone: 519-826-9551 Ext.23  

            Email: karyn@childrensfoundation.org  

 

Finance and Operations Manager        Laurie Lantaigne    

            Telephone: 519-826-9551 Ext.26 

              Email: laurie@childrensfoundation.org  

 

 

mailto:foodandfriends@childrensfoundation.org
mailto:anita@childrensfoundation.org
mailto:bobbi@childrensfoundation.org
mailto:heather@childrensfoundation.org
mailto:glenna@childrensfoundation.org
mailto:maria@childrensfoundation.org
mailto:karyn@childrensfoundation.org
mailto:laurie@childrensfoundation.org
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Donor Relations Manager          Emilie Mossman  

             Telephone: 519-826-9551 ext. 29 

             Email: emilie@childrensfoundation.org 

                

Special Events Manager         Jennifer Tasca    

            Telephone: 519-826-9551 Ext.27 

            Email: jennifer@childrensfoundation.org  

Outreach & Administrative Support Coordinator      Brenda Walsh 

     Telephone: 519-826-9551 Ext.21 

    Email: brenda@childrensfoundation.org 

 

Visit the website using the link below for a complete list of the Board of Directors: 

https://www.childrensfoundation.org/about/our-team 

 

 

 

mailto:emilie@childrensfoundation.org
mailto:kasia@childrensfoundation.org
mailto:brenda@childrensfoundation.org
https://www.childrensfoundation.org/about/our-team
https://www.childrensfoundation.org/about/our-team
https://www.childrensfoundation.org/about/our-team
https://www.childrensfoundation.org/about/our-team
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History 

In 1996, the Wellington-Dufferin District Health Council was selected as a pilot site to develop a 

Community Partners Program (CPP). The Canadian Living Foundation (CLF) developed the CPP 

model to build on the willingness of local people, organizations and businesses to improve the 

nutritional health of children in their community. A grant was received from the CLF Breakfast for 

Learning organization to be split equally between Wellington and Dufferin counties. Separate 

steering committees were established to determine the structure of the local programs. Wellington 

County decided to divide their funding between the City of Guelph and Wellington County.  

Dufferin County’s CPP goals were, “to ensure that the children of Dufferin County started the day 

with a nutritious breakfast or snack in a supportive social setting and to enhance child nutrition 

through nutrition education.” By 1999, Community Partners Dufferin was being sustained with local 

funding and was well on its way to achieving both goals. Funding supported nutrition education and 

school cooking programs.  

The Wellington Community Partner’s goals were, “to provide all children in schools with up to date 

nutrition education programs and resources and to support school nourishments programs.” By 

1998, it had created a policy on the support of school nourishment programs, compiled a list of 

current nutrition education materials including web sites, contacted 31 principals and school 

councils, provided support to 10 breakfast programs, and increased awareness of child nutrition 

issues through print media and cable TV.  

The Guelph Community Partners piloted a weekly nourishment program, Garden Fresh Box for 

Kids, in four elementary schools and developed curriculum to reinforce the importance of healthy 

eating and snacking. The Garden Fresh Box program, which distributed high quality, nutritious fresh 

fruits and vegetables at reduced cost, was set up.  

The Guelph and Wellington County programs amalgamated in 1999 to become Guelph-Wellington 

Food & Friends, and now work together to establish a sustainable, coordinated network for school 

nutrition programs. Community Partners Dufferin began to merge with them in 2000. The Canadian 

Red Cross, Guelph-Wellington Branch acted as the sponsoring agency for the comprehensive 

partnership.  

In February 2003, the Wellington-Dufferin-Guelph Health Unit assumed sponsorship of the 

partnership. The Children’s Foundation of Guelph and Wellington committed to the partnership, 

functioning as the funding flow-through agency. A remodelled advisory committee was formed with 

cross-county representation from all sectors and a co-ordinator to support the partnership.  

Today, Food & Friends is a program of The Children’s Foundation of Guelph and Wellington which 
is governed by a board of directors and staff. The group transitioned from their host agency at 
Public Health to The Children’s Foundation of Guelph and Wellington in January 2009.

https://www.childrensfoundation.org/about/our-team
https://www.childrensfoundation.org/about/our-team
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Our Role in Your Program 

Food & Friends (Dufferin Wellington Guelph) is a program of the Children’s Foundation that 

encourages all children to eat well in order to positively affect their ability to learn. 

Children’s Foundation of Guelph and Wellington  

A community where every child and youth has the opportunity to 

participate, learn and grow to reach their full  potential.  

We empower children and youth by connecting families with 

opportunit ies to build hope for l ifelong change and break the cycle of 
poverty. 
 

Food & Friends  

Our Objectives 

• To bring together individual nourishment programs. 

• To support them in the development of their programs. 

What We Do 

• apply for grants on behalf of student nutrition programs. 

• ensure criteria and reporting requirements for grants are fulfilled as these programs are 

 delivered. 

• assist individual programs with their local fundraising efforts. 

• recruit and train volunteers to ensure appropriate food menu planning and safe food 

 handling. 

• provide continuity and assistance in the administration of these programs.  

• organize forums to promote best practices to enable continuous improvement. 

• maintain quality assurance regarding guidelines and standards recommended by the 

 ministry and national charities that provide funding for school-based nutrition programs. 

 Communities have a collective responsibility for children and youth. 

 Healthy food and good nutrition are fundamental components of healthy child and youth 

development. 

 Good nutrition positively affects a child or youth’s ability to learn. 

 Collaborative networks are effective in creating, facilitating and supporting sustainable 

quality student nutrition programs. 

 Establishing healthy eating practices leads to lifelong nutritional habits and prevention of 

long-term disease.   
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 Universality of access to the student nutrition programs. 

 Treatment of students and their families with dignity, empathy and respect for their privacy. 

 Gratitude for donors, volunteers, staff and community partners for their support and the 
impact they have on the lives of children and youth in our community. 

 Reasonable expectations on volunteer program co-ordinators (example; quarterly reporting 
as opposed to monthly, minimize emails) through effective communication. 

 Student nutrition programs will be consistently available and responsive to the needs of the 
community. 

 Transparency of student nutrition program operating criteria. 

 A commitment to continuous improvement through:  strategic planning and administration; 

enhancing quality; and, ensuring consistent, clear standards and guidelines with data to 

inform us. 

 A focus on the value of life skills education in fostering healthy eating environments.  

 Recognition that strategic, ethically sound, long-term fundraising and financial planning is 

fundamental to quality, sustainable student nutrition programs. 

 Continuously create opportunities to enhance the Food & Friends profile and identity within 

the larger community.  

 

The principles above incorporate the “Guiding Principles for Emergency Food Service Eligibility 

Criteria in Guelph-Wellington” prepared by the Guelph & Wellington Task Force on Poverty 

Elimination – November 2012 and were updated March 2019. 
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Program Visits 

Program visits will be arranged by the Program Manager/Director to meet with the program 

coordinator/volunteer at least once per school year. The visit may include completion of the 

Recommended Practices evaluation. 

 

Recommended Practices Evaluation 

The Program Manager/Director will meet with the program coordinator/volunteer/principal at least 

every two years to complete the Recommended Practices evaluation. The importance of this 

evaluation is to assess the level at which a program is adhering to the Program 

https://www.childrensfoundation.org/downloads/mccss-program-guidelines.pdf and Nutrition  

https://www.childrensfoundation.org/downloads/nutrition-guidelines-2016.pdf Guidelines, to 

celebrate successes and to recommend areas of improvement so programs are working towards 

operating at best practices. 

 

Recommended Practices Template 

Recommended Practices template 

 

Food & Friends Academic Calendar 

The Food & Friends Academic Calendar is created for Program Coordinators to help keep up-to-

date with important dates and events throughout the school year. This calendar can be found online 

in the Resources page http://www.childrensfoundation.org/what-we-do/food-friends/coordinator-

login-resources/resources. 

