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☐	Meet with food service director to review current menu and any existing Breakfast in the Classroom (BIC) menus for your district. Determine how the menu will change with implementation of BIC.
☐	Review and assess storage space for hot and cold foods at your site.
☐	Work with site cafeteria staff to determine how the menu will change when BIC is implemented.

4 Months Prior to Roll-Out
☐	Review breakfast participation and acquire a list of room numbers and number of students in each room for the coming year. Assist in forecasting needs with anticipated increased participation.
☐	Assist in developing site BIC planning team and initiate first meeting. Begin by reviewing site maps and number of classrooms to determine how many routes, food carts, food bags and garbage bins you will need (see pages 11 - 12 for possible funding sources).
☐	Work with food service director to begin filling out applications for grant funds for start-up materials.
☐	Review production schedules with food service director and make adjustments for BIC service. Allow additional time to prep and package more meals.

3 Months Prior to Roll-Out
☐	Continue working on grant funding with food service director and begin ordering materials (food carts, food bags, garbage bins, etc.).
☐	Continue meeting with BIC planning team to determine the routes, delivery and pick-up schedules, campus logistics and trash disposal areas.
☐	Schedule and deliver BIC training to cafeteria staff to introduce them to BIC and give them an overview of upcoming changes.	Date:	
☐	Schedule and prepare for training for teachers.	Date:	

1 Month Prior to Roll-Out
☐	Determine storage area of food bags and make and assemble laminated classroom name tags for each bag.
☐	Make or receive from the food service director copies of the BIC overview for teachers (see sample on page 45).

1 Week Prior to Roll-Out
☐	Assist in training teachers as part of the back-to-school in-service. 
☐	Assist in the all-staff practice run where food bags are delivered to and returned from classrooms.
☐	Confirm all BIC food items have been ordered and will be delivered in time for first day of [image: \\vm-nas\users\neelimag\Neelima\School Breakfast Taskforce\Toolkit Final\blue bar_Left.jpg]school.
[bookmark: _GoBack]☐	Clean, sanitize and prepare food bags for first day of service.

First Day of Breakfast in the Classroom
☐	Prepare meals and food bags and deliver them to classrooms according to the school plan.
☐	Collect food bags and trash according to the school plan.
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