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	Breakfast in the Classroom Planning Overview

	Month
	Meeting
	Who attends
	Goal
	Outcomes

	5 months prior to roll out
	Attend an ADE Professional Development event about Breakfast in the Classroom (BIC). You could also talk directly with your ADE School Nutrition Specialist to get started with BIC planning.
	- Superintendents
- Principals
- Food Service
Directors
	Introduce BIC to administrators to garner administrative support for the program.
	[bookmark: _GoBack]Superintendents, food service directors and principals will be on board with planning for and implementing a BIC program.

	4 months prior to roll out
	Assemble BIC Site Planning Team and hold the first meeting.
	- Principal
- Food Service
Director
- Cafeteria
Manager
- BIC Task Force
(TF)
   representative
- Teacher(s)
- School Nurse
- Custodial Staff
	Introduce BIC to site staff who will be involved in implementing the program and begin the planning process.
	Attendees will have specific tasks to look into/complete. These may include (see individual checklists for details):
- Changes to the menu 
- Create site map/route plans
- Outline custodial needs
- Review equipment, contracts, inventory

	3 months prior to roll out
	BIC Site Planning Team follow-up meeting.
	- BIC Planning
Team
	Report back on findings, begin finalizing plans and brainstorm solutions to potential challenges.
	Group will troubleshoot challenges and work toward finalizing implementation plans. Each member will have follow-up tasks (see individual checklists for details):
- Complete FUTP60 funds application
- Order equipment
- Revise breakfast menus
- Develop marketing materials

	1-2
months prior to roll out
	BIC Site Planning Team follow-up meeting.
	- BIC Planning
Team
	Finalize plans.
	- Timeline and routes determined
- Menu finalized
- All materials and equipment ordered
- Finalize marketing materials
- Trainings for staff scheduled

	Before 1st day of service
	Staff Back to School Training.
	- All staff
- BIC TF
representative
	Introduce BIC to all staff and train them on how it will be implemented.
	All staff will be prepared to begin BIC on Day 1 of school:
- All staff understands delivery plans
- Teachers recognize a reimbursable meal
- Classroom clean-up plans are in place
- Classroom activities during BIC are
planned 
- All staff understands return plans
Host a BIC trial run.
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