  

 

https://www.childrensfoundation.org/downloads/mccss-program-guidelines.pdf
https://www.childrensfoundation.org/downloads/nutrition-guidelines-2016.pdf
file://///cfsrv/Company%20Shared/Childrens/Programs/Food%20&%20Friends/Recommended%20Practices%20-%20Program%20Evaluations/2019-20/RPE%20template%20final.pdf
file://///cfsrv/Company%20Shared/Childrens/Programs/Food%20&%20Friends/Recommended%20Practices%20-%20Program%20Evaluations/2019-20/RPE%20template%20final.pdf
Academic%20Calendar%202019-2020v3.pdf
http://www.childrensfoundation.org/what-we-do/food-friends/coordinator-login-resources/resources
http://www.childrensfoundation.org/what-we-do/food-friends/coordinator-login-resources/resources
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Food & Friends Monthly Newsletters 

Monthly Food & Friends newsletters are emailed out mid-month with program information about 

funding, grant information, network meeting registration, program profiles, and more. They should 

be read and shared with the program committee. Important dates and deadlines will be found in 

these newsletters. 

 

Email the Program Director, anita@childrensfoundation.org to be added to the monthly newsletter 

mailing list or check the resource page on the Children’s Foundation - Food & Friends’ website for 

archived editions. 

mailto:anita@childrensfoundation.org
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Volunteer Management  

 
All Food & Friends program volunteers, even those that are recruited through the Children’s 
Foundation of Guelph and Wellington, are under the oversight of their respective school/agency and 
as such, the respective schools/agencies are responsible for volunteer screening and policies. 
 
 

Accessibility for Ontarians with Disabilities Act (AODA) 

The Accessibility for Ontarians with Disabilities Act, or AODA, aims to identify, remove, and prevent 

barriers for people with disabilities.  The AODA became law on June 13, 2005 and applies to all 

levels of government, nonprofits, and private sector businesses in Ontario that have one or more 

employees (full-time, part-time, seasonal, or contract).  

The AODA includes requirements that all organizations must meet, with deadlines specific to an 

organization’s type and size. The AODA is made up of five parts, or Standards, and deadlines for 

compliance began as of January 1, 2010. Visit the Store to download the free At A Glance: AODA 

Deadlines (PDF). 

Everyone in the organization must be trained on providing accessible customer service and how to 

interact with people with disabilities. To View the complete video please visit the following website 

or click on this link; http://accessforward.ca/. This website provides free training modules (all 

completed in 10 – 30 minutes) to meet the training requirements under Ontario’s accessibility laws 

(Accessibility for Ontarians with Disabilities Act). 

  

https://accessontario.com/aoda/
http://accessforward.ca/
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Suggested Job Descriptions 

On-site Program Coordinator 

The role of the Program Coordinator is an important one. The Coordinator is responsible for the 

day-to-day operations and supervision of the program. The Food & Friends Student Nutrition 

Program Manager/Director will assist in understanding the role and responsibilities and is available 

to answer any questions or offer advice. The On-site Program Committee will assist in the 

facilitation of the program and assist with duties relating to the program.  

Duties and responsibilities include: 

 Work with the On-site Program Committee to create menus that are relevant, inclusive and 

sensitive to allergies, cultures and faiths of students and their families. Ensure all food items 

on menus are within the Ministry of Children, Community and Social Services Nutritional 

Guidelines.   

 Develop a program budget which monitors the cost of each meal. 

 Schedule volunteers to assist at programs and maintain records of the number of volunteers 

and hours contributed by volunteers. 

 Ensure that food is purchased for the program.  

 Ensure the highest sanitary practices for food handling are maintained.  

 Work closely with administration and custodial staff to ensure a clean, safe operation.  

 Attend Safe Food Handling Training as provided through Food & Friends. 

 Complete the Accessibility for Ontarians with Disabilities (AODA) training 

 Ensure that each volunteer is aware of the following information: procedures in case of 

emergency; lockdown procedures; injury reporting; and handling of behavioural problems. 

 Ensure that the team knows the role of the Program Coordinator. Provide a description for 

them. 

 Prepare monthly financial records and retain all receipts.  

 Complete Food & Friends online reporting by the 7th day of at least October, January, April 

and June. 

 Meet with the Food & Friends Student Nutrition Program Manager/Director yearly to review 

program successes and concerns. Reporting will also be reviewed at this time. 

 Assist the On-site Program Committee in applying for funding, sourcing donations and 

seeking parental contributions to help support the program. 

 Maintain confidentiality at all times regarding volunteers and students.  

 Delegate responsibilities to the program volunteers. 

 Ensure students adhere to the school’s code of conduct while attending Student Nutrition 

Program. 
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Nutrition Program Food Preparation Volunteer 

Duties and responsibilities include: 

 Ensure Safe Food Handling certification is completed. 

 Assist in preparing a nutritious breakfast, morning meal, lunch or snack for children and 

youth. 

 Place emphasis on providing convenient and nutritious meals. 

 Spend approximately 1 to 1 1/2 hours each morning the program runs. 

Nutrition Program Setup Volunteer 
Duties and responsibilities include: 

 Assist in the set-up of the breakfast, morning meal, lunch or snack program facilities. 

 Set up tables and chairs, buffet table or prepare bins for snack program. 

 In conjunction with the program coordinator, ensure that the space/bins are set up in a 

manner that is safe and hygienic. 

Nutrition Program Greeter 

Duties and responsibilities include: 

 Provide a warm and friendly welcome to the children as they arrive at the meal program. 

 Assist the children and youth in getting ready for meal, including: appropriate storage of 

clothing and belongings, encouraging personal hygiene such as hand washing and dental 

care. 

 Direct the students to check in with the attendance volunteer. 

Nutrition Program Attendance Volunteer 

Duties and responsibilities include: 

 Work as part of the team to provide a warm welcome to children and youth attending the 

meal program. 

 Make sure the number of students who attend the program each day are recorded. 

 Ensure that all important Health & Safety information is obtained and communicated to other 

team members (e.g. when a child with a severe food allergy is attending meal). 

Nutrition Program Server 
 
Duties and responsibilities include: 

 Ensure Safe Food Handling certification is completed. 

 Serve convenient and nutritious food to children and youth. 

 Encourage children and youth to try a variety of foods, providing appropriate portions with 

respect to dietary restrictions and child development. 

 In a snack program, the server may be responsible for distributing bins to the classrooms. 
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Nutrition Program Clean Up Crew 

Duties and responsibilities include: 

 Ensure the facilities are left clean and tidy. 

 Tasks may include: washing dishes/bins or loading a dishwasher, sweeping floors, wiping 

counters, making sure food is put away and stored properly, and putting away tables and 

chairs or bins. 

 

Nutrition Program Shopper 

Duties and responsibilities include: 

 Complete inventory of food and supplies.  Create a list of items needed considering the 

menu planned. 

 Obtain funds for purchases from appropriate student nutrition on-site program committee 

member.   

 Purchase food according to the Ministry of Children, Community and Social Services 

Nutritional Guidelines in a fiscally responsible manner. 

 Store all items purchased in the assigned storage area(s) – fridge, freezer, cupboards. 

 Provide receipts to the on-site program coordinator and/or WebTracker specialist.  

 Adhere to Safe Food Transportation Guidelines included in Ministry Student Nutrition 

Program Guidelines Appendix B. 

Nutrition Program WebTracker Specialist 

Duties and responsibilities include: 

 Track program income; expenses; number of students attending program; days of operation 

and number of volunteers and hours contributed. 

 Organize and file program-related receipts. 

 Work with the On-site Program Coordinator and school personnel to reconcile all statistical 

data and financial information. 

 Complete the monthly/quarterly student nutrition program reports and year-end reporting. 

Partnership Development Volunteer 

Duties and responsibilities include: 

 Speak to community members, including students, local businesses, or service clubs about 

the Student Nutrition Program and how they can get involved (e.g. volunteering, donations, 

etc.). 

 Write letters to local groups, informing them of local student nutrition programs and the need 

for support. 

 Create or support special event(s). 
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Principal Responsibilities 

The principal works with the on-site program coordinator to ensure effective and accountable 

operations of the student nutrition program.  

The on-site program coordinator is responsible for the daily operations.  

The Food & Friends Student Nutrition Program Manager/Director provides ongoing resources and 

support to the principal and on-site program coordinator. She/he provides help with new program 

set-up, grant writing, fundraising, volunteer recruitment, training and reporting. 
 

Responsibilities of the Principal 
 

 Assist in establishing a school-based student nutrition program committee to help plan and 

confirm finances and data of the program. 

 Ensure on-site program coordinator is assigned, trained and supported. 

 Understand program criteria and maintain practice that follows these criteria 

(grant/program/nutrition guidelines) by being familiar with the Program Coordinator Manual. 

 Plan for sustainability of program in future years by: 

o Embracing opportunities for fundraising e.g. Help Kids Live Free From Hunger 

Campaign. 

o Advocating for school-generated funding to be directed to the Student Nutrition 

Program (a percentage of current fundraising activities). 

 Provide financial accountability by ensuring funding requirements are met. 

o Quarterly reports due by the 7th of at least October, January, April and June, year-

end reports 

o Complete grant renewal(s) 

 Encourage positive school community involvement.  

 Create effective school community communications.  

 Understand the needs for the Student Nutrition Program in your community and advocate on 

behalf of those needs.  

 Ensure coordinator/on-site program committee participation in Food & Friends network 

meetings. 

 Ensure students adhere to the school’s code of conduct while attending Student Nutrition 

Program. 

 Ensure all volunteers complete the Accessibility for Ontarians with Disabilities (AODA) 

training 

 Ensure that volunteers adhere to school policies including obtaining police checks. 

Principal signature ________________________________________  

Date_________________________ 

Find the Principal Responsibility Form HERE.   

https://www.childrensfoundation.org/downloads/principal-responsibilities-2020.pdf
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Sample Program Volunteer Manual 

Thank you to Sonia McNally from St. Benedict Separate School for sharing a volunteer manual to 

assist in the training process. Please contact the Student Nutrition Program Manager/Director if you 

require a modifiable version of this resource. 

  

Volunteer Application 

Volunteer Application Form  

 

 

 

 

 

http://weblink.donorperfect.com/CFGWvolunteerapplication
http://weblink.donorperfect.com/CFGWvolunteerapplication
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Training 

First Aid 

During the operation of a program there will be a minimum of one person on site who has First Aid 
Certification.  

Network Meetings 

Fall and spring network meetings occur every school year. It is critical that the On-site Program 

Coordinator, Principal or a volunteer from the program attend these meetings.  

Supply coverage is provided for one staff attendee per school if necessary. Please note that for 

Upper Grand District School Board staff network meetings should be coded in Smartfind as Code 

#33. 

The fall meeting focuses on networking with other program coordinators/volunteers and reviewing of 

any new guidelines or program standards for the school year. Training in a variety of relevant topics 

such as menu planning, budgeting, WebTracker and fundraising is provided.  

The spring network meeting includes networking with other program coordinators/volunteers and 

focuses on grant renewal, year-end reporting and volunteer recognition.  

Safe Food Handling 

Safe Food Handling Certification is a condition of funding and vital to the safety of the children and 

youth. 

During the operation of a program there should be a minimum of one person on site who has Safe 
Food Handling Training. Please provide a copy of certification to Food & Friends.  

All volunteers will follow safe food handling practices/local guidelines. 

1. Online course is available at: 

 In Good Hands ($34.95)  

 Food Safety Training ($29.95). Once the online course is completed, you will write 
the certification exam at an agreed upon time (with Public Health). 

2. Review the course material on our resources page and do the exam at an agreed upon time 
(with Public Health). 

 

Contact the nearest Public Health office to book an appointment for this exam ($15.00). 

Alternatively the test can be written at the October network meeting proctored by a Public 

Health Inspector at no cost.  

 

http://www.ingoodhands.ca/
https://www.foodsafetytraining.ca/
https://www.childrensfoundation.org/downloads/food-safety-training-guide-2.pdf
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3. Online course is also available with exam proctor at Food Prep ($44.95) 

 

4. The BASICS.fst Webcam Exam Course includes the exam and wallet card.  You would need 

a laptop computer with a camera and microphone to take the course and exam ($55.00). 

 

5. A one day course is available through Public Health: Food Training & Safety Certification 

($50.00) 

Note: Food & Friends will cover the cost of two volunteers per program per year to take the Safe 

Food Handling and one per program per year to take the First Aid courses. We will not cover the 

cost of a supply to cover your work duties during the course.   

Food Recalls 

It is the responsibility of the Principal and Program Coordinator to ensure that all food recalls are 

reviewed and adhered to. Register for Canadian Food Inspection email notifications here.    

https://foodprep.ca/
http://www.traincancampus.com/
https://www.wdgpublichealth.ca/clinics-classes/food-safety-training-certification
http://www.inspection.gc.ca/about-the-cfia/newsroom/email-notification/eng/1481653931267/1481654078038
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Recognition 

Without volunteers student nutrition programs would not be possible. Please remember to show 

your appreciation by recognizing the importance of what the volunteers do for the program. 

Volunteer recognition is an acceptable expense for the student nutrition program. Discuss with the 

on-site program committee what the budget can afford to spend on each volunteer.  

Some suggestions are: 

 Gift cards for coffee shops, movies, groceries or gas 

 Luncheons or dinners 

 Small gifts like flowers, mugs or water bottles 

 Donations in their name to a charity  

 

Coordinator Compensation 

The Board’s schools participating in the Food & Friends Program can provide an honorarium for 
volunteer(s) if desired. Honoraria for volunteers will be through gift cards or gift certificates (not 
cash or cheques or other forms of money payment/transfer). 
 

 Maximum honorarium for a school year (September to June) will be $300.00 total for Upper 

Grand District School Board (UGDSB) and $130 for Wellington Catholic District School 

Board (WCDSB). 

 Honoraria can be allocated directly to the volunteer in the form of a gift card or gift. Cheques 

written to the volunteer are not allowable for honoraria. A volunteer can be reimbursed for 

expenses with a cheque written in their name.  

 The Children’s Foundation of Guelph and Wellington may choose to supplement the 

honorarium provided by the school, at the recommendation of the Food & Friends Program 

School/Agency Committee. The Committee would need to inform The Children’s Foundation 

of the amount that will be paid by completing the honorarium form before the first allocation 

of funds in October in order to adjust the CFGW F&F funding instalment.  If the amount 

allocated by the Children’s Foundation and the school to a volunteer exceeds $400.00 for 

the year, a T4A slip will be issued by February 28 of the following year for the full amount by 

the Children’s Foundation. Please note: Canada Revenue Agency views gift cards as 

equivalent to cash. 

 The UGDS Board’s staff are eligible for an honorarium if they volunteer their time (which 

occurs outside of their normal work hours), with the exception of school administrators. The 

WCDS Board’s staff are not eligible for an honorarium.  

 Gift Cards / Certificates for alcohol are not an allowable gift. 

https://www.childrensfoundation.org/downloads/honorarium-form.pdf
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National Volunteer Week 

National Volunteer Week is all about taking time to recognize the incredible contributions of 

Canada’s volunteers and letting them know how much their efforts are appreciated. This week 

occurs in April of each year. Visit Find Volunteer Canada's Website HERE to learn more. 

http://volunteer.ca/
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(MCCSS) Nutritional Guidelines  

Student Nutrition Programs (SNP) are required to adhere to the Guiding Principles and are 

encouraged to offer the most healthful food based on the evidence-informed Nutrition Guidelines. 

When preparing breakfasts, morning meals, lunches or snacks for the SNP, use the following six 

guiding principles as a guide: 

1. VEGETABLES & FRUIT 

Offer vegetables and/or fruit with every meal and/or snack. Choose Ontario grown produce 

as much as possible. 

2. MEALS 

A meal contains one serving from three out of the four food groups of Canada’s Food Guide, 

and will include at least one serving from the Vegetables and Fruit food group and one 

serving from the Milk and Alternatives food group. 

