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“When a child’s stomach is empty, everything else is secondary.
Before developing a thirst for knowledge and a hunger for learning,

one must first satisfy the body’s thirst and hunger.”

Romeo LeBlanc, Former Governor General of Canada.

Reasons to become a School Nutrition Program Volunteer  

Volunteers help students to:    

 • Access a breakfast or a snack so that they are well nourished and ready to learn!

 • Improve their attention, concentration, behavior and attendance. Studies show   
  improved test scores and less disruptive behavior when children are properly   
  nourished.

 • Start their day in a positive, supportive, safe environment where they can interact  
  and eat with their friends.

 • Develop positive eating habits to reduce their risk of chronic disease such as   
  obesity, heart disease, cancer, and osteoporosis.

 • Interact with positive role models. Volunteers come from all walks of life and can   
  share their experience and knowledge about making good food choices.

 • Build their leadership skills and assist them in understanding the importance of   
  helping others. Volunteers bring the added value of showing children that
  successful, healthy communities are ones where people care and help each   
  other.



Facts About Child Nutrition in Canada

Research shows:

    • 31% of elementary school and 62% of secondary school
     students do not eat breakfast daily. (The Canadian Coalition for   

     the Rights of Children, February 2001)

    • One in five children in Canada are not getting the
     recommended five to ten servings of fruits and vegetables 
     they require daily.

    • Students who are well nourished perform better in school.    
     Their ability to concentrate improves, as does their overall   
     ability to learn. Undernourished children have difficulty
     focussing on tasks at hand, have lower self-esteem and   
     are absent more often from school.

Children go to school hungry
for a number of reasons:

• With parents working longer hours, there are more children looking after themselves   
 before and after school, yet most  don’t have the know how necessary to provide
 nutritious meals for themselves.

• Harried morning routines are becoming more common as more and more children must   
 wake up early in the morning to catch their bus and many have up to an hour ride
 to school.

• Lack of parental supervision at mealtimes (for a variety of reasons).

• Familial poverty.



Universality in Your School Nutrition Program

School Nutrition Programs should be available to all students regardless of their ability to pay.  
If a child is hungry, for whatever reason, they should be fed. 

 Universal Nutrition Programs

 There is strong evidence that Canadian children from all income brackets are
 vulnerable to the consequences of inadequate nutrition.  

 Some reasons why:
 • parents unable to ensure that breakfast is eaten due to their work schedules 
 • children skip meals to conform to a socially acceptable body image
 • extra curricular activities before school
 • parental norms
 • long bus rides
 • children who are not hungry first thing in the morning

The benefits of a Universal Nutrition Program open to all students

• Targeted programs that feed only children from low income families may provide
 resources to children at risk but not all children at risk would be identified and
 supported.

• Disadvantaged children would be further stigmatized.

• The cost and logistics of screening who is eligible and who is not would out weigh the   
 benefits for the program.

• Targeted programs do not emphasize the importance of good nutrition for all children to   
 the same degree as universal programs.

• Properly nourished children have a marked improvement at school in attention,
 behaviour and attendance (National Institute of Nutrition, 2003).

• Poorly nourished children are more likely to drop out of school early, have fewer job
 opportunities and earn less income. 



Ways to encourage a welcoming and open environment

• Invite Parent Council members to attend the first few mornings.

• Involve older children, who tend not to participate, by pairing them with younger children  
 as volunteer role models and mentors.

• Suggest that coaches bring sports teams in for breakfast before morning practices. 
     
• Invite a different grade each morning for the first few weeks of school, to familiarize
 everyone with what is offered.  

• Supply a reading corner and offer help with homework.

• Encourage teachers to bring in their class one morning per week.

Involve parents in the day-to-day operations.  

Parents contribute in many ways:

    • Serving as a committee member

    • Organizing food/money donations

    • Menu planning

    • Fundraising

    • Cooking/serving

    • Visiting for breakfast
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Recruiting Tips

Four recruitment methods

1. Direct ask – to ask another individual or a group in a face to face situation.

2. Indirect ask – to use a letter or the media or a newsletter to get a message out.

3. Delegated – to use other volunteers to seek new recruits or post available positions in   
 the school newsletter or bulletin board.

