GUIDELINES FOR DEVELOPING 

THE NUTRITION PLAN 

HOW TO USE THIS TEMPLATE
1.
INTRODUCTION

(This section should give some general background to basis for plan, including internal and external needs of the institution.  Should include information on the relationship between good nutrition and learning and developmental outcomes.)  

1.1
Purpose of plan

The name of the plan will be the Name of School Nutrition Plan or ECI Plan.  It provides the guidance that ensures that all children have access to nutritious meals. The purpose of the plan will be to:
(These are some typical examples.)

           a)
Provide guidance in the operation of the school/ECI feeding programme

b)
Promote access to nourishing and healthy diets 
            c) 
Ensure provision and access to relevant training on importance of nutrition for good health

            d)
Clarify standards and strengthen inspection and regulation.
1.2 Objectives of the Plan

(This section will deal with highlighting what the plan is intended to address)

Example:
· To ensure that meals that are planned to meet the nutritional needs of the child

· To ensure that meals provided are safe for consumption

· To provide for action which will minimize injuries and loss of life of students and personnel if an emergency occurs during school hours;

· To provide for maximum use of school personnel and school facilities;
1.3
Scope of Plan

This plan will highlight planning and organisation of the foodservice system to ensure that the rights, needs and privileges of students and staff are achieved and maintained at the highest level of functioning possible in the most healthful manner. 
Example:

The scope of the template plan is for a single facility or system.  The t emplate is meant to accommodate and specifically address the responsibility of the facility to maintain quality foodservice and provide for the nutritional needs of children while in its care to maintain optimal health and development. 

1.3 Assumptions

Every plan has a foundation of assumptions on which the plan is based.   In other words, assumptions are used as a base for planning.  The assumptions limit the circumstances that the plan addresses.  The limits define the magnitude of the provisions to be made by the Facility.  The assumptions can often be identified by asking the following questions:

• What equipment/facilities are needed for optimal functioning?
• What is the timing required for production?

• How many children are being catered for?

• How many children are there with special requirements?

 • What resources are available/can be made available:

– Staffing?
– Equipment?
– Communications?
– Transportation?
– Financial?

• In the event of a disaster/outbreak how quickly can the response be made?

· Some disaster occur without warning

· Some hazards have secondary effects

· Education will be hampered and School disrupted 

· Shelter will be required if there is a major disaster

· Disasters can cause death and injuries.

· Access will be hampered in a disaster

· Some  needs of children vary from those of adults

This list of assumptions is not all inclusive, but is intended as a thought provoking process in the beginning stage of planning. The assumptions themselves will often dictate the makeup of the plan; therefore, management should carefully review them for appropriateness.
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TEMPLATE

NUTRITION PLAN
1.
INTRODUCTION
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
1.1
Purpose of plan

The name of the plan will be the _____________________________________Plan.  It provides the guidance that ensures that all children have access to nutritious meals. The purpose of the plan will be to:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
1.4 Objectives of the Plan
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.3
Scope of Plan

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assumptions:   The plan is developed based on the following assumptions:

Staff ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Facility and Equipment 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Human and financial resources  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Adequate supply of food items
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The following documents are available to the ECI
· Operations and Procedures Nutrition Manual for Early Childhood Institutions in Jamaica
· The User Guide

· Menu and Recipe Manual
2.0
MEETING THE STANDARDS

2.1
 Public Health Requirement
For employment and continuation of employment, the Operator and any other persons performing duties in the ECI whose duties involve handling food or food equipment or working in and around the food service area must:

1. be medically certified

2. have a valid Food Handler’s Permit  as outlined in the Early Childhood Act of 2005

           (Please see Health and Sanitation Plan - Employees Health Appendix I)
2.2.
Special Needs

This section will outline how children with special dietary needs will be treated. Prior to the acceptance of any child the parent or guardian will be required to complete the Special Dietary Needs Form as outlined on the next page. (Appendix I)  
APPENDIX I
EARLY CHILDHOOD INSTITUTION

Child Special Dietary Needs Form 

To Be Completed by Parents at Enrollment
Name of Child: _____________________________________       Date of Enrollment: _____________
Name of Parent/Guardian: ​___________________________       Age of Child: ___________________
	Special Dietary Needs
	Food Allergies
	Religious Restrictions
	Food Intolerance

	Example
No diary product
	N/A


	N/A
	Lactose intolerant


Each child’s information will be transferred to the Early Childhood Institution Special Dietary Needs Cumulative Form (Appendix II) discussed with the appropriate practitioner and kitchen staff, then posted in the kitchen. 
APPENDIX II

EARLY CHILDHOOD INSTITUTION
SPECIAL DIETARY NEEDS FORM

Cumulative Institution Form

Name of Institution: __________________________________     School Term: _______________________
	Name of Child
	Age of child
	Class 
	Condition
	Special Instructions
	Monitoring Individual
	Date of enrollment 

	
	
	
	
	
	
	

	
	
	
	
	
	
	


2.3
MENUS
Menus will be planned to meet the guidelines as established in the Operations and Procedures Nutrition Manual for Early Childhood Institutions in Jamaica. The Menu and Recipe Manual will be used as a guide in production of meals.  
2.3.1
Menu Planning

In collaboration with the cook and parents where appropriate, menus will be selected from the Recipe and Menu Guide for two-week periods and displayed at an appropriate place. See Appendix III  for General, Vegetarian and Emergency cycle menus.
Meals shall include the following standards:

	Food Group
	Approximate weight/measure



	Food from animal
	2 oz. meat or substitute



	Fats and Oils
	1 tsp gravy



	Staples
	½ cup rice or cereal



	Vegetables
	¼ cup vegetables



	Fruits
	¼ cup juice



	Sugar*
	2 tsp sugar


* to be used in the preparation of drink with fruit.
2.3.2
Menu Substitution
Menu substitutions shall be discussed with cook then posted and adjustments made on the weekly and daily menus.  The reason for change shall be noted on the Menu Substitution Form as well as the substituted food item as outlined in Appendix IV. These shall be kept on file.  

APPENDIX IV

EARLY CHILDHOOD INSTITUTION
Menu Substitution Form
Name of Institution: ___________________     School Term: _______________________
	Date
	Food item to be changed
	Food item substituted 
	Reason for Change
	Approved by
	Signature

	
	
	
	
	
	

	
	
	
	
	
	


2.4
Documentation

The institution is required to keep accurate and current records of all aspects of foodservice systems management, from planning to procurement to consumption using the prescribed forms and documentation as outlined in the Operations and Procedures manual for School Feeding.

