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School Name: _Healthy Hearts Elementary__________________________                              Date: __August 10, 2015____________

	Purchasing
FFVP must follow proper procurement procedures. Produce must always be graded and inspected according to existing local, State, and Federal guidelines. The FFVP provides schools the opportunity to purchase exotic fruits or vegetables that are not available locally or that are not domestically grown. When purchasing such items always follow proper procurement procedures and the Buy American provision. Schools are encouraged to work with distributors, local grocery stores, retailers, farmers markets, orchards, and growers in the community in order to offer a variety of options. 

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Bids


	Identify vendors/Follow procurement procedures/ Determine produce specifications

	April – June 12, 2015
	Food Service Director


	Contact Vendors

	Discuss delivery schedule and method of payment

	After bid process is complete
	Food Service Director

	Ordering
	Determine what produce will be ordered

	Monthly Basis
	Food Service Director and Cafeteria Manager

	Storage
	Store deliveries in food service cooler/Purchase one refrigerator
	Purchase new refrigerator by September 19, 2015
	Food Service Director



	Preparation
The produce served should be presented in such a way that it will be easily identified or recognized for what it is. Dicing and slicing into smaller pieces for ease of service is acceptable. Schools must make sure they are following proper Food Safety guidelines during the preparation of produce.

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Equipment

	· Already have knives, cutting boards, etc. 
· Look into purchasing bagging system
	· N/A
· December 2015
	· N/A
· Food Service Director

	Food Safety

	Add section to school food safety plan including FFVP Standard Operating Procedure and time/temp plans
	August 10, 2015
	Food Service Director

	Staffing
	2 hours per day on days that snack is served; 1-2 food service staff
	N/A
	Food Service Manager at the school will work with staff



	Distribution
Schools have the flexibility to schedule FFVP during the school day (and at school activities during the school day) for students. The FFVP cannot be served before or after school or during the National School Lunch or School Breakfast Programs’ meal service periods. Most schools use classrooms to deliver fruits and vegetables to children, however they could also deliver produce at kiosks, in the hallway, in free vending machines, or as part of nutrition education activities. 

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Equipment

	Purchase baskets for classrooms, two delivery carts, tongs

	July 31, 2015
	Food Service Director


	Food Safety/Sanitation

	· Purchase gloves, napkins
· Ensure students wash hands before eating snack
	· Order as needed
· Share procedures with teachers at all-staff meeting
	· Food Service Director
· Teachers

	Delivery Methods/
Time/Location/ Personnel 
	· Classrooms (M-Th at 9:30 am and 2 pm)
· One basket/tray of produce to each classroom
	N/A
	1 student helper will pick up baskets on cart in cafeteria and deliver the snacks to classrooms. Empty cart will be returned to the cafeteria. 

	Storage of Excess
	Teachers will return baskets with perishable foods to the cafeteria at lunch
	N/A
	· Teacher will bring basket to cafeteria. 
· Food Service workers will follow SOP for storing excess.

	Clean Up
	· May need to purchase a few more trash cans
· Discuss program with janitorial staff
	· July 31, 2015
· All-staff meeting
	· Food Service Director
· Food service, Teachers, and Janitorial Staff










	Claims
Most of a school’s FFVP funds must go toward purchasing fresh fruits and vegetables. All non-food costs must be carefully reviewed and deemed reasonable. Labor costs in either the “operating or administrative” category must be minimal. Administrative costs are limited to 10% of the school’s FFVP grant allocations. 

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Completing Claims

	Submit excel spreadsheet to State Agency and submit through CNPweb. 
	10th of the following month
	Food Service Director


	Reimbursing Vendors

	Reimburse Vendor
	Monthly
	Food Service Director



	Marketing and Promotion
Promoting the FFVP to parents, students, staff, and the community will ensure the program’s success. Announce the program in school newsletters and on the school website. Alert the local media, fill display cases and bulletin boards. Share FFVP information at Back to School Nights, Parent-Teacher Conferences, and Health Fairs. FFVP funds cannot be used to pay for any marketing or promotion, so be sure to develop partnerships with others to help with your efforts. 

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Parents

	· Flyer – make 200 copies to add to first newsletter 
· Display at back-to-school event
· Announcement on Website
	· August 10, 2015
· August 3, 2015
· July 31, 2015
	· School Admin. Assistant
· Food Service Manager and School Nurse 
· Media Specialist


	Students

	· Morning Announcement with Nutrition Fact
· Fruit & Veggie Challenge
	· Monthly basis
· Month of September
	· FFVP Manager
· School Nurse

	Staff/Administration
	PowerPoint sharing details of program.
	All-Staff meeting and First Board Meeting
	FFVP Manager and Food Service Director

	Community
	Announcement in local newspaper
	July 2015
	FFVP Manager

	Special Events
	Fruit & Veggie Fear Factor

	March 2016, Coordinate with National Nutrition Month Activities
	FFVP Manager and School Nurse

	Partners
	Work with local grocery stores and Purdue Extension to provide promotional items
	Start contacting in August 2015 and throughout year
	FFVP Manager



	Nutrition Education
The focus of the FFVP is to bring fresh produce into the school for distribution to children. For too many children, the produce they see in school might be their first exposure to fresh fruits and vegetables, and the only ones they see that day. That is why nutrition education is critical to the program’s success.

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Classroom Activities

	Solar System Activity – Various fruits representing the planets of the solar system (fruits and veggies will be eaten)
	January 2016
	FFVP Manager and Teachers


	Special Events

	Celebrating Helen Keller’s Life – students pretend to be Helen Keller and see what it would be like to eat fruits and veggies without seeing or hearing.
	November 2015
	FFVP Manager and Teachers

	Partners
	Purdue Extension, Local Growers, Local Library
	Start contacting in August 2015 and throughout year
	FFVP Manager

	Other
	Work with School Librarian to develop rotating nutrition education books and resources
	Throughout year
	FFVP Manager and Librarian 



	Other
This is for schools to fill out additional goals or ideas they have for their program for this school year. 

	Key Elements
	Action
	Deadline for Completion
	Person/People Responsible

	Ideas


	Come up with fun ISTEP Taste Test

	Begin planning November 2015
	FFVP Manager and Principal


	Goals

	Apply for FFVP School of the Year 
	February 28 ,2015
	FFVP Manager and Food Service Director

	Other
	Apply for FFVP 2017
	March 2015
	FFVP Manager