Improve the nutritional value of a meal by offering choices from each of the four food groups. 

3. SNACKS 

A snack contains at least one serving from two out of the four food groups of Canada’s Food 

Guide, and will include at least one serving from the Vegetables and Fruit food group. 

Improve the nutritional value of a snack by offering choices from three of the four food 

groups. 

4. WATER 

Drinking water is always available and offered. 

5. ENVIRONMENT 

Be environmentally conscious. Use good food service practices by using reusable/recyclable 

dishes and utensils when possible. Minimize waste from food packaging and disposable 

items. 

6. FOOD SAFETY 

Practice safe food handling at all times. 

The SNP Nutrition Guidelines (2016) (“Nutrition Guidelines”) help program providers to choose 

healthy food for the program and are an important companion document to the Program Guidelines. 

  

All programs will post a copy of their current menus where volunteers, school staff and the Program 

Manager/Director can access and review. It is a good idea to share these menus with the parents of 

children and youth at your school/agency. 

 

 

https://www.childrensfoundation.org/downloads/nutrition-guidelines-2016.pdf
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Food Procurement  

Food Procurement Strategies 

Food procurement strategies should reflect best practices related to food safety and traceability.  

• Keep records to document food sources when engaging in centralized, wholesale or bulk 

 purchases. Traceability Form can be found at the following link: Food Tracking Record  

• Refrigerate any perishable products immediately upon receiving them. 

• Educate volunteers responsible for food shopping about safe transportation practices 

 (Ontario Ministry SNP Guidelines: Appendix B). 

• Source minimally processed foods (e.g. produce that has been pre-peeled or cut).  

• Only food that can be reasonably consumed or frozen in the appropriate timelines should be 

 sourced. 

• Packaged food and beverages should be unopened and display a “best before date” or 

 expiry date that has not yet passed. 

 

Direct from Farm Purchases Information 

Food & Friends encourage programs to purchase produce from local farmers, but in doing this we 

will ensure all food safety procedures are being followed.  

The Ministry of Children, Community and Social Services requires that local decisions to source 

program food directly from farms are pre-approved. Farms should be certified (Canada GAP or Safe 

Quality Food) or adhere to food safety best practices.  

The YMCA of Kitchener-Waterloo, as the lead agency for Central West Ontario Region, in 

partnership with Food & Friends, will complete this approval process using the Direct from Farm 

Checklist at the link below. Please contact the designated Student Nutrition Program Manager or 

Director if you are considering purchasing from a local farm. 

Direct from Farm Checklist 

 

Ontario Student Nutrition Services (OSNS) 

OSNS provides nutrition program support, works with community partners to provide and develop 

nutritious products and resources and provides nutritional information and suggested serving sizes 

for menu planning purposes. 

Through an online or fax ordering system OSNS provides a weekly or monthly delivery service 

which provides savings in volunteer shopping time and effort, eliminates reliance upon volunteer 

vehicles and all items offered are sourced to meet, and reviewed against nutritional guidelines. 

http://www.childrensfoundation.org/downloads/food-traceability-record.pdf
https://www.childrensfoundation.org/downloads/direct-from-farm-2.pdf


MENU PLANNING 

 

27 

 

Bulk purchasing direct from vendors at wholesale pricing provides equitable food costing for all 

program locations, food safety and traceability.  

To register or learn more go to: Ontario Student Nutrition Services  

 

The SEED 

The SEED distributes to schools in Guelph and Wellington County, delivering fresh fruits 

and vegetables to meet the needs of their healthy meal/snack programs for school children 

and youth. The SEED works with Food & Friends to ensure we are offering a high quality 

service that decreases the amount of time spent shopping, decreases the cost of fruits and 

veg, and increases the amount and quality of food that children are able to eat. 

To learn more: The SEED 

  

http://www.feedingkids.ca/
https://www.theseedguelph.ca/the-pod
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Types of Programs 

 

Meals = Breakfast, Morning Meal or Lunch 

Early bus schedules, busy morning routines and working parents leave many children and youth on 

their own to start the day resulting in many arriving at school hungry. Breakfast programs offer a 

healthy nourishing meal to ensure all students begin the day with the right fuel for learning. 

Providing 3 out of 4 food groups (always including a fresh fruit or vegetable and dairy) typically in a 

school setting and before school begins 

A Morning Meal Program is similar to a breakfast program, however it operates after the school day 

begins. This program also provides 3 out of the 4 food groups (always including a fresh fruit or 

vegetable and dairy).  

A Lunch Program operates in the middle of the school day, again offering 3 out of the 4 food groups 

(always including a fresh fruit or vegetable and dairy). 

Snack  

Some students arrive at school with few or no snacks to fuel their brains throughout their school 

day. The Snack Program provides snacks to students within the school. These snacks are served 

on trays or bins and are sent to each classroom for the students' consumption. This program serves 

2 out of the 4 food groups (always including a fresh fruit or vegetable). 

Healthy Basket  

The Basket Program is an effective way to provide healthy snacks to students every day of the 

week with a minimal number of volunteers. Students are offered healthy choices such as apple 

sauce, fruit cups and cereal bars, all of which follow nutritional guidelines set out by the Ministry of 

Children, Community and Social Services. These baskets are stationed in the classroom or other 

conveniently accessible locations and usually provide non-perishable items. This program serves 2 

of the 4 food groups (always including a fruit or vegetable).   
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All programs are responsible to raise funds for their student nutrition program. Sources might 
include: parental contributions, local businesses or service groups, program fundraising and events, 
and School Council. Efforts in fundraising are expected to equal up to 20% or more than program 
costs. 

In addition to the program fundraising, the funding model below represents the funds acquired and 

allocated by Food & Friends.   

Funding Model 

 

 

 

 

  

 

 

 

  

 

 

 

 

 

 

All funds received from the Children’s Foundation of Guelph and Wellington and outside donors will 

be used to make appropriate purchases for the student nutrition program including food purchases 

that comply with the MCCSS Nutritional Guidelines.  

 

Student Nutrition Programs 

CFGW Food & 
Friends Funding 

(F&F)  
All program expenses  

 

Ministry of Children, 
Community and  
Social Services  

(MCCSS) 

Food 

 

Events 
Help Kids Live Free From Hunger  

Children’s Foundation Gala 

 

Other Donations 
On-line giving 

Monthly donations 

 

 

 

3rd Party Events 
Tim Hortons Smile Cookie Campaign 

Corporate/Agency Support 
 Adopt-a-Program 

 

Grants 
Township Grants 

Service Clubs 
Foundations 

 
 
 
 

Food & Friends Program 

Allocations 

Breakfast Club of 
Canada (BCC) 

Food and equipment 

Grocery Foundation 
(GF) 

Food and equipment 
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Grant Renewal 

Access the Food & Friends grant renewal, available in May.  See the Grant Renewal Check List to 

assist. If we do not receive the grant renewal by the deadline, the following year’s program funding 

allocation will be affected. Deadline: End May each year. 

We will let each program know if there are any other grants available to them throughout the school 
year (e.g. Metro Green Apple Grant). 

For new program applications contact the Student Nutrition Program Manager/Director. 

Grant Renewal Criteria 

Please follow the link below to view the criteria required to be eligible for a Student Nutrition 

Program grant. 

Student Nutrition Program Grant Guidelines   

The program may apply for the Food & Friends Student Nutrition Program Grant Renewal to help 

with the program costs, which includes: 

 The Ministry of Children, Community and Social Services Grant – funds up to 15% of 

program food costs 

 Grocery Foundation Funding 

 Breakfast Club of Canada Grant 

 CFGW Food & Friends Grant (municipal and city grants, corporate donations, third party 

events, general donations) 

 

Conditions of Funding 

 Acknowledge the Children’s Foundation Food & Friends Program for the funding and 

program support in internal (school newsletters, letters to parents, etc.) or external (social 

media, etc.) promotional activities for the student nutrition program.  

Suggested wording for recognition: “We are grateful to the Children’s Foundation Food & 

Friends Program for helping us bring healthy food to hungry minds”. 

 When using a logo, please ensure the proper logo format is used and is in adherence with 

the CFGW Brand Guidelines. 

 Promote the support of the Children’s Foundation Food & Friends Program in the 

school/agency using the provided posters and aprons. 

https://www.childrensfoundation.org/downloads/grant-renewal-checklist-2019.pdf
file://///cfsrv/Company%20Shared/Childrens/Programs/Food%20&%20Friends/Resources/2019/Food%20&%20Friends%20Grant%20Guidelines%20July%2019%20final.doc
file://///cfsrv/Company%20Shared/Childrens/Programs/Food%20&%20Friends/Resources/2019/Food%20&%20Friends%20Grant%20Guidelines%20July%2019%20final.doc
http://www.childrensfoundation.org/about/logos-and-guidelines
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Acknowledgment Letters 

This is a form of communication that allows us to thank you for the service of the program. It also 

allows us to receive formal recognition of funding that has been sent and confirmation of 

understanding of the criteria for funding.  It is important to send the signed acknowledgement letter 

to foodandfriends@childrensfoundation.org by the deadline noted on the letter so that we get this 

confirmation which will allow us to continue to send financial allocations to the program.   

Help Kids Live Free from Hunger Campaign 

Every day, many children and youth in our community live without the basic necessities that many of 
us take for granted. They lack warm homes, food to eat or a caring person to ensure they have what 
they need to grow and achieve a bright future. Often these children and youth are sent to school 
without the proper nutrition to allow them to focus in their classes. Put simply, they are too hungry to 
learn. But this can change and you can make a difference. By raising funds for the student nutrition 
program through the Help Kids Live Free from Hunger Campaign, you can help provide a healthy 
start to the day for any child in Dufferin, Wellington and Guelph who needs it. 

In Live Free @ School, each child makes a pledge to Live Free of something that they take for 
granted and donates a toonie to the campaign. All dollars raised by each individual school/agency 
will go directly back to that school/agency. For more information, please visit the Live Free website.  

This campaign occurs on the first Friday in March. If this date does not work for the program, the 
campaign can run anytime between January 1 and the first Friday in March. 

Participation in the event is mandatory in order to receive Food & Friends partnership funding.  

Some additional ideas to raise funds for the Help Kids Live Free from Hunger Campaign: 

 Pancake breakfast for students and teachers 
 Ask families for a food donation  
 Challenge between grades or classrooms and offer a free breakfast to the winning class 
 Dance-a-thon/Sports game 
 Wear a silly hat day 

Live Free kits, which include promotional materials for the campaign, will be delivered to the 
Principal/Vice-Principal meeting in December or January for them to take back to the school.  

Once the Live Free campaign is complete, Live Free kits with campaign funds should be sent with 
the Principal/Vice-Principal to their meeting in March or April. These kits can include the cash 
collected at the school for the fundraiser or we encourage a school to deposit the funds and write a 
cheque to the Children’s Foundation (with Live Free and School name in the memo line) to be 
included in the kit box at pick-up.  

All community groups will have their Live Free kits dropped off and picked up directly at the 
program. 

mailto:foodandfriends@childrensfoundation.org
http://www.livefreecampaign.ca/
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Healthy Food Ideas 

  Apples (Great Big Crunch) 

  Cheese 

  Citrus 

  Milk 

  Yogurt 

  Gourmet pasta 

  Soup mix 

  Popcorn  

  Seasoning & spices 

  Smoothies 

  Poultry 

  Free Trade Coffee 

ACTIVE IDEAS & A-THONS 

 Fit-a-thons: bowl, bike, dance, skip, skate, walk, hula hoop, 
Frisbee 

 Golf tournament 

 Rent-a-helper: rake leaves, cut grass, shovel snow 

 Fun Run 

 Sports Night: Teacher vs. students, Teacher vs. parents 

 Fun Fair 

 Treasure Hunt 

 Basketball competition 

 Aerobics marathon 

 Bowling/skating night 

Other Great Ideas 

  First aid kits 

  Calendars 

  Car wash 

  Candles 

  Garage Sale 

  Gift wrapping 

  Holiday Ornaments & Cards 

  Family portraits 

  Labels 

  Movie nights 

  Grocery tapes & Gas points 

  Magazines 

  Jewellery 

  Gift Cards 

School/Agency Promo Ideas 

 Items with School/Agency 
Logo: wrist bands, mugs, 
lanyards 

 School/Agency Spirit Wear:  
T-shirts, shorts, shoelaces, 
hoodies 

 School/Agency supplies: 
Planners, binders, duo tangs 

 Music CDs 

 Concerts 

 Art fairs 

 Talent show 

 Cook Books 

Environmental Ideas 

 Bedding plants, hanging 
baskets, bulbs, flower & 
vegetable seeds, poinsettias 

 Garbage, recycling & 
biodegradable bags 

 Recycle cell phones, printers, 
cartridges & digital cameras 

 Water bottles 

 Reusable gift, lunch & 
shopping bags 

 Light Bulbs 

 Cleaning cloths & products 

Here are some creative ideas to raise funds for your school/agency. Let 

your imagination, creativity and your specific community guide you! 

 

Fundraising Ideas 
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Grant Applications 

Grants become available to programs through many sources. (Metro Green Apple, Pioneer Hybrid, 
Banks, etc.)  When a grant opportunity presents itself feel free to enlist the assistance of the 
Program Director or Manager.  

If you are comfortable completing a grant, below are answers to the most frequently asked 
questions:  

 

Describe your program or project: 

No child or youth should go through their day hungry. The Food & Friends <snack or meal> 

student nutrition program is a preventative program committed to improving the learning capacity, 

health and well-being of school-aged children and youth, through the provision of healthy food 

<before or during> school. When children are hungry they are not able to focus on their task at 

hand, but instead their grumbling tummies. By providing them with a healthy <snack or meal>, we 

help these students hunger for knowledge and not for food.   

 

How will the funds be used: 

We are applying for this grant so that we are able to purchase the healthy food needed to support 

the <number of students participating> children/youth accessing the student nutrition program. 

The cost of fresh fruits and vegetables are on the rise, so these funds will help to ensure we can 

continue to provide a quality food program and bring healthy food to hungry minds. 

 

How will you measure success: 

We will measure the success of the student nutrition program by student and teacher feedback. 

Often times, once healthy food is introduced to hungry students, the classroom environment begins 

to change; students’ learning abilities begin to increase because of their improved focus, disruptive 

classroom behaviours tend to decrease, positive social skills begin to rise, and an improved 

awareness of how healthy eating can positively affect their bodies is greatly improved. Research 

has shown that feeding youth a healthy meal can increase their chance of graduation by over 17%. 

We want to make sure we are feeding our future! 

 

 

 



FUNDRAISING 

              

35 

 

 

Purchasing Supplies and Food for Fundraisers 

Supplies and food that do not fall within the MCCSS Nutritional Guidelines for the purpose of 

fundraising cannot be purchased with student nutrition program funding. These purchases will be 

made through a school or agency account. 

Please indicate on fundraiser marketing material that the money raised is in “Support of the school’s 

Children’s Foundation Food & Friends Program” when supplies and food does not comply with the 

MCCSS Nutritional Guidelines.  

Tax Receipts 

A tax receipt can be provided for a donation of $20 or over for the student nutrition program. Have 

the donor make the donation to The Children's Foundation of Guelph and Wellington and specify 

that the donation is for the school's/agency’s student nutrition program. The donation can be mailed 

to the below address: 

Food & Friends 

The Children's Foundation of Guelph and Wellington 

87 Waterloo Avenue 

Guelph, ON, N1H 3H6 

 

Food & Friends will issue the program a cheque for the amount of the donation and a tax receipt to 

the donor. 

Donor Love 

We encourage all programs to send a thank you card to their donors to show their appreciation for 

any monetary or in-kind donation. We recommend getting the students involved with creating the 

thank you cards.    