This includes for example:

· Records of menus

· Product specification 
· Recipes and preparation methods,

· Projected production of menu items

· Number of meals served

· Daily consumption pattern of students
See Appendix Va, Vb and Vc
The plan should name the responsible person and their deputy.
3.0
PURCHASING, STORAGE & INVENTORY CONTROL

All food shall be of good quality and obtained from sources approved or considered satisfactory by relevant authorities. A purchasing schedule should be prepared and receiving guidelines clearly documented.  See Appendix VI.Please note: The person who purchases should not be the one to receive the goods.  
APPENDIX VI
EARLY CHILDHOOD INSTITUTION

 Purchasing Schedule Form
Name of Institution: ___________________________ 
Indicate how often the various category of food will be purchased by placing a tick in the appropriate column
	Category of Food
	Daily
	Bi-weekly
	Weekly
	Monthly

	Ground Provisions
	
	
	
	

	Fresh fruits and vegetables
	
	
	
	


3.1
Food Cost Records

Each institution should establish a foodservice budget to help manage the funds designated for food service according to Operating Guidelines set out by the ECC/MOE.

Records should be available for review and should monitor weekly and monthly food costs.  See forms assigned for recording in OPM in Appendix VIIa
                                                           APPENDIX VII a
	                                                EARLY CHILDHOOD INSTITUTIONS
	
	
	
	
	
	

	                                                         DAILY / WEEKLY COSTING

	
	
	
	
	
	


Name of ECI:_________ Date Prepared: ________ For Week of:_______Prepared by: _________

	No. Fed=
	
	
	
	
	
	
	
	
	
	
	
	
	

	Food Items
	Day 1 Mon
	Cost
	Day 2 Tues
	Cost
	Day 3 Wed
	Cost
	Day 4 Thur.
	Cost
	Day 5 Fri
	Cost
	Total
	Unit Cost
	Total Cost

	
	
	
	
	
	
	
	
	
	
	
	
	
	


3.2
Food Storage

Adequate storage facilities should be available for perishable and non-perishable food items.  In both instances, proper ventilation is needed to keep food safe.  (Refer to Section 6 and Standards for ECIs).  Food storage areas and containers should be clearly labelled and where necessary dates and times included.

3.3
Inventory Control
Foods should be used on a first in first out (FIFO) method.  Accurate records should be kept of movement of foods into and out of storage.  See Appendix VIIboutlining Inventory Day Stores Activity Record.  Guidelines are presented in the Operations and procedures manual.  System to be utilized by institution should be clearly and concisely documented, identifying the responsible person and their deputy.

APPENDIX VIIb
EARLY CHILDHOOD INSTITUTION
Inventory Day Stores Activity Record

NAME OF EARLY CHILDHOOD INSTITUTION:____________________________ WEEK BEGINNING: ___________________
	
	
	DAY 1
	DAY 2
	DAY 3

	COMMODITIES
	UNIT
	B/F
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL

	Rice
	  lbs
	10
	50
	60
	24
	36
	
	
	
	
	
	
	
	

	Flour
	  lbs
	5
	20
	25
	5
	20
	
	
	
	
	
	
	
	


4.0
FOOD PREPARATION

Institution should develop safety procedures that will ensure that foods produced and consumed will be safe. The following areas should have documented guidelines:

· Are foods inspected when delivered?

· Are foods purchased within the proper expiration date?

· Are temperatures listed on each recipe?

· What are the instructions for handling left-overs?

· Are approved methods used for thawing foods?

· Do staff members follow hand washing procedures?

· Are cooking temperatures met?

· What are reheating procedures?

· Will foods be prepared using methods that will preserve nutrients, enhance flavours and maintain attractive appearance?

· Will all foods be stored, prepared, cooked and held according to Hazards Analysis and Critical Control Point (HACCP) methods to ensure safe food for clients?

· What are the cleaning and sanitizing procedures to follow: pre-prep., prep., pre-service and post-service?

4.1
Standardized Recipes

Standardized recipes should be used for each item prepared.

Recipes should include name, number & size of portions, list and quantity of each ingredient, cooking time and temperature requirements, preparation steps and critical control points.  (See Menu and Recipe Manual).

To adjust recipes, staff must be able to perform simple arithmetic and understand basic weights and measures.  For example:
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4.2
Portion Control

Portions served are those listed on the menu for each food item.  Appropriate portioning equipment or calibrated substitutes should be used.  (See list of approved equipment in Appendix VIII)
5.0  
MEAL SERVICE

This section should outline the routine or special scheduling of meals according to regulations and existing norms in the Institution.  Meals and snacks will be provided based on the Act, Regulations, Standards and manuals guiding the ECIs.
One hot meal should be provided each day dependent on the number of hours students are in the Institution’s care.
5.1
Meal Hours
There should be a set meal time that is communicated to parents/caregivers.  This should be documented in a time table (Appendix IX)and posted in a clearly visible location, i.e. in the Kitchen and in each classroom area.  The foodservice workers and the Practioners must be knowledgeable of this time.  The plan shall outline this time table and state the location of posting.
APPENDIX IX
EARLY CHILDHOOD INSTITUTION

Suggested Meal Hours

                                       NAME OF EARLY CHILDHOOD INSTITUTION:__________________________
	MEAL TYPE
	SUGGESTED HOURS


	INSTITUTION MEAL HOURS

	Breakfast
	7:00 AM
	

	Mid-morning Snack
	10:00 AM
	

	Lunch
	Noon
	


5.2
Dining Protocol

This section should outline the procedures to be followed for meal times, for example:

1. Hands should be washed before meal service.
2. All children should be seated in dining room/specified location, with the appropriate utensils for age and development (you may specify).   Or Infants will be held on Practitioner’s lap and cup fed (using appropriate description). 

3. (Age-appropriate clothing protectors may be used during dining)

4. Children who require assistance with meals should not receive their meals until the appropriate staff is ready to assist with feeding.  (specify timeline).

5. Correct portion sizes should be served to children.

6. Foods should be arranged attractively on plate.  Do not place food on top of each other etc.
7. Promote independence.  Do not withhold food as punishment. 

8. Dining atmosphere should be pleasant, attractive, well-lit and home-like.  A calm relaxed mood with minimum noise.  Playing, talking with food in the mouth and other distracting activity should be discouraged.

9. Child should be encouraged to eat and not forced, coerced or threatened.  (children should learn how to enjoy meals)
10. Observe the amount eaten and record as per Appendix Vc (Meal Consumption Form).  If this is not possible, ensure that unusual intakes are recorded, i.e. a lot less or a lot more than is customary. 
APPENDIX Vc
Meal Consumption Form

Early Childhood Institution

           Name of Institution____________________________     Class:___________________ Date:_________________
           Instructions:  Choose at least 10 children randomly and assign a code (eg. a, b or 1, 2).  Then circle the amount each child  ate.

