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District of Excellence  
2009-2010 Application 

 
 
 
 
The following guidance is provided to assist you wi th successfully completing the 
District of Excellence application process. It is e xtremely important that you take the time 
to carefully read the information contained in the next three pages prior to beginning the 
District of Excellence application.  To assist with providing clarification, several frequently 
asked questions have been addressed in the Keys to Excellence FAQ (Frequently Asked 
Questions) , which can be downloaded at: http://www.schoolnutrition.org/Content.aspx?id=2406 
 
 
District of Excellence Distinction Eligibility:  

• The “Keys Express” online self-assessment tool must be completed for the district. A 
particular self-assessment score is not required. 

• Notify the School Nutrition Foundation of your intent to apply for the District of 
Excellence. Instructions are below.  

• The District of Excellence application and documentation materials must be received by 
SNA by 5 pm EST on November 30, 2009 or March 31, 2010 . 

• Districts that successfully meet the District of Excellence application requirements as 
determined by an expert peer review panel will receive the District of Excellence 
Distinction. Incomplete applications will not be evaluated.  Applicants who submit 
incomplete applications may resubmit an application for the next application deadline.  

• Successful applicants will be awarded the District of Excellence Distinction for a period 
of 3 years , after which applicants must reapply. 

 
 
District of the Year Award Eligibility 

• All districts receiving the District of Excellence Distinction in 2009-2010 will be invited to 
submit a District of the Year proposal in May 2010. 

• The District of the Year Award will be announced at SNA’s 2010 Annual National 
Conference in Dallas, TX. 

 
Intent to apply for District of Excellence Award: 

• Send a brief email to School Nutrition Foundation at snf@schoolnutrition.org titled “Intent 
to Apply for District of Excellence.”  Submit your intent to apply email by the following 
deadlines: 

1. For November 30, 2009 application deadline, send intent to apply email by 
November 10, 2009. Include name of school nutrition program director and 
district name in the footer on each piece of paper included in the application 

2. For March 31, 2010 application deadline, send intent to apply email by March 
10, 2010.  

 
District of Excellence Application Instructions: 
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1. Complete the district information section. Include name of school nutrition program 
director and district name in the footer on each piece of paper included in the 
application.  

2. Attach required letter of support. 
3. Attach all pieces of documentation explained on pages 8-15 of application.  Submit 

documentation from the current school year. Documentation item A3, Profit and Loss 
Statement should be the year-end profit-and-loss statement from SY 2008-2009. 

4. Please submit cover letter and findings from most recent CRE and SMI reviews. This 
documentation must be on official letterhead from your state agency, including an 
appropriate signature. If your CRE and SMI are conducted separately, please submit 
documentation for both reviews. NOTE: Information submitted for this area is 
frequently unclear of or incomplete. If you have an y questions on what 
documentation to submit, please contact SNF.  

5. Complete the application checklist to ensure that all requirements are met. Incomplete 
applications will not be evaluated.  Applicants who submit incomplete applications may 
resubmit an application for the next application deadline.  

6. The school nutrition program director must sign the verification statement that all 
information contained in the application is accurate. 

 
Application Formatting and Submission: 

• Applications may be submitted in a binder that will keep the application organized and in 
order. Do not submit information in folders or files that are not bound together in order.  

• Assemble your application in order, beginning with Section A. Organize all 
documentation items for each section in numerical order, beginning with Documentation 
Item 1. Use the same labels for documentation items as identified in the application (A1, 
A2, etc.) 

• Clearly label all pieces of documentation in the application. 
• The expert peer review panel will be evaluating your application specifically to determine 

whether the indicators listed beneath each “documentation item” in the application are 
addressed by the information provided. For example, when submitting menus to 
demonstrate that whole grain items are served daily, submit menus that demonstrate 
which items are whole grains. If the menus submitted do not specifically identify all 
whole grain products as whole grains, include sufficient additional information to 
demonstrate that this indicator has been met.  

• When applicable, examples may be submitted to demonstrate activities. For instance, a 
nutrition education flyer, a sample of a student taste test survey, or photos from a 
promotional event may be submitted. These are not mandatory but may be helpful to the 
review panel.  

• Submit only sufficient information to meet the appl ication indicators.  Do not 
include extensive or additional information beyond what is requested. 

• Please retain a complete copy of your entire application.  
 