The Food & Friends team would like to have the opportunity to show our appreciation to the donors 

who support the student nutrition programs directly. If you feel comfortable sharing the program’s 

donor’s contact information with us, we’ll make sure to also thank them for their support on behalf of 

the Children’s Foundation Food & Friends Program. Knowing who the program’s direct donors are 

will also help us to avoid contacting them for additional contributions.  

Don’t forget to invite the supporters, donors or potential donors to visit the program so they can see 

the impact and need firsthand. 
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SNP Administrative Website - WebTracker 

Below is the link to the Student Nutrition Program WebTracker website. Use the assigned login and 

password. Contact the Food & Friends Student Nutrition Program Manager/Director if you don't 

have this information. Click here: WebTracker to login.  

Web Tracker Tutorial 

Below is the link to the WebTracker step-by-step tutorial:  

Web Tracker Training Video  

 

Monthly/Quarterly Reporting 

The monthly/quarterly report is an important component of the Ministry and CFGW Food & Friends 

funding for your program. In order to ensure we meet this criterion for funding, reports will be 

received at least quarterly on the 7th of October, January, April and June, (unless the 7th falls on a 

weekend; then the report is due the next business day). Information cannot be entered into the 

system after the 15th of each month, and you will be required to contact the Student Nutrition 

Program Manager/Director to make alternative arrangements to input the information.  

If doing quarterly reports be sure to include and combine the following months: 

October 7th includes September 

January 7th includes October, November and December 

April 7th includes January, February and March  

June 7th includes April, May and June  

These reports are such a crucial part of the process, all programs sign an acknowledgement letter 

agreeing to these reporting timelines when they receive funding. Missing two reporting deadlines 

triggers an investigation to determine potential causes and a possible reassessment of funding.  

Please let us know if there is anything we can do to ensure that you are able to complete the reports 

before the deadline to prevent any potential negative impacts to your funding. A tardy report email 

will go out to all programs who have not met the reporting deadline each quarter. 

 

Be sure to request the Category Summary from the Office Coordinator through the Principal to 

reconcile the monthly/quarterly report.  

See Monthly/Quarterly Reporting Check List to assist. 

http://216.254.158.221/Account/Login/SNPGuelph
http://www.childrensfoundation.org/files/webtracker-training-video-pptx.pptx
https://www.childrensfoundation.org/downloads/monthly-quarterly-report-checklist.pdf
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Grocery Cards 
 

You should add new grocery cards to your current balance. Report declining balance as you use 
them in the grocery card balance field. For example: Balance is $400. If $50 is used to purchase 
groceries with the grocery cards in October the balance should be $350. 

Allocations 

Ministry of Children, Community and Social Services, Breakfast Club of Canada, Children’s 

Foundation of Guelph and Wellington Food & Friends and Grocery Foundation funding will be 

entered into the WebTracker admin site by Food & Friends staff or volunteers. Please do not enter 

this income on monthly/quarterly reports. These allocations will be sent out in three instalments in 

October, December and March. 
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Recording of ‘Other’ Expenses and Income 

When recording things in the ‘Other’ expenses or income category, make certain that an 

explanation in the ‘Description’ field is recorded. (e.g. $300 volunteer gifts, $50 mileage or $500 

Lions Club donation) 

Because the difference between paid and rebated taxes is so little DO NOT report the tax in 

WebTracker.  

 

Recording of Grocery Foundation Vouchers 

The Grocery Foundation Voucher Program is a great way for student nutrition programs in Ontario 

to save on the cost of food. There are a variety of delicious foods to choose from that will provide 

kids with the nutrition they need to thrive each school day – all at half or below half of the retail 

price! Eligible programs can purchase vouchers from the Food & Friends that can then be 

redeemed at local grocery stores for products. Talk to the Program Manager/Director to access this 

program. 

Grocery Foundation vouchers are to be included in the monthly/quarterly reporting. 

When purchasing the vouchers through Food & Friends, record the amount paid for the vouchers in 

the ‘Grocery Foundation Cost’ in the Voucher field. 

When the vouchers have been used to purchase groceries, record the amount that the product 

costs into the ‘Voucher Product Cost’ in the Voucher field. 

Example: 

If purchasing a book of cheese string vouchers for $60.00 (20 vouchers x $3.00/each) from Food & 

Friends, record the $60.00 in ‘Grocery Foundation Cost’ in the Voucher field.  

When redeeming the voucher for the cheese strings from the grocery store, the cashier will deduct 

the cost of the cheese strings ($6.99 for example) from the grocery bill once given the voucher. On 

the monthly reporting, enter $6.99 into ‘Voucher Product Cost’ in the Voucher field. This is what the 

product would have cost you if you didn’t redeem the voucher.  

http://www.groceryfoundation.com/vouchers.html
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Guidelines for Reporting Monthly/Quarterly Statistics 

Breakfast, Morning Meal or Lunch 

Serves 3 of 4 food groups (always serves veggie/fruit, dairy and grain). 

Breakfast happens before the school day. Morning Meal happens during the school day. 

We record unique number of students by using total school enrolment. This amount will be recorded 
in the school details tab and is not required on the monthly/quarterly report.   

We record average number of students by the total number of students who were served that 
month/quarter, divided by number of days that the program operated within the month. 

The number of meals served is automatically calculated on the admin site – WebTracker.  

Guidelines for Reporting Meals Prepared 

Tracking proper average students served (or meals served): It is very important that we get accurate 
number for how many students you are serving. At one point we had said use the formula 75% of 
your population for snack programs and 50% or 25% for a healthy bin program, but we are finding 
that in many cases these numbers are not representative of how many students are actually being 
fed. 

We need accurate information so please track accurate numbers, using the meals prepared tracking 
sheets so we can get a more accurate number for what a meal/snack costs. Please scan this 
information into a file that can be accessed by the Program Manager/Director as needed.  

 How should I count meals prepared in sit down programs?  

Ask: How many meals are prepared for the program on an average day?  

The number should reflect how many children/youth are expected to attend the program and not 
how many meals/snacks are taken.  

For example, a lunch program prepares 80 servings of chickpea and vegetable curry, whole wheat 
naan, and white milk. Nine children ask for a smaller serving of curry, four ask for a second helping, 
and five do not have milk. The number of meals served is 80.  

 How should I count meals prepared in grab-and-go programs?  

Ask: How many meals/snacks are prepared for the program on an average day?  

The number should reflect how many meals/snacks are put out and not how many meals/snacks 
are taken.  

For example, a breakfast program puts out 100 bananas, yogurts, and whole wheat English muffins. 

At the end of the morning, there are five bananas, eight yogurts, and two English muffins left over. 

The number of meals served is 100.  

 

https://www.childrensfoundation.org/downloads/meals-prepared-tracking-sheet.pdf
https://www.childrensfoundation.org/downloads/meals-prepared-tracking-sheet.pdf
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 How should I count meals prepared in bin programs?  

Ask: How many meals/snacks are put in the bins each day?  

The number may reflect either total school enrollment (if the program serves every child or youth in 

every classroom) or program demand. A bin could last one or more days.  

For example:  

A snack program fills 10 bins with 25 servings of baby carrots and hummus. Each bin is given to a 

different classroom and lasts one day. The number of meals served is 250.  

A snack program fills 15 bins with 60 apples and whole grain oatmeal cookies. Each bin is given to 

a different classroom and lasts three days. The number of meals served is 300 for each of the three 

days (900 meals in total).  

 How should I account for leftovers?  

If you have leftovers from one meal/snack, it’s okay to use them in another meal/snack as long as 

you follow safe food handling practices.* Do not subtract the leftovers from the number of meals 

served.  

For example, a school has a grab-and-go breakfast program:  

One morning, the program puts out 70 apples, cheese strings, and whole grain carrot muffins. At 

the end of the morning, there are eight apples and five cheese strings left over. The number of 

meals served is 70.  

Later in the week, the program puts out 65 servings of whole fruit (a combination of apples and 

bananas), cheese strings, and whole grain toast with jam. Some of the apples and cheese strings 

are left over from earlier in the week. At the end of the morning, four pieces of fruit are left over. The 

number of meals served is 65.  

 What should I do if there are a lot of leftovers?  

Record the number of meals served without subtracting leftovers, even if there are a lot.  

Look into why there were a large number of leftovers and use this information to plan for future 

program meals. Consider the following questions:  

 Did the children/youth not like the food that was offered that day?  

 Were students off-campus due to a field trip or other event?  

 Was there a weather event (e.g., snow storm) that affected school attendance?  

 Did a nearby off-campus food establishment have a promotion for students?  

If your program frequently has a large number of leftovers, talk to your Lead Agency. 

* Refer to the 2016 Student Nutrition Program Nutrition Guidelines for information about safe food 

handling practices.  
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Year End Reporting 

This report is to be completed mid-June and emailed to Food & Friends. In order for the information 

to be filtered into the Client Report, all monthly/quarterly reporting will be completed, including June.  

The Year End Report includes 

 Program’s Category Summary (from the school's Office Administrator). Manually handwrite 

on the Category Summary the estimated expenses for the remainder of June and any 

unused grocery gift cards. Have the principal sign this before submitting. 

 Collect current receipts in your accordion file box for one full school year.  (Receipts for the 

school year DO NOT need to be included in the year-end report) 

If we do not receive the Year End Report by the deadline, the following year’s program funding 

allocation will be affected. 

See Year-end Report Checklist to assist.  

Keeping Records 

Year End reports including all receipts should be kept at the program site for at least two years. 

Check with the school’s administrator before discarding. Food & Friends will store Year End reports 

and other records for each program for seven years. 

Accordion File 

Food & Friends will provide an accordion file box to assist with the organization of the paperwork. 

Please make use of this and have it available to other members of your committee, as well as the 

Student Nutrition Program Manager/Director.  

Budgeting 

It is vital to the success of the program to prepare a budget throughout the school year.  This will 

give you a guideline to keep the program sustainable. We suggest that you complete a budget in 

November and February and email it to your Program Manager/Director if you require additional 

funding. Below is a link to a budget template for convenience. 

Budget Template 

  

https://www.childrensfoundation.org/downloads/year-end-checklist-2020.pdf
https://www.childrensfoundation.org/downloads/budget-template-2019.pdf
https://www.childrensfoundation.org/downloads/budget-template-2019.pdf
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Sample Letters 

Sample Letter to Parents/Guardians 
Date  

The (Insert program type specific to the school) has been running at our school for the past 

(number) years. The food the students receive includes healthy options as guided by the Ministry’s 

nutritional guidelines,with an emphasis on fresh fruits and vegetables There are many reasons why 

children/youth arrive at school without the food needed to sustain them an entire school day.. One in six 

children in Canada is deemed "hungry," defined as lacking foods vital to their physical and emotional 

development. We know once healthy food is provided, a child's world changes. They become more alert, 

able to concentrate, and improve socially, physically and academically. This program is vital to our 

school community. 

As outlined in the grant guidelines, parents will be given the opportunity to contribute to the program. At 

this time, we are asking for parental contributions to help support our much needed program. We receive 

a grant from (Insert your school’s funding sources here. Eg. The Ministry of Children, Community 

and Social Services, The Children’s Foundation Food and Friends program, Breakfast Club of 

Canada)for a portion of the costs and efforts in our fundraising are expected to equal up to 20% or more 

than our program costs. 

Income tax receipts for donations will be provided for amounts of $20 or more, upon request. Cheques 

should be made payable to The Children's Foundation. Please indicate on the memo line of the cheque 

(insert the school name here) so the donation is directed to our school. Please note that the nutrition 

program is universally accessible for all students and is available whether you contribute financially or 

not. 

Other ways to support are through volunteering, or perhaps asking your employer to make a donation to 

our program. Gifts of grocery cards to purchase food are also a great way to help! 

Thank you for your continued support of our program and for bringing healthy food to hungry minds. If 

you have any questions, please do not hesitate to call the school (school phone number) or the 

program coordinator (name and number). 

Best regards, 

Insert Contact Name and Information (Phone Number and/or Email)  
------------------------------------------------------------------------------------------------------------------------------------- 
Please return this form by <DATE>. Donations of $20 or more are eligible for a tax receipt.  

Name:              

Address:      City:    Postal Code:      

Phone #:        Donation amount: $      

 
      Cash enclosed           Cheque enclosed  

If a tax receipt is required please make cheque payable to the Children's Foundation and write the school name on the memo portion of 

the cheque. 
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Sample Letter to School Council 

Date:   

To (insert school name) School Council  

Re: (School name) Breakfast/Lunch/Morning Meal/Snack Program 

 

The (Insert program type specific to your school) has been running at our school for the past 

(number) years. The food the students receive includes the required servings from Canada's Food 

Guide with an emphasis on fresh fruits and vegetables.  

Many students arrive at school each day without any food to sustain them. One in six children in 

Canada is deemed "hungry," defined as lacking foods vital to their physical and emotional 

development. We know once healthy food is provided, a child's world changes. They become more 

alert, able to concentrate, and improve socially, physically and academically. This program is vital to 

our school community. 

As part of the school council and leaders in the school we are asking you to support the program. 

There are many ways the school council can support the student nutrition program:  

 Include student nutrition program updates as a standing meeting agenda item  

 Be informed and inform others of the need for and use of the student nutrition program 

 Volunteer or recruit volunteers for the program 

 Participate in or lead fundraising activities including the Help Kids Live Free From Hunger 
Campaign. (Efforts in fundraising are expected to equal up to 20% or more than program 
costs.) 
  

It takes a village to raise a child. Our village consists of all members of this school community: 

parents, teachers, support staff, principal, community members and students.   

Thank you for your continued support of our program and for bringing healthy food to hungry minds. 

If you have any questions, please do not hesitate to call the program coordinator (name and 

number). 

Best regards, 

X
Principal

 

X
Program Coordinator
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Sample Holiday Letter 

 

<SCHOOL LOGO>  
<DATE> 
 
Dear Parent/Guardian,  
 
There are many different reasons a student comes to school hungry. You may be aware that a 
dedicated group of volunteers and teachers here at <SCHOOL NAME> help to alleviate hunger for 
our students by providing a <BREAKFAST/MORNING MEAL/SNACK/LUNCH> program. Each 
week we help <#> of our students start their day with a healthy meal in a safe and inclusive 
environment.  
 
This holiday season, why not consider making a donation to our student nutrition program in lieu of 
a teacher gift? Your donation will directly benefit students in our school so that they have the 
nutrients they need to grow and succeed. <Quote from teacher in your school who supports 
this initiative>  
 
No student should go to school hungry and we appreciate any support you can provide. Efforts in 
our fundraising are expected to equal up to 20% or more than program costs. We need your 
contributions to help keep the program running for all students at our school. With your help, we can 
ensure that students of <SCHOOL NAME> hunger for knowledge, not food. Please consider 
making a donation to our much-needed <BREAKFAST/MORNING MEAL/SNACK/LUNCH> 
program.  
 
Thank you for bringing healthy food to hungry minds.  
 
 
 
 
<Program Coordinator or Principal> 
<SCHOOL NAME>  
 
------------------------------------------------------------------------------------------------------------------------------------- 
Please return this form by <DATE>. Donations of $20 or more are eligible for a tax receipt.  

Name:               

Address:              

City:          Postal Code:      

Phone #:        

Donation amount: $      
 

      Cash enclosed           Cheque enclosed  

If a tax receipt is required please make cheque payable to the Children's Foundation and write the school 

name on the memo portion of the cheque. 
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Sample Corporate Request Letter 

<date>  

<corporation name> 

<corporation address> 

Dear <Sir/Madam>, 

No child should go through their day hungry.  Having a healthy start to a child’s school day is one of 
the most important factors in creating tomorrow’s leaders.  <School name> addresses the issue of 
child hunger by providing a healthy <program type> in a safe and inclusive atmosphere, providing 
our students with the proper nutrition they need to grow and succeed. Our program is available to all 
students within the school so that there’s never a stigma attached to using the program. Demand for 
this much-needed program is at an all-time high, forcing us to stretch our resources even further. 