	NAMES
	Code
	Quantity Eaten
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   All
          Most
     Half            A Little             None


11. Determine whether the meal was liked or disliked by asking the children to choose a face which best describes what they thought about the meal and indicate on the form.
APPENDIX X 
Meal Acceptance Form

Early Childhood Institution

             Name of Institution_________________________________     Class:_______________ Date:________________
Instructions:  Choose at least 10 children randomly and assign a code (eg. a, b or 1, 2).      Ask each child to choose a face which best describes what they thought about the meal and indicate on the form.

	NAMES
	Code
	Quantity Eaten
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6.0
SANITATION AND INFECTION CONTROL
The purpose of this section is to outline habits of hygiene that will enable staff of the institution to provide quality food products to students and other staff members. Personal cleanliness is necessary to protect persons from potential food contamination.  A professional appearance contributes to the assurance of sanitation practices.  Standards followed should reflect relevant regulations.
6.1
Personal Hygiene

(Refer to Operations and Procedures Manual)

For example:

1. Staff clothing must be clean, free of stains, spots and wrinkles.

2. Fingernails should be clean, clipped and free of nail polish.

3. A hairnet or head covering that completely covers all hair must be worn during meal preparation and service.

4. Staff members must wash hands frequently according to the acceptable hand washing procedures outlined in Health and Sanitation Plan.  Reference procedure.
5. Jewellery should not be worn.

6.1.1
Personnel Health

(As outlined in Health and Sanitation Plan; make reference and include any additional or different procedures.)
For example:

1. Staff members should report any illnesses or infection, especially boils, cuts, colds, or flu to the Administrator / Practitioner / Principal / Senior Teacher.

2. Cuts and open wounds must be bandaged and covered with gloves during times of food preparation and handling; hand washing procedures still apply.

3. Personnel with a potentially communicable disease will not be allowed to handle food or equipment until they submit a medical doctor’s certification that they are sufficiently free of communicable disease to return to their assigned duties.

6.2
Proper Food Handling

Every staff member must properly handle food to protect children and staff from potential food contamination according to the following procedures.  For example:
1. Wash hands frequently according to hand washing procedures.

2. Store cold foods in the refrigerator until food is ready to serve.

3. Keep hot foods hot and cold foods cold.  

4. Frozen foods must be thawed in the refrigerator, never at room temperature.

5. Institutions with children who are fed at different times will need to maintain food at proper temperature until service.  (This procedure should be clearly outlined).

6. Wash, rinse and sanitize pots, pans and utensils by approved procedures.  (Refer to Operation and Procedures Manual).
7. Remove food particles by carefully scraping and pre-rinsing (in running water).  Wash, rinse and sanitize dishes and eating utensils by approved procedures.  Do not reuse disposable items such as plastic forks, spoons, knives.

8. Dispose waste daily or remove as frequently as needed.

(Procedures outlined in Operation and Procedures Manual)

6.2.1
Food and Cleaning Supply Storage

This section should outline the procedures to achieve optimal safety and be developed with close reference to the Health and Sanitation Plan and the Operations Manual. For example, the following procedures can be followed:

1. Food storage areas should be clean, free of pests, and neatly arranged.  Outline clearly who will be held accountable.

2. All cleaning compounds, soap, detergent, and other chemicals should be kept in a separate, locked area inaccessible to students. 
3. Store pesticides, cleaning compounds, soaps detergents or similar substances separate from food supplies.  (Define where these storage areas are)

6.3.1
Dry Goods Storage
Make reference to the following Procedures:

1. Storage areas must be clean and dry.  
2. Store all food above the floor on racks, shelves, or other surfaces that can be cleaned thoroughly.
3. Store new stocks behind old stock so oldest items are used first (FIFO).

4. Expiration must be checked.

5. All products opened previously must be labelled and dated and maximum time for storage defined.

6. Reusable containers should be thoroughly washed and sanitized before refilling.  New products should not be placed in a container until the previous product is completely used and the container washed and sanitized.

7. Routinely inspect food items for damage such as dented, bulging or leaking cans.

8. Do not store chemicals or cleaning products with food items.  Separate storage facilities should be available for chemicals and cleaning products.

6.3.2
Refrigerated Storage
Make reference to the following procedures:
1. Thermometers should be available to monitor refrigerator temperatures.  Refer to Health and sanitation plan for monitoring guide.  A time/temperature monitoring log should be kept. Temperatures must be recorded daily. (Specify responsible staff member and deputy).  See Appendix XI.
2. Arrange food items in refrigerator to enable proper air circulation.

3. All refrigerated items must be covered properly and cooked foods labelled and dated.

4. When medication drugs are to be stored in the same refrigerator as food, the medication must be in closed containers that are clearly labelled “MEDICATION”.

5. Food carried from home should be stored in covered containers and kept cold until reheated.  Discard all leftovers.

6.3.3
Freezer Storage

Make reference to the following procedures:
1. Thermometers should be available to monitor freezer temperatures.  Refer to Health and sanitation plan for monitoring guide.  A time/temperature monitoring log should be kept. (Temperatures must be recorded daily. Specify responsible staff member and deputy).  See Appendix XI.
2. New items should be placed behind older items

3. Wrap all foods in airtight wrappers to prevent freezer burn.

4. Frozen foods should be labelled with the date it was placed in the freezer.

5. Thawed foods should not be refrozen.

6. Package foods to be frozen in single use packages.

APPENDIX XI
Early Childhood Institution

Monthly Monitoring Of Cold Storage

EARLY CHILDHOOD INSTITUTION:_______________________Month_____________________

	DATE


	DAY
	TEMPERATURE oC or oF
	REMARKS
	SIGNATURE

	
	
	FREEZER
	REFRIGERATOR
	
	

	JAN. 2008
	
	A.M       
	P.M
	P.M
	 A.M          
	   
	

	  1.
	
	
	
	
	
	
	

	  2.
	
	
	
	
	
	
	


6.4
Cleaning Schedule
This section should outline the cleaning schedule developed by Administrator or his/her designee.  Schedules should indicate specifically the frequency of cleaning, for example, daily, weekly, monthly.  See Appendix XIIa.
All staff should be trained in the use of the cleaning schedules.
NOTE:
All blenders, can openers, slicers, food processors, pots and pans should be sanitized after each use.
See Appendix XIIb.





APPENDIX XIIa
Early Childhood Institution
Food Service Cleaning Schedule
Name of Institution: __________________________________Week beginning ______________________
The following equipment areas will be cleaned before and after each use, daily, weekly or as necessary.  
	TASKS
	HOW OFTEN
	COMMENTS
	Supervisor’s Signature

	
	After each use
	Before and after each use
	Daily
	Weekly 
	As necessary
	
	

	Range
	
	

	Clean grill and grease pans
	(

	
	
	
	
	
	

	Clean burners
	(

	
	
	
	
	
	


APPENDIX XIIb

Early Childhood Institution
USE AND CARE OF EQUIPMENT AND UTENSILS

	EQUIPMENT
	USE AND CARE
	HOW OFTEN TO CLEAN

	Blender


	· Unplug.