Send completed application forms and all documentat ion to: 
School Nutrition Foundation  
District of Excellence Application 
Attn: Julie Skolmowski 
120 Waterfront Street, 3rd Floor 
National Harbor, MD 20745 
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SNF will provide applicant with a written confirmation of application receipt. Please direct all 
questions to the School Nutrition Foundation, attention Julie Skolmowski at 
jskolmowski@schoolnutrition.org or (800) 877-8822 ext. 170. 
 
Application Evaluation Process: 
Applications will be evaluated twice per year by an expert peer review panel, following each 
application deadline. The 2009-2010 application deadlines are November 30, 2009  and March 
31, 2010. Applicants will be notified as to whether or not their district has received the District of 
Excellence electronically and with an official mailed letter approximately 8 weeks after the 
application deadline. 
 
Policies and Procedures: 

• Incomplete applications: Incomplete applications will not be evaluated or scored. 
Applicants may resubmit the application for the next deadline. 

• Return of application materials: Applications will not be returned. Keep a complete 
copy of the application for your records. 
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Recognition Provided for Districts of Excellence: 
Upon receiving the District of Excellence Distinction, SNA will provide the following recognition 
for the school nutrition program’s accomplishment and to support local and state recognition 
and promotion. 
 

o Letter to chief state education officer recognizing the school district’s receipt of the 
District of Excellence distinction. 

o Letter to superintendent recognizing the school district’s receipt of the District of 
Excellence distinction. 

o Letter to director of the state agency responsible for administering the program 
recognizing the school district’s receipt of the District of Excellence distinction. 

o Press release to be adapted and used for local media attention. 
o Recognition on the School Nutrition Association’s website as a District of Excellence. 
o Certificate recognizing the school district’s District of Excellence distinction. 
o Ability to purchase District of Excellence pins for school district staff. 
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District of Excellence Application Checklist 

2009-2010 
 
 
Instructions: ALL application materials must be completed and submitted for application to be 
considered. Please submit application in the order that each item appears on this checklist. 
Please attach checklist to the top of the application. This checklist includes boxes to check each 
as it has been included in the complete application.  
 
School District Name:         
 
Applicant Name:         
 
  District and Demographic Information  
 
  Letter of Support 
 
   Signed Verification Statement 
 
 Documentation Items  
 Section A: 
  Item 1 - Goals 
  Item 2 – Table of Contents-Policy/Procedure Manual  
  Item 3 – Profit/Loss Statement – Year End 
  Item 4 – Summary of Staff Professional Development  
  Item 5 – Signed Copy of Letter and Summary Findings for CRE and SMI on  

Official State Letterhead. 
 

Section B: 
  Item 1 – Marketing and Communication (5 examples) 
  

Section C: 
  Item 1 – Menus and Production Records 
  Item 2 – Nutrient Analysis 
  Item 3 – District Wellness Policy and Brief Explanation of Evaluation 
  Item 4 – District Nutrition Standards 
  Item 5 – Nutrition Education (5 Examples) 
 
 Section D: 
  Item 1 – Standardized Recipes (6 samples)  
  Item 2 – Examples of Student Preference Determination (4 examples) 
  Item 3 – Food and Equipment Specification with Copy of Bid terms &  
     Conditions 
  Item 4 – Receiving and Storage SOP 
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District of Excellence  
District and Demographic Information 

2009-2010 
 
Contact Information:  
 
 Applicant Name:           
 
 Title:             
 
 Name of School Nutrition Program Director (if different than applicant): 
 
             
 
 Mailing Address:           
 
             
 
             
 

Email Address:           
 
Phone Number:           
 
Fax Number:            
 
Superintendent’s Name:           

  
District Information: 
 
School District Name:           
 
Enrollment:      
 
Free/Reduced Price Eligibility:    % 
 
Average Daily Participation from most recent complete school year: 

Total number of meals served divided by total number of serving days within the school 
year (e.g. 20,000 lunches served over 180 days = 20,000/111; ADP = 111) 

 
 Breakfast:     Lunch:      
 
Average Daily Participation %  

ADP divided by average daily attendance 
 

Breakfast:     Lunch:      
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Number of Schools: 
  
 Elementary:      
 
 Middle:    
 
 High:     
 
 Other:     
 
 Total:      
 
Programs Offered (Please check all that apply): 
  
   NSLP       A la carte 
  
   SBP       Vending 
 
   After School Snacks     Catering 
 
   Summer Food Service Program   Contracted Meals  
 
   Other          
 
Menu Planning System (Please check all that apply)* 
 
   Nutrient Standard Menu Planning/Assisted Nutrient Standard Menu  

Planning 
  
   Traditional Food Based Menu Planