
 

Quick Reference Sheet – Reporting 

Monthly Calendars 

Attached is a set of calendar pages.  The school board initials are in the upper right hand corner, and 
scheduled vacation and other non-operating days have been noted. 

Recording Students Served  

Each day you operate, record the number of meals or snacks served to children.  If you serve 35 children at 
a breakfast club, lunch, voucher, small snack program, it’s 35.  We also need the unique number of children 
served each month. This is the number of different children you had in a month. If the same child comes six 
times, it is only counted as one unique child. 

Full School or large Snack Bin Programs 

Please indicate the number of days served. Nutrition for Learning will calculate the number of child served.  

On the form: “Reporting to the Funder” 

1. Record any income to your nutrition program – grants from Nutrition for Learning, cash by source: eg. 
A parent, money from a corporation, church or service group. Please indicate from whom. 

2. Under Product Donation, record the type and value of product donations from parents or companies – 
cereal, granola bars, bagels, etc.  Please include the products and their value that a restaurant such as 
Tim Hortons may supply to your program, each month. If you require help in defining the cost of such 
contribution, please call our office. 

3. For expenses, record the supplier and the amount of money you’ve spent.  This would be Zehrs, Sobeys, 
or other receipts; each amount must be accompanied by an itemized receipt. All purchases made by a 
gift card, must also show an itemized receipt. 

4. For the number of volunteer hours, make sure you’re recording all the time spent – in preparation, 
serving, cleanup, reporting and shopping, meeting with volunteers, planning, training conference time, 
etc.  We also need the number of adult and student volunteers each month. 

Reporting to Nutrition for Learning 

The Ministry of Children &Youth Services, as main funder, requires the reports and receipts by the 5th 
of the following month.   You can fax the information to us at 519-579-6520.  You could also scan the 
paperwork and email it to info@nutritionforlearning.ca Please do not send reports through the 
interschool mail system. Remember to keep a copy of receipts and the reporting pages for yourse 