· Use as per manufacturers instruction.

· Do not over load.
	After each use

	Refrigerator
	· Clean all spillage immediately.

· Unplug when being cleaned.


	Weekly


6.4.1  Warewashing

Outline procedure to be followed AND RESPONSIBLE PERSONS.  Only approved procedures should be used.  Specify time after completion of meals that places are to be cleared and areas sanitized.

Dishes must be air dried and stored.

6.5
Pest Control
This section should outline plan for maintaining the facility, especially the kitchen free from insects and rodents.  The pest control programme should include the facility, the surrounding grounds and frequency at which pest control procedures should be carried out.
For example:

1. inspect deliveries for pests.

2. promptly remove trash and waste daily to prevent breeding ground for pests such as flies, cockroaches, rodents

3. keep screen on all doors and windows

4. waste removal and trash storage containers should be kept clean and sanitized.

5. Develop pest control plan: area to be treated specify time eg. Monthly
APPENDIX XIII
Early Childhood Institution

Pest Control Schedule

	Areas
	Frequency

	
	Weekly
	Monthly
	Bi-monthly
	Quarterly
	Other

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


6.6
Waste Control and disposal

Establish a daily trash removal routine.  See appendix in Health Plan

For example:Immediately dispose of:
· Food removed from plate waste

· Outdated food

· Food held in temperature “danger zone” i.e. 41○ - 140 ○F/ 5 ○ - 60○ C
· Food infested by insects or pests

· Food that has been dropped on floor or work surface that cannot be washed or properly cleaned

· Burnt food, overcooked food, dried out/wilted food  etc.

6.7
Proper handling of Liquid or Powdered Formulas

Food handling procedures apply.  Only approved methods should be followed.


Such as:

1. Do not add fresh formula to formula already prepared.

2. Clean all equipment used for reconstitution of formulas using the approved methods (add hot water then formula) and directions on can.  If powder provided by parent/guardian, ask them to provide written instructions that have been signed.

3. Discard left over formula from a feed.  If formula constituted by bulk, refrigerate unused portion, heating appropriately.  Discard unused portion after 24 hrs.

7.0
ORIENTATION AND TRAINING

Employee in-service training and orientation should be designed to ensure adequate knowledge and competence in all areas of foodservice.

 
The following should be assured:

1. All staff holds a valid Food Handler’s Permit

2. All staff employed have the relevant knowledge (certification by NCTVET), attitude and practices required to manage and work in a foodservice system.

3. Orientation should cover all policy manuals and institutional procedures.  A formal record such as orientation checklist should be signed by new employees after instruction has been given.  See Appendix XIV                                                                

4. Training plan should be developed for all staff, especially new staff

5. The institution should ensure provision and access to relevant training for front-line staff and practitioners, annually, on various topics, including but not limited to

· Importance of nutrition for good health
· Food, food groups and nutrients

· Portion control

· Food preparation methods

· Personal hygiene

· Food handling

· Employee safety

Parents can be invited to participate in such training.  
Attendees must sign an attendance sheet.
APPENDIX XIV
Employee Orientation Checklist

Checklist of Areas to be covered
□
1.  Tour of kitchen and dining area

□
2.  Review objectives of feeding programme
8.
SAFETY

Universal precautions should be practiced in the institution at all times.  Employees should practice safe techniques to protect themselves from potential infections.  All employees should receive training about chemical safety.    Product safety information booklets should be reviewed prior to the use of the equipment.
8.1
Guidelines to prevent electrical shock
1. Unplug all equipment by the plug, not by pulling the cord
2. Unplug equipment before cleaning, adjusting or fixing.

3. Report any damaged or frayed cords and plugs.

4. Follow up on repairs and replacement of damaged cords or plugs

5. Never operate electrical equipment near water or with wet hands.

8.2
Guidelines for safe use and storage of knives
1. Do not leave knives on counters, tables or any other place where children can reach them

2. After using a knife, immediately wash and store it.  Never put a knife in a sink full of soapy water or dishes in which it cannot be seen.

3. Store knives in a special rack or divided drawer in a locked area inaccessible by children.

8.3
Guidelines to help prevent slips and falls
1. Clean spills on floors immediately.

2. Identify wet floors after mopping or cleaning with a sign to guard against children or other staff walking on wet floors

3. Keep doors and walkways clear of any obstruction like chairs, toys.

4. Use non-skid floor mats where mats are needed.

9.0
EMERGENCY AND DISASTER PROCEDURES

Each Institution should be aware of potential emergency situations which may include fire, flooding, power outages, contamination, adverse reaction to allergies, food poisoning.  Reference should be made to the relevant plans, for example, Disaster and Fire Plans, Health and Sanitation plans.

All employees must be familiar with the relevant plans and know locations for quick reference in the event of an emergency.  All approved plans should be followed in the event of an emergency.  In addition, the following Fire Prevention safety measures should be practiced:
1. Keep cookers and ducts free from grease and clean often

2. Handle fats, sugars and sauces on the stove carefully because these burn easily.

3. Avoid dripping any liquid over grills because they can splatter and burn.

4. Store chemicals and other flammable products away from heat sources.

5. Avoid using too high heat when cooking foods with oil or grease as these can splash and catch fire if heated too high too fast.

6. All Foodservice employees will be instructed about the location and proper use of fire extinguishers.

In all cases, the Administrator should be informed about the ensuing situation.

Emergency Menus should be included in the menus provided if the Institution will not use Menus and Recipes provided in the manuals.

10.0
TOTAL QUALITY MANAGEMENT

The Institution should name a multi-disciplinary team that will analyse situations and provide relevant solutions.  Opportunities should be pursued to improve nutrition care and resolve identified problems in the shortest possible time.
Important aspects of care include but are not limited to:

· student satisfaction with meals
· appropriate practices in foodservice, eg. Sanitation
· adequate and accurate documentation
· development/revision of relevant plans, eg. Training plan, nutrition plan
· On-going education of staff
Development of a schedule will assist this process.  See Appendix XV.
APPENDIX XV
Early Childhood Institution

Annual Quality Improvement Schedule
	Indicators
	Months

	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Meal Consumption
	
	
	X
	
	
	
	
	
	
	
	
	

	Sanitation Trends
	X
	
	
	
	
	
	
	
	
	
	
	

	In-service Training
	
	X
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


.

APPENDICES
NUTRITION PLAN 

For 
Name of ECI __________________________________  
Located at ____________________________________

 ______________________________________________

Name of Operator _____________________________ 

Telephone contact:  __________ (cell), __________ (home)
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TEMPLATE

NUTRITION PLAN
1.
INTRODUCTION
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
1.1
Purpose of plan

The name of the plan will be the _____________________________________Plan.  It provides the guidance that ensures that all children have access to nutritious meals. The purpose of the plan will be to:
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
1.5 Objectives of the Plan
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1.3
Scope of Plan

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Assumptions:   The plan is developed based on the following assumptions:

Staff ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Facility and Equipment 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Human and financial resources  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Adequate supply of food items

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.0
MEETING THE STANDARDS

2.1
 Public Health Requirement

For employment and continuation of employment at ______________________________________, the Operator and any other persons performing duties in the ECI whose duties involve handling food or food equipment or working in and around the food service area will:

· be medically certified

· have a valid Food Handler’s Permit  as outlined in the Early Childhood Act of 2005
2.2.
Special Needs

This section will outline how children with special dietary needs will be treated. Prior to the acceptance of any child, the parent or guardian will be required to complete the Special Dietary Needs Form as outlined on the next page. 

Each child’s information will be transferred to the Early Childhood Institution Special Dietary Needs Cumulative Form (Appendix II), discussed with the appropriate practitioner and kitchen staff, then posted in the kitchen.
APPENDIX I

EARLY CHILDHOOD INSTITUTION

Child Special Dietary Needs Form 

To Be Completed by Parents at Enrollment
Name of Child: ______________________________________    Date of Enrollment:__________________
Name of Parent/Guardian: ​___________________________________  Age of Child: _________________

	Special Dietary Needs
	Food Allergies
	Religious Restrictions
	Food Intolerance

	
	
	
	


Comments_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Is child under medical professional supervision?  Yes _________
 No_________.

If yes, last appointment__________________________

Name of Parent/Guardian Name______________________________  Signature______________________

Date_______________________________

APPENDIX II

EARLY CHILDHOOD INSTITUTION
SPECIAL DIETARY NEEDS FORM

Cumulative Institution Form

Name of Institution: __________________________________     School Term: _______________________
	Name of Child
	Age of child
	Class 
	Condition
	Special Instructions
	Monitoring Individual
	Date of enrollment 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Examples of condition:  Diabetes, Hypertension, High cholesterol, Vegetarian, Lactose Intolerant, food allergies, peas and nut allergy, religious restrictions, other

Examples of Special Instructions: Under Medical Professional guidance, Parents will send meals, Adjustment to meal time for child
APPENDIX III – Menus

EARLY CHILDHOOD INSTITUTION
General Cycle Menu
Week 1

Name of Early Childhood Institution___________________________Week Beginning___________________
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General Cycle Menu
Week 2

Name of Early Childhood Institution__________________________Week Beginning___________________
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APPENDIX III – Menus

EARLY CHILDHOOD INSTITUTION
Vegetarian Menu
Week 1

Name of Early Childhood Institution____________________________________Week Beginning___________________
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Vegetarian Menu
Week 2

Name of Early Childhood Institution____________________________________Week Beginning___________________
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APPENDIX III – Menus

EARLY CHILDHOOD INSTITUTION
Emergency Menu
Week 1

Name of Early Childhood Institution___________________________Week Beginning___________________
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Emergency Menu
Week 2

Name of Early Childhood Institution___________________________Week Beginning___________________
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APPENDIX IV

EARLY CHILDHOOD INSTITUTION
Menu Substitution Form
Name of Institution: __________________________________     School Term: _______________________
	Date
	Food item to be changed
	Food item substituted 
	Reason for Change
	Approved by
	Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PRODUCTION SCHEDULE
Early Childhood Institution:____________________________________________Date___________________

	Cooks
	Menu Item
	Quantity to Prepare
	No. of servings
	Special Instructions

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PRODUCTION SCHEDULE Continue
No. of  Children:____________________________________________                 Date___________________

	Preparation Time
	Under/over production
	Substitution
	Pre-preparation
	Cleaning Assignment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX Vb

Early Childhood Institution

Product Specification Form

Name of Institution_______________________________ 
Date Prepared: ___________________    Prepared By: ___________________
	Name of Product
	Use
	Form
	Brand
	Size
	Case Count
	Cost Per Unit

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Key:

Name of Product – Name of food

Use – type of dish that food item will be used to prepare

Form – Canned, fresh, frozen, bottle, degree of ripeness / maturity
Brand – Manufactures

Size – Weight

Case Count – amount per case

APPENDIX Vc

Meal Consumption Form

Early Childhood Institution
Name of Institution___________________     Class:____________ Date:___________

Instructions:  Choose at least 10 children randomly and assign a code (eg. a, b or 1, 2).  Then circle the amount each child ate.

	NAMES
	Code
	Quantity Eaten
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APPENDIX VI

EARLY CHILDHOOD INSTITUTION

Purchasing Schedule Form

Name of Institution: ___________________________ 
Indicate how often various types of food will be purchased by placing a tick in the appropriate column

	Category of Food
	Daily
	Bi-weekly
	Weekly
	Monthly

	Ground Provisions
	
	
	
	

	Fresh fruits and vegetables
	
	
	
	

	Canned Foods
	
	
	
	

	Condiments
	
	
	
	

	Cereals and grains
	
	
	
	

	Milk 
	
	
	
	

	Eggs
	
	
	
	

	Cured/salted Meats
	
	
	
	

	Fresh/frozen meats
	
	
	
	

	Dried peas and beans
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


                               APPENDIX VIIa 
	EARLY CHILDHOOD INSTITUTIONS
	
	
	
	
	
	

	DAILY / WEEKLY COSTING
	
	
	
	
	
	

	Name of Early Childhood Institution__________________ Date Prepared____   ________________For Week of:__________________    Prepared by:____________
	
	
	
	
	
	


	No. Fed =
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUES
	COST
	DAY 3 WED
	COST
	DAY 4 THUR
	COST
	DAY 5 FRI
	COST
	TOTAL
	UNIT COST
	TOTAL COST

	Rice
	
	
	
	
	
	
	
	
	
	
	
	
	

	Flour
	
	
	
	
	
	
	
	
	
	
	
	
	

	Brown Sugar
	
	
	
	
	
	
	
	
	
	
	
	
	

	G. Sugar
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cornmeal
	
	
	
	
	
	
	
	
	
	
	
	
	

	Salt
	
	
	
	
	
	
	
	
	
	
	
	
	

	Soya sauce
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cooking Oil
	
	
	
	
	
	
	
	
	
	
	
	
	

	Vinegar
	
	
	
	
	
	
	
	
	
	
	
	
	

	Black pepper
	
	
	
	
	
	
	
	
	
	
	
	
	

	Paprika
	
	
	
	
	
	
	
	
	
	
	
	
	

	Margarine
	
	
	
	
	
	
	
	
	
	
	
	
	

	Coconut powder
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ketchup
	
	
	
	
	
	
	
	
	
	
	
	
	

	BBQ sauce
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cornstarch
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	


	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUES
	COST
	DAY 3 WED
	COST
	DAY 4 THUR
	COST
	DAY 5 FRI
	COST
	TOTAL
	UNIT COST
	TOTAL COST

	Breadcrumbs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Chicken Noodle
	
	
	
	
	
	
	
	
	
	
	
	
	

	Spaghetti
	
	
	
	
	
	
	
	
	
	
	
	
	

	Macaroni
	
	
	
	
	
	
	
	
	
	
	
	
	

	Eggs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Green peas  
	
	
	
	
	
	
	
	
	
	
	
	
	

	Skim milk powder
	
	
	
	
	
	
	
	
	
	
	
	

	Lime juice
	
	
	
	
	
	
	
	
	
	
	
	
	

	Baking powder
	
	
	
	
	
	
	
	
	
	
	
	
	

	Syrup
	
	
	
	
	
	
	
	
	
	
	
	
	

	Whole chicken
	
	
	
	
	
	
	
	
	
	
	
	
	

	Chicken breast
	
	
	
	
	
	
	
	
	
	
	
	
	

	Chicken foot
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fish fillet
	
	
	
	
	
	
	
	
	
	
	
	
	

	Liver
	
	
	
	
	
	
	
	
	
	
	
	
	

	Kidney
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mince beef
	
	
	
	
	
	
	
	
	
	
	
	
	

	Stew beef
	
	
	
	
	
	
	
	
	
	
	
	
	

	Salt beef
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mutton
	
	
	
	
	
	
	
	
	
	
	
	
	

	Boneless beef
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	


	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUES
	COST
	DAY3 WED
	COST
	DAY4 THUR
	COST
	DAY 5 FRI
	COST
	TOTAL
	UNIT COST
	TOTAL COST

	Onion
	
	
	
	
	
	
	
	
	
	
	
	
	

	Escallion
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thyme
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pimento
	
	
	
	
	
	
	
	
	
	
	
	
	

	Carrot
	
	
	
	
	
	
	
	
	
	
	
	
	

	String beans
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cho-cho
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sweet pepper
	
	
	
	
	
	
	
	
	
	
	
	
	

	Hot pepper
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tomato
	
	
	
	
	
	
	
	
	
	
	
	
	

	Beetroot
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ginger
	
	
	
	
	
	
	
	
	
	
	
	
	

	Green banana
	
	
	
	
	
	
	
	
	
	
	
	
	

	Yam
	
	
	
	
	
	
	
	
	
	
	
	
	

	Irish potato
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sweet potato
	
	
	
	
	
	
	
	
	
	
	
	
	

	Red peas
	
	
	
	
	
	
	
	
	
	
	
	
	

	Callaloo
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cucumber
	
	
	
	
	
	
	
	
	
	
	
	
	

	Orange
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grapefruit
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	


	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUE
	COST 
	DAY 3 WED
	COST
	DAY 4 THU
	COST 
	DAY 5 FRI
	COST 
	TOTAL
	UNIT COST
	TOTAL COST

	Coco
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pumpkin
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pakchoi
	
	
	
	
	
	
	
	
	
	
	
	
	

	Lettuce
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ripe banana
	
	
	
	
	
	
	
	
	
	
	
	
	

	Green plantain
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ripe plantain
	
	
	
	
	
	
	
	
	
	
	
	
	

	Pineapple
	
	
	
	
	
	
	
	
	
	
	
	
	

	Melon
	
	
	
	
	
	
	
	
	
	
	
	
	

	Limes
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tamarind
	
	
	
	
	
	
	
	
	
	
	
	
	

	June plum
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cherries
	
	
	
	
	
	
	
	
	
	
	
	
	

	Paw-paw
	
	
	
	
	
	
	
	
	
	
	
	
	

	Otaheti apple
	
	
	
	
	
	
	
	
	
	
	
	
	

	Curry powder
	
	
	
	
	
	
	
	
	
	
	
	
	

	Garlic
	
	
	
	
	
	
	
	
	
	
	
	
	

	Cabbage
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	
	
	
	
	
	
	
	


                                      APPENDIX VIIa
	EARLY CHILDHOOD INSTITUTIONS
	
	
	
	
	
	

	DAILY / WEEKLY COSTING
	
	
	
	
	
	

	Name of Early Childhood Institution__________________ Date Prepared____   ________________For Week of:__________________    Prepared by:____________
	
	
	
	
	
	


	No. Fed =
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUES
	COST
	DAY 3 WED
	COST
	DAY 4 THUR
	COST
	DAY 5 FRI
	COST
	TOTAL
	UNIT COST
	TOTAL COST

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	


	FOOD ITEMS
	DAY 1 MON
	COST
	DAY 2 TUE
	COST 
	DAY 3 WED
	COST
	DAY 4 THU
	COST 
	DAY 5 FRI
	COST 
	TOTAL
	UNIT COST
	TOTAL COST

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	
	
	
	
	
	
	
	


APPENDIX VIIb

EARLY CHILDHOOD INSTITUTION
Inventory Day Stores Activity Record

          NAME OF EARLY CHILDHOOD INSTITUTIONS____________________________________  WEEK BEGINNING:___________________________
	
	
	DAY 1
	DAY 2
	DAY 3
	DAY 4
	DAY 5

	COMMODITIES
	UNIT
	B/F
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL

	Rice
	  lbs
	10
	50
	60
	24
	36
	-
	36
	13
	23
	
	
	
	
	
	
	
	
	
	
	
	

	Flour
	  lbs
	5
	20
	25
	5
	20
	-
	20
	2
	18
	
	
	
	
	
	
	
	
	
	
	
	

	Salt
	  lbs
	1
	5
	6
	1
	5
	-
	5
	1
	4
	
	
	
	
	
	
	
	
	
	
	
	

	Black Pepper
	  lbs
	2
	-
	2
	1/2
	1/1/2
	-
	1/1/2
	1/2
	1
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


                

Key:  
Commodities – Food Item





Unit – Weight / Measurement





B/F – Balance Brought Forward





Rec – Amount Received 





Tot – Total In Stock (B/F + Rec)





Iss – Amount Issued





Bal – Quantity Left In Stock (Tot – Iss = Bal)
APPENDIX VIIb

EARLY CHILDHOOD INSTITUTION
Inventory Day Stores Activity Record

          NAME OF EARLY CHILDHOOD INSTITUTIONS____________________________________  WEEK BEGINNING:___________________________
	
	
	DAY 1
	DAY 2
	DAY 3
	DAY 4
	DAY 5

	COMMODITIES
	UNIT
	B/F
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL
	REC
	TOT
	ISS
	BAL

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


                

Key:  
Commodities – Food Item





Unit – Weight / Measurement





B/F – Balance Brought Forward





Rec – Amount Received 





Tot – Total In Stock (B/F + Rec)





Iss – Amount Issued





Bal – Quantity Left In Stock (Tot – Iss = Bal)
APPENDIX VIII

EARLY CHILDHOOD INSTITUTION

COOKING, PORTIONING & SERVICE UTENSILS NEEDED 

FOR EACH BASIC SCHOOL KITCHEN

	No.
	Cooking Utensils
	# per school
	Specification
	Comments

	1. 
	Cutting Boards


	3
	17” x 10½” 

· Plastic Colour coded red, blue, white
	1 of each colour  

	2. 
	measuring spoons
	1 Nest
	¼ tsp, ½ tsp, 1/3 tsp, 1 tsp, 

1 tbsp, ½ tbsp, 
	

	3. 
	Measure Cups - Dry 
	1 Nest
	¼ cup, 1/3 cup, ½ cup, 1 cup
	

	4. 
	Measuring Cup - Liquid 
	1
	1000 mls or 1 litre 

Small gradation

Stainless steel
	

	5. 
	Counter Top Scales
	1
	5 kilo

Gradation of (gms)
	

	6. 
	Trolley
	1
	24” by 12” 

2 Tier with casters

Stainless steel 
	

	7. 
	Food Thermometer
	2
	Refrigerator

food
	

	8. 
	Spoodles
	3
	8 oz, 6oz & 4 oz 
	1 of each size

	9. 
	Ladles
	3
	12 oz, 8 oz & 2 oz
	2 of each size

	10. 
	Scoops (Food Portioner)
	1
	size  16
	

	11. 
	Baking Trays
	2
	17½ x 12¾  
	

	12. 
	Potato Mashers
	1
	stainless steel
	

	13. 
	Rubber Spatula/Scrapers 
	1
	14” 
	all in one

	14. 
	Mixing Bowls
	3
	16”, 12 & 8
	1 of each size

	15. 
	Colanders
	1
	12” stainless steel
	

	16. 
	Service Trays
	3
	14” x 18”
	

	17. 
	Vegetable Peelers
	1
	stainless steel
	

	18. 
	Piano Whisks
	1
	10 “ or 14 “stainless steel
	For smaller & larger schools

	19. 
	Pots   - small;
	1
	10, 15, 20 quarts stainless steel
	Each school should have at least one pot

	20. 
	Pots  - Large
	1
	20 , 24, 30 or 40 qrts. stainless steel
	

	21. 
	Sauce Pans
	1
	8”  or 10” stainless steel
	For smaller & larger schools

	22. 
	Tumblers
	
	5 ozs. (no larger than 8 oz)
	#  of students + 20%

	23. 
	Plates
	
	6.5 ozs.
	#  of students + 20%

	24. 
	Bowls
	
	11 ozs.
	#  of students + 20%

	25. 
	Dessert Spoons
	
	
	#  of students + 20%

	26. 
	Cook Knives 
	1
	8” Blade 

stainless steel
	

	27. 
	Vegetable Knives
	1
	4 “ Blade 

stainless steel
	

	28. 
	Cook Spoons
	1
	15” tall 

stainless steel
	     

	29. 
	Cook Forks
	1
	15” tall 

stainless steel
	

	30. 
	Graters
	1
	 9” x 4” 

stainless steel
	square

	31. 
	Strainers
	1
	 8” circumference

stainless steel
	

	32. 
	Slotted Spoons
	1
	12½”  

stainless steel
	

	33. 
	Perforated Spoons
	1
	12½” 

stainless steel
	

	34. 
	Fry Pans
	1
	12” or 18
	For smaller & larger schools

	35. 
	Blenders
	1
	
	

	36. 
	Mixers
	1
	1 stainless steel bowl
	

	37. 
	Can Opener
	1
	stainless steel
	household type

	38. 
	Aprons
	2
	Full white, cotton
	

	39. 
	head covering
	1 box
	Disposable with Elastic band
	


APPENDIX IX
EARLY CHILDHOOD INSTITUTION

           
Suggested Meal Hours
NAME OF EARLY CHILDHOOD INSTITUTION:___________________________
	MEAL TYPE


	SUGGESTED HOURS


	INSTITUTION MEAL HOURS

	Breakfast


	7:00 AM
	

	Mid-morning Snack


	10:00 AM


	

	Lunch


	Noon
	

	Mid-afternoon Snack


	3:00 PM


	

	Dinner


	5:00 PM
	


APPENDIX X 
Meal Acceptance Form

Early Childhood Institution
Name of Institution______________________Class:____________ Date:_____________
Instructions:  Choose at least 10 children randomly and assign a code (eg. a, b or 1, 2).      Ask each child to choose a face which best describes what they thought about the meal and indicate on the form.

	NAMES
	Code
	Quantity Eaten
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APPENDIX XI

Early Childhood Institution

Monthly Monitoring Of Cold Storage

EARLY CHILDHOOD INSTITUTION:______________________Month___________________________
	DATE


	DAY
	TEMPERATURE oC or oF
	REMARKS
	SIGNATURE

	
	
	FREEZER
	REFRIGERATOR
	
	

	JAN. 2008
	
	A.M       
	P.M
	 A.M          
	   P.M
	
	

	  1.
	
	
	
	
	
	
	

	  2.
	
	
	
	
	
	
	

	  3.
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	10.
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	24.
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	31.
	
	
	
	
	
	
	


Refrigerator temperatures should be maintained at less than 5 ○C/40 ○ F

Freezer temperatures should be maintained at less than -4 ○C/ 0 ○ F

Note corrective actions taken for temperatures that do not meet the standards

APPENDIX XIIa
Early Childhood Institution
Food Service Cleaning Schedule
Name of Institution: ______________________________________Week beginning ______________________

The following equipment areas will be cleaned before and after each use, daily, weekly or as necessary.   

	TASKS
	HOW OFTEN
	COMMENTS
	Supervisor Sig.