4. Targeted – to take the position description and the skills that are identified and target   
 someone specifically who has those skills. 

Best Practices in Recruiting

• Recruitment is an on-going process. Always be on the look out for people who have the   
 skills, interest and desire to support the program.

• Communicate, communicate, and communicate about the program. 

• Stick to your word, be honest about the position the volunteer was recruited to do and   
 the time required to complete the task.

• Asking potential volunteers directly is a proven and successful recruiting strategy. 

• Volunteers encompass a wide range of ages.  Targeting parents, students, seniors,   
 grandparents and community members is necessary for sustaining a successful
 volunteer team.

• Follow-up immediately on any leads that you receive.

Use a variety of strategies

• Set-up a display at the school open house. Provide program information and directly   
 ask people to volunteer.
• Market to all parents. Focus on parents of primary aged children.
• Have a regular column in the school newsletter.
• Have a bulletin board in the school and post notices asking for volunteers.
• Send a media release to the local papers highlighting the program.
• Ask current volunteers to bring a friend with them for a day.
• Contact local Women’s Institutes and Service Clubs and ask for volunteers.
• Ask older students to help with assisting younger children and cleaning up.
• Recruit High School students who need to complete their community service hours.



VOLUNTEER
ORIENTATION

Our Vision:
To increase student nutrition for learning.



Volunteer Orientation 

Orientation gives people the information necessary to make them feel comfortable and knowl-
edgeable about the work they are about to start.

In an effective orientation a volunteer should: 
 • begin to feel part of the team
 • have decreased feelings of anxiety about joining a new group
 • have been impressed with a positive first impression
 • have renewed their commitment
 • be knowledgeable about the goals and expectations of the program
 • be comfortable to ask questions

What information to include in an orientation?

In an orientation to a school nutrition program include the following information:

 • The connection between nutrition and learning (see Introduction)
 • An overview of the school’s nutrition program
 • Tour of the school and program locations
 • Tour of specific work area – notice boards, menus, food supplies
 • Any administrative procedures
 • Position description – make sure the volunteer has a copy of their own position
 • Contact lists, names, addresses and phone of key people they will need 
 • School-based emergency or safety procedures (see Volunteer Training)
 • Introduction to other volunteers, staff and principal
 • School newsletters with information about the program

How to conduct an orientation? 
 
1. Meet the volunteer on their first day. 
2. Introduce them to the other volunteers. 
3. Give them a tour of the rooms used, where supplies are, notice boards for volunteers,   
 schedule posting, contact lists for volunteers.
4. Make sure they feel comfortable in asking questions. 
5. Offer support. 
6. Arrange for another volunteer to ‘buddy’ with them the first day. 
7. Spend time to make sure they understand the administrative pieces: back up list,              
 contact sheets, guidelines or policies, safety issues.  
8. Check in with the volunteer at the end of their first week. 

OVER THE NEXT FEW MONTHS... 
1. School Nutrition Coordinator/Principal who attend the programs regularly can check         
 in with the volunteers. 
 2. Address any issues or concerns quickly.
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Volunteer Training

Volunteers should have specific training on:

School Safety and Emergency Procedures
Safe Food and Food Handling Procedures 

Nutrition and Menu Planning 
School Student Behavior Policy

1.  School Safety and Emergency Procedures
 • Obtain guidelines from the school Principal about the handling of emergency
  situations.
 • Ask the Principal to conduct a session with the volunteers at the start of every   
  school year. 

2.  Safe Food and Food Handling Procedures
 This information is available through the Haliburton, Kawartha, Pine Ridge District   
 Health Unit. Contact the County Nutrition Coordinator for more information.

 Areas covered could include:

 • Safe food preparation and storage
 • Cross contamination
 • Pest control (as school responsibility)
 • Hand washing
 • Set-up and clean-up

3.  Nutrition and Menu Planning
 • School Nutrition Programs (SNP) are based on the principles of good nutrition   
  (Canada’s Food Guide).
 • All SNP are provided with Nutrition Guidelines provided by the Ministry of
  Children and Youth Services. 
 • The HKPR District Health Unit has many resources available to programs about   
  nutrition and menu planning. 

4.  School Student Behavior Policy
 • Behavioral issues are dealt with by the school staff.  
 • Volunteers should report any issues to the school Principal.  
 • It is the Principal’s responsibility to reinforce school procedure as it relates to   
  student behaviour.
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Retention:  Tips for Retaining Volunteers

1. Establish positive relationships - this is the key to working successfully with volunteers.

2. Support and encourage your volunteers through open communication.

3. Work harder to retain your volunteers once they have been recruited.  

4. Ensure their volunteer position meets their expectation.  Is there a good fit between the   
 volunteer and the job.

5. Treat the volunteers with respect and friendliness.

6. Provide orientation and training.
 
7. Ensure program information is accessible and shared.

8. Ensure volunteers receive both formal and informal recognition.

Four Best Practices
 
1. Creating a quality volunteer experience.
 • Meet volunteer expectations.
 • Provide the right amount of supervision, support and recognition.
 • Make volunteers feel part of a team.
 • Give volunteers respect and involve them in decision-making.
 • Provide meaningful work.
 • Ensure their time is well spent.

2. Developing a ‘true believer’ in the cause of the program. This means that:
 • Volunteers see value in their contribution.
 • Volunteers see the impact of what they do and the positive effects on the
  students.
 • Volunteers who have personally experienced hunger and understand the
  importance of proper nourishment.

3. Providing organizational support. Volunteers know and understand that:
 • The school community is committed to and supports the program.
 • Orientation and training will be provided.
 • They are part of a team of people working together to ensure children attend   
  school well nourished and ready to learn.

4.   Ensuring the volunteer gets more then they give. When volunteers: 
 • gain additional skills you have given them “added value”.
 • see positive change has occurred.
 • feel wonderful about their contribution.
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Recognition:  Tips for Recognizing Volunteers

Recognize and reward volunteers for their time and experience.  How you recognize
volunteers is an important ingredient in retaining them. Recruitment, recognition and retention 
are all tied together.

1. Recognition can be both formal and informal. 
2. Recognition should be consistent, appropriate and meaningful. 
3. Recognition is individual.

Formal Recognition

• Invite all volunteers to the annual Northumberland Food For Thought Appreciation   
 Breakfast and to the end-of-year, school hosted, volunteer tea.

• Thank volunteers with flowers, cards, certificates or pins.

• Recognize a volunteer’s birthday or other significant events.

• Profile a volunteer each month in the school newsletter or on the bulletin board.

• Invite the media for special events.

• Have students create an appreciation card or a poster of thanks.

Informal Recognition

• Don’t wait for a formal opportunity to thank volunteers. Everyone likes to be
 acknowledged for a job well done.

• Thank volunteers on a regular basis.

• Listen to the ideas and suggestions from volunteers and use them in the program.

• Encourage students to thank the volunteers.

• Provide opportunities for the Principal and teachers to visit the program and show their   
 appreciation.

• Keep in touch with all volunteers.  

• Ensure that you involve everyone who has agreed to help.
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Guidelines for Volunteers

Volunteers should: 
• Be courteous and welcoming.
• Respect cultural differences. 
• Be enthusiastic.
• Read and understand the confidentiality policy of the program.
• Wear an identification name tag.
• Practice safe food handling techniques (covered in your training).
• Inform the Principal/School Coordinator if there is an issue with food freshness or
 quality.
• Inform the Principal/School Coordinator if you are unable to attend your shift.
• When possible assist with recruiting other volunteers who would benefit from the
 experience and who would understand the importance of this program.
• Stay at home if you are sick or feel a cold coming on.
• Speak to the School Nutrition Coordinator or School Staff if a student misbehaves. 

Police Checks

Volunteers in the school system must provide a Police Check/Criminal Reference Check, 
which includes vulnerable sector screening. This is an important step in creating a safe school 
environment. 

This screening is required: 
• Prior to commencing volunteer work
• Annually at the beginning of the school year for returning volunteers.

The screening is coordinated by the Principal of the school. Necessary forms can be obtained 
from the school office. 

Safety and Security

All volunteers should complete a Volunteer Registration Form. In the event of an emergency, 
it is for the safety of the volunteer as well as for the program that contact information be pro-
vided. A sample is included in the Form Section of this resource kit. 

In case of an emergency involving a volunteer:
• The volunteer will be removed from the program and placed in a quiet area.
• If medical attention is needed, 911 will be called.
• The person designed as ‘emergency contact’ will be notified.
• The Principal/designate/School Nutrition Coordinator will document the procedures 
 taken to obtain medical assistance and treatment or departure with emergency contact   
 person. 

(adapted from Food for Kids: Peterborough City-County Health Unit)
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Job Descriptions

The following job descriptions are solely intended to be a guide as some of the 
content or responsibilities may differ from school to school.  This flexibility
encourages schools to provide programs that meet local and unique needs.

All volunteers report to the School Nutrition Coordinator.  The school Principal will 
become involved in the event of a problem or issue.

The roles of School Nutrition Coordinator, Shopper and Server are necessary for 
each program. Depending on the number of volunteers and their interests, the 
roles of Communications Volunteer and Fundraiser may be of interest and value.

All roles require volunteers to respect confidentiality with regard to information 
about the children and other volunteers.

The benefits gained from being a School Nutrition Volunteer include:

a) Witnessing the impact that good nutrition has on learning. 

b) Knowing that you are contributing to healthy eating habits and increased
 student achievement.

c) Benefits for senior volunteers: interacting with children, reduced isolation,   
 contributing to the community, improved personal health and self-worth.   
 Volunteers live longer!

d) Benefits to youth: 40 hour community involvement, learn team work and   
 social skills, feel good about helping others, learn good nutrition.



School Nutrition Coordinator

Position Overview
The School Nutrition Coordinator provides the administration and coordination of 
the program. 

Roles and Responsibilities

1) Program
 Coordinate food supply and services (including monthly Food4All Ware  
 house orders), menu planning, food handling and training on the use of   
 Canada’s Food Guide to Healthy Eating, and support fundraising efforts. 
2) Administration
 Keep up-to-date records and files, accounting and budgeting for all
 aspects of the program including grant applications and completion of   
 quarterly reports to NFFT.
3) Volunteers
 Coordinate volunteer recruitment, orientation, schedules, and supports   
 such as training on food safety and ensuring volunteer recognition. 
4) Liaise
 With volunteers, school staff, parent council and other community groups,   
 students and the NFFT County School Nutrition Coordinator.
5) Attendance
 At educational workshops and promotional events hosted by NFFT.
6) Communications
 Provide articles and information for the school, classroom or local
 newspaper on the school nutrition program. Keep school staff, Principal   
 and volunteers up to date on program activities.

Orientation and Training 
Provided by previous on-site School Nutrition Coordinator if possible or the 
school Principal with support from the NFFT County School Nutrition Coordinator.

Time commitment
Approximately 5 hours per week 



School Nutrition Server

Position Overview
Prepare and serve meal or replenish snack bins.  

Roles and Responsibilities
1) Ensure safe handling of food and clean work area.
2) Assist in set up and clean up of the program area.
3) Assist in the preparation of food served.

Orientation and Training 
• The School Nutrition Coordinator will provide orientation to the program,   
 provide training on safe food handling and the use of Canada’s    
 Food Guide to Healthy Eating.

• Pairing-up with an experienced volunteer. 

Time commitment
• The average server shift is one hour
• Available from one to five mornings a week or as “back up”



School Nutrition Shopper

Position Overview
Shop for food for the breakfast or snack bin program.  

Roles and Responsibilities
1) Purchase items on a weekly basis and deliver to the school.

Orientation and Training 
• Orientation to program and volunteers.

• Review of fresh produce selection/food choices.

• Attend educational workshops and promotional events hosted by NFFT

• On-going support will be received from the School Nutrition Coordinator/  
 Principal

Time commitment
Approximately two hours per week for shopping and delivery



Communications Volunteer

Position Overview
Develop a communications plan to keep volunteers informed and assist with
recognition events. 

Roles and Responsibilities
1) Maintain a school bulletin board  for the nutrition program.
2) Write articles for the school, classroom or local newspaper on the nutrition  
 program.
3) Assist the School Nutrition Coordinator in informally recognizing
 volunteers.
4) Assist the school council and or Principal in hosting a volunteer
 recognition event (i.e. tea, luncheon, assembly, etc.)

Orientation and Training 
• Orientation to program and volunteers.
• Attend educational workshops and promotional events hosted by NFFT
• On-going support will be received from the School Nutrition Coordinator/  
 Principal

Time commitment
• Approximately one hour per week from September to June. Time could   
 increase when involved in large recognition events
• Attend volunteer planning meetings



Fundrasing Volunteer

Position Overview
Assist in securing funds for your school nutrition program.

Roles and Responsibilities
1) Develop a plan to raise funds such as obtaining parent council support,   
 soliciting parents, partnering with local businesses and/or special events in  
 partnership with the School Nutrition Coordinator and Principal
2) Record and account for funds raised.
3) Thank program supporters together with the Communications Volunteer.

Time commitment
Approximately 2 hours per week
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Volunteer Checklist

The following check list was created to assist with you with your volunteers. 

Record the date when each document or area has been completed; continue to follow up until 
everything has been completed and recorded. This checklist may be attached to the inside of 
each volunteer’s file folder. 

Volunteer Name:  _______________________________________________________
Position:   _______________________________________________________
Start Date:   ____________________________________

Document/Area Date Received Comments
Volunteer Registration Form

Confidentiality Agreement

Permission to Photograph Agreement

Police Reference Check

Orientation to School Nutrition Program

• Job description received and reviewed
• Tour of school, program location, kitchen
• Introduction to Principal, teachers, volunteers
• Overview of Safe Food Handling Procedures
• Overview of School Student Behavior Policy
• Overview of Emergency & Safety procedures

Volunteer Training

• New Volunteer teamed with an existing
volunteer for “hands on” training
• Safety and Emergency Procedures
• Safe Food Handling
• Nutrition and Menu Planning
• Expectations of Student Behaviour

Suggested Follow up with Volunteer

• Personally check in with them at the end of 
the first week
• Send a card of thanks at the end of the first 
month
• Arrange a meeting for all Volunteers at the 
end of the school year to discuss the program 
and suggestions for next year



Volunteer Registration Information 

(Insert Name of School) Nutrition Program

Name:  ____________________________________________________________

Address:  ____________________________________________________________
 
Postal Code:  __________________
 
Home Phone: __________________

Work Place Name and Phone: ___________________________________________

Home email: _______________________________________

Emergency Contacts:

In the event of an emergency, please provide two contacts:  

Name: ____________________________________________________________

Phone number:  ___________________

Relationship to you: ________________ 

Name: ____________________________________________________________

Phone number:  ___________________
 
Relationship to you: ________________ 

Please advise your emergency contacts you have shared their names with (insert school)
Nutrition Program.



Confidentiality Agreement

Refer to your School Board Policy and its existing policy for school volunteers. This agreement 
is available from the School Principal.

_____________________________________________________________________

Permission to Photograph Agreement

Refer to your School Board Policy and its existing policy for school volunteers. This agreement 
is also available from the School Principal.