The cost to feed <number of students> a healthy <program type> is approximately <monthly 
cost of program> per month. We would like to request <corporation’s name>’s assistance in 
providing support – monetary, by means of in-kind donations or volunteering – to our student 
nutrition program so that every student has the opportunity to thrive and learn. 

Any support you can contribute would be greatly appreciated. Together we can bring healthy food to 
hungry minds and ensure that children and youth in our community hunger for knowledge and not 
for food.  If you have any questions, or would like to see first-hand how our program operates, 
please do not hesitate to contact me at <contact phone number>. 

Thank you in advance for your consideration. 

Kindly, 

<Coordinator and/or principal name> 

<title> 
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Volunteer Forms 
 

Student Nutrition Program Volunteer Agreement / Release and Waiver 

I, __________________________________________ (full name), in applying to volunteer with 

(Insert School/Agency name), have read and fully understand and agree to the following: 

1) That I will not divulge or make any use of confidential or personal information; 

2) That I will abide by all applicable Children’s Foundation’s policies and rules and will follow all 
instructions issued by Children’s Foundation personnel in carrying out my volunteer 
activities, with the exception of any instructions that I believe to be unsafe or in violation of 
my legal rights; 

3) I hereby waive and release any and all rights and claims for myself, my heirs, executors 
administrators, and assigns that may exist against the Children’s Foundation’s and all other 
sponsoring companies and their agents (the “Parties”), from any and all injuries, loss or 
damage to any person or property, including injuries, losses or damage resulting from the 
negligence of the Parties, that may be sustained by my volunteering with the Children’s 
Foundation; 

4) I further agree to indemnify and hold harmless the Parties from all claims, demands, causes 
of action, complaints, losses, damages or costs arising from my actions as a volunteer; and 

5) I acknowledge that my volunteer activities may include strenuous physical activity which 
could aggravate any pre-existing medical or physical condition that I may have. I hereby 
state and affirm that I am not aware of any such medical or physical condition which would in 
any way impede or give concern. 

6) I grant and convey title and interests of any photographs, images, videos and or documented 
notes or records of me, my voice or statements with respect to my volunteer role for use in 
marketing and promotional advertisements to the Children’s Foundation of Guelph and 
Wellington. 

7) The Children’s Foundation further requires that volunteers shall provide notice of any past 
and all present proceedings that have been commenced that could result in a conviction of a 
criminal offence that would be added to your Criminal Record and the final disposition of the 
proceedings. 

8) The Children’s Foundation requires that volunteers consent to any future requests of a 
Criminal Record Check in the event that there is notice or reasonable grounds to believe that 
a conviction for an offence has been added to the volunteers Criminal Record following the 
date on this signed document. 

9) I verify that I have completed the mandatory AODA training in accordance with the 
Accessibility for Ontarians with Disabilities Act. 

By signing this form, I acknowledge having read, understood and agreed to the above 

conditions, release and waiver, for the volunteer role that I am assigned and agree to 

perform for the Children’s Foundation. 
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Signature of Volunteer         Date 

 

Signature of Witness or Parent/Guardian (if under 18 years)    Date 

I understand that each student has their own reasons for coming to a Student Nutrition Program, 

and that this information may be of a sensitive nature to students and their families. 

 

1. I will ensure that identifying information about students accessing this nutrition program will 

remain confidential. 

 

2. I declare that I will take, to the best of my ability, reasonable precautions to ensure the safety 

and well-being of those youth entrusted to me, as well as my own personal safety. 

 

3. I confirm that I have never been convicted of a criminal offence involving violence and/or 
children or youth.  
 

4. I will subscribe to, and actively promote, the mission, beliefs and principles of the student 
nutrition program. 
 

5. I understand that the student nutrition on-site program committee may remove me as a 
volunteer if, in its determination, my actions threaten the safety or well-being of the children  
or youth in the program, or I violate the terms of this agreement.  
 

I verify that I have completed the mandatory AODA training in accordance with the Accessibility for 

Ontarians with Disabilities Act.Volunteer Name (Please Print):     

     

School/Program:            

Signature:             

Witness:             

Date:          
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Volunteer Orientation Checklist 

Volunteer’s Name:           

Program Coordinator’s Name:         

Volunteer Start Date:        

 

Gathering Information: 

 Volunteer contact information: Phone number, mobile number, email. 

 Volunteer’s emergency contact information: Name, phone number, relationship to volunteer. 

 Volunteer has read and signed the Student Nutrition Program Volunteer Agreement. 
Volunteer has completed the mandatory AODA training in accordance with the Accessibility 

for Ontarians with Disabilities Act 

 Obtain a Criminal Records Check as per the school’s policy. 
 

Providing Information: 

 Provide the volunteer with a description of their job duties specific to the needs of the 
Student Nutrition Program. 

 Review site specific policies, procedures and routines. 

 Set up a volunteer schedule in collaboration with the volunteer. Review procedure in the 
case where they can’t make their shift.  

 Provide volunteer with on-site Program Coordinator contact information: phone number, 
mobile number, email. 

 

Program Tour: 

 Give the volunteer a tour of the facilities, including the kitchen. 

 Hand washing – posters and displaying positive role modeling for students 

 Sanitization – different solutions for cleaning surfaces (e.g. Water vs. bleach). 

 Dishwashing – sink methods (two or three), dishwasher/drying methods. 

 Set up Safe Food Handling Course if required. 

 Introduce volunteer to students, staff and other volunteers. 
 

Emergency Procedures: 

 Show volunteer all emergency exits according to building policies. 

 Show volunteer where the First Aid Kit can be found for the Nutrition Program. 

 Notify volunteer of any allergies and who is trained to assist an individual when in need. 

 

How to Handle: 

 Student discipline and/or physical contact within the program. 

 Conflict within the program (e.g. Volunteer and volunteer, volunteer and student, volunteer 
and coordinator). 
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Things to Remember: 

 Get to know the volunteer. Find out what assets they will bring to the program and most 
importantly, what they hope to gain from this experience. 

 Let them know that the program is always open for feedback and that suggestions to 
enhance the program is always appreciated and will be taken into consideration. 

 Make certain that you respect the volunteer’s time and commitment to the program. Do not 
schedule the volunteer if there is nothing for them to do. Volunteers need to feel valued and 
that their time spent at your program is worthwhile. 

 Always remember to thank the volunteers; your appreciation and a smile will go a long way. 
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Volunteer Information Sheet 

First Name:       Last Name:        

 

School/Program Name:            

 

Start Date (MM/DD/YYYY):        

Address 

Street:        Apt. /Unit Number:    

City:        Postal Code:     

Contact Information 

Home Number:       Mobile Number:       

E-mail:             

Training 

First Aid:        YES   NO   If yes, what is the expiry date:       

Safe Food Handling:   YES  NO If yes, what is the expiry date:     

Police Record Check:  YES NO    Date:  ________________________________ 

Emergency Contact Information 

First Name: _______________________ Last Name: ________________________ 

Relation to Volunteer: _______________________________ 

Phone #: _______________________ Secondary Phone #:   __________________ 

I declare that the above information is true and accurate. I understand that any information 

provided by myself will be kept confidential. 

 

Volunteer’s Signature:        Date:     
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Food & Friends Volunteer Needs Form 

 

Name of school/agency _______________________________Date ___________ 

What Specific duties are you looking to fill: 

 Menu planning  

 Food preparation/distribution  

 Grocery shopping  

 Reporting /bookkeeping  

 Program coordination  

 Other ____________________________________________ 

 Other ____________________________________________ 

Availability:  

 Fall  (September – November) 

 Winter (December – February) 

 Spring (March – June) 

 Other ____________________________________________ 

 

 Monday 
 Tuesday 
 Wednesday 
 Thursday 
 Friday 
 Saturday 
 Sunday 

 
 Morning  
 Afternoon  
 Evening  
 Specific times ______________________________________ 

 
 Date(s) needed _____________________________________ 

 
Demographic of volunteers needed: 

 Adult  
 University/College Student  
 High School Student 

Other ______________________________________________ 