	
	After each use
	Before and after each use
	Daily
	Weekly 
	As necessary
	
	

	Range
	
	

	Clean grill and grease pans
	(
	
	
	
	
	
	

	Clean burners
	(
	
	
	
	
	
	

	Clean outside
	
	
	(
	
	
	
	

	Wipe out oven
	
	
	
	(
	
	
	

	Clean edges around hood
	
	
	
	(
	
	
	

	Clean hood screening and grease trap
	
	
	
	(
	
	
	

	Refrigerator and Freezer

	Defrost freezer and clean shelves
	
	
	
	
	(

	Or when more than ¼ in frost develops or temperature exceeds 0°F

	Wipe outside
	
	
	(
	
	
	

	Dust Top
	
	
	
	(
	
	
	

	Clean inside shelves in order
	
	
	
	(
	
	
	

	Mixer and Can Opener
	
	

	Clean mixer base and attachment
	(
	
	
	
	
	
	

	Clean and wipe can opener blade
	(
	
	
	
	
	
	

	Work Surfaces
	
	

	Clean and sanitize
	
	(
	
	
	
	
	

	Organize for neatness
	
	
	(
	
	
	
	

	Walls and Windows
	
	

	Wipe if splattered or greasy
	
	
	
	
	(
	
	

	Wipe window sills
	
	
	
	
	(
	
	

	Wipe window screens
	
	
	
	
	(
	
	

	Sinks
	
	

	Keep clean
	(
	
	
	
	
	
	

	Scrub
	
	
	(
	
	
	
	

	Garbage

	Take out
	
	
	(
	
	
	Or more often as needed
	

	Clean container
	
	
	
	
	(
	
	

	Tables and Chairs
	
	

	Clean and sanitize
	
	(
	
	
	
	
	

	Linens
	
	

	Wash tablecloths and placemats
	(
If plastic
	
	(
If cloth
	
	
	
	

	Wash dishcloths
	
	
	(
	
	
	
	

	Wash potholders
	
	
	
	(
	
	
	

	Storage Area

	Wipe shelves, cabinets and drawers
	
	
	
	
	(

	
	


APPENDIX XIIb

Early Childhood Institution
Use and Care Of Equipment And Utensils

	EQUIPMENT
	USE AND CARE
	HOW OFTEN TO CLEAN

	Blender


	· Unplug.

· Use as per manufacturers instruction.

· Do not over load.
	After each use

	Refrigerator
	· Clean all spillage immediately.

· Unplug when being cleaned.


	Weekly

	Freezer


	· Clean when 1/4II frost is formed.

· Unplug when being cleaned.
	As necessary

	Table top stove
	· Clean after use.


	Deep clean weekly

	Cutting board
	· Wipe, wash in warm soapy water and sanitize.


	After each use

	Scale


	· Keep balanced.

· Record weight of container before weighing product.
	After each use.



	Pots
	· Rinse, wash in warm soapy water.

· Rinse and use a non-corrosive material to scour.

· Drain & store.
	After each use

	Baking trays


	· Scrape, presoak, scour, and wash in warm soapy water, rinse drain & store.
	After each use

	Cooking knives, forks, spoons
	· Wash in warm soapy water.

· Rinse, drain, dry and store.

· Keep knives sharpened.
	After each use

	Colanders


	· Wash in warm soapy water.

· Rinse, drain, dry and store.
	After each use

	Graters


	· Wash in warm soapy water.

· Rinse, drain, dry and store
	After each use

	Strainers
	· Wash in warm soapy water.

· Rinse, drain, dry and store
	After each use

	Igloos
	· Wash in warm soapy water

· Rinse, drain, dry, cover and store
	Before and after use


APPENDIX XIII
Early Childhood Institution

Pest Control Schedule

	Areas
	Frequency

	
	Weekly
	Monthly
	Bi-monthly
	Quarterly
	Other

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


APPENDIX XIV

Early Childhood Institution

Employee Orientation Checklist

Checklist of Areas to be Covered

□
1.  Tour of kitchen and dining area

□
2.  Review objectives of feeding programme

□
3.  Explanation of work obligation

a. Meal and snack time hours ________

b. Meal and kitchen duties________

c. Use of menu guide for food preparation ________

d. Reading and following recipes_________

e. Menu explanation________

f. Portion control________

g. Presentation : texture, size modification________

h. Special diets/requirements_______

i. Equipment use
_______

j. Dishwashing procedures________

□
4.  Sanitation, safety and personal hygiene

□
5.  Cleaning schedules

□
6.  Emergency Procedures

□
7.  Equipment safety

Employee Orientation Checklist Cont’d
□
8.  Reference Materials to read and discuss

a. Operations and Procedures Manual_______

b. User Guide to Operations and Procedures manual_______

c. Menu and Recipe Manual_______

d. Nutrition Plan
_______

e. Health and Sanitation Plan________

f. Fire Plan ________

g. Emergency Disaster Plan________

h. Standards for ECIs________

i. Child Care and Protection Act_________

j. Child Care and Protection Regulations________
□
9.  Other (specify)

___________________________________



______________

Signature of Employee





Date

APPENDIX XV
Early Childhood Institution

Annual Quality Improvement Schedule
	Indicators
	Months

	
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
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Desired Yield     12 portions


Known Yield	     8 portions





		     12 divided by 8 = 1.5 basic factor





Multiply amount of each ingredient by the basic factor i.e. 


1 cup flour x 1.5 (basic factor)	  	= 1 ½ cups flour


½ tsp margarine x 1.5 (basic factor)   	= ¾ tsp margarine
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DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�



Stewed Chicken





Steamed White Rice





Mixed Vegetables





Orange Drink�



Fish Finger with Gravy





Baked Ripe Plantain





Steamed Pumpkin





Lemonade�



Mince and Mixed Vegetables





Mashed Potato





Guava Drink�



Braised Kidney





Sliced Boiled Green Banana





Tomato & Cucumber Slices





Fruit Punch�



Chicken Vegetable Soup














Ripe Banana





�
�






DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
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�
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�
�
�
�






DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�
�
�
�
�
�
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DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�



Stewed Veggie Chunks





Gungo Peas & Rice





Mix Vegetable





Cherry Drink





�



Vegetable Peas Soup








Melon Drink�



Vegetable Chow Mein








Orange Drink�



Barbeque Mock Drumstick





Fried Bammy Sticks





Tomato Slice





Limeade�



Tofu Fried Rice





Toss Salad





Fruit Punch�
�






DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�
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DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�
�
�
�
�
�
�






DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�



Cheese Sandwich





Lettuce 





Cherry Drink�



Vienna Sausage Sandwich





Tomato slices





Fruit Punch�



Canned Mackerel Sandwich





Cucumber Slices





Lemonade�



Peanut Butter and Guava Jelly Sandwich





Lettuce





Melon Drink�



Sardine Sandwich





Tomato Slices





Orange Drink





�
�






DAY 6 (Mon)�
DAY 7 (Tue)�
DAY 8 (Wed)�
DAY 9 (Thurs)�
DAY 10 (Fri)�
�
�
�
�
�
�
�






DAY 1 (Mon)�
DAY 2 (Tue)�
DAY 3 (Wed)�
DAY 4 (Thurs)�
DAY 5 (Fri)�
�
�
�
�
�
�
�
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