_____________________________________________________________________
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Volunteer Contact Sheet
Master List

School Program:  _________________________________________

Year:    September  _______________to June ___________________

Month of:  _____________________

MONDAY NAME Home Phone Work Phone

Back Up for
Emergencies

TUESDAY NAME Home Phone Work Phone

Back Up for
Emergencies

Volunteer Resource Kit
Northumberland Food For Thought
Donna Lockhart, The RETHINK Group



WEDNESDAY NAME Home Phone Work Phone

Back Up for
Emergencies

THURSDAY NAME Home Phone Work Phone

Back Up for
Emergencies

FRIDAY NAME Home Phone Work Phone

Back Up for
Emergencies

Volunteer Resource Kit
Northumberland Food For Thought
Donna Lockhart, The RETHINK Group



Sample Letter

Letter One: To Parents, Seeking Volunteers for the Nutrition Program

Dear Parent:

For the past ____________years, __________School has operated a school nutrition pro-
gram. All children are invited to participate in, outline your program, i.e., breakfast in the gym, 
snack bins in the classroom.
There are many reasons why children benefit from School Nutrition Programs.  Long bus 
rides, not hungry first thing in the morning and hectic lifestyles often result in little time for a 
proper breakfast.  Breakfast is the most important meal of the day and recent studies show 
that when children are properly nourished there is a marked improvement at school in atten-
tion, behaviour and attendance. Our School Nutrition Program ensures that all children have 
access to nutritious food so they can start their day well nourished and ready to learn.

Without the support of volunteers it would not be possible to deliver this program.  As a parent 
of a child in our school, there are many ways you can help. The gift of time, a half hour or hour 
per week can make a difference. Are you available one day per week? Or one day per month? 
We will work hard to accommodate your schedule.

As a parent volunteer you can give the gift of your time.  Our program has a variety of  volun-
teer opportunities available.  School Nutrition Volunteers give our students the right start to 
their day and increase their nutrition for learning.   Help us achieve this goal!

I am your School Nutrition Coordinator and I can be reached at:_______________.  Call me 
if you would like more information, or, return the sheet below, to the school, and I will contact 
you.

Thank you,

School Nutrition Coordinator    School Principal

Attention: (your name) School Nutrition Coordinator

Parent Name:____________________________________ Phone: _________________

Suggested days and times to call: _____________________________

Volunteer Areas of Interest: Please check off areas you might be interested in.
 _  School Coordinator    
 _  Breakfast Shopper
 _  Breakfast Helper/Server
 _  Recognition Volunteer
 _  Fundraising Volunteer
 _  Communications Volunteer



Sample Letter

Letter Two: Community Partners or Businesses for fund raising purposes

Dear ______________________ (community partner or business name)

For the past ____________years, __________School has operated a school nutrition
program. All children are invited to participate in, outline your program, i.e., breakfast in the 
gym, snack bins in the classroom, the program runs _______days per week and serves
approximately _______children. 

There are many reasons why children benefit from School Nutrition Programs.  Long bus rides, 
not hungry first thing in the morning and hectic lifestyles often result in little time for a proper 
breakfast.  Breakfast is the most important meal of the day and recent studies show that when 
children are properly nourished there is a marked improvement at school in attention,
behaviour and attendance. Our School Nutrition Program ensures that all children have access 
to nutritious food so they can start their day well nourished and ready to learn.

We are hoping that your organization/business might support our program by contributing 
funds to cover some of our additional costs. Would you consider one of the following options?

Support one student for a month = (daily cost per student times 20 days)
Support one student for a year = (daily cost per student over 9 months?)
Provide fresh produce to support one classroom for a month (cost)
Think about other options you could use?

Your financial contribution will go towards providing fresh produce like milk, cheese and fruit as 
a regular part of our nutrition program.  Your donation will be recognized in our school newslet-
ter, through media releases and in our school-wide events.

Please consider making a contribution towards the _________________School Nutrition
Program. I will be calling you in a few days to discuss this with you further.

Thank you,

School Nutrition Coordinator    Principal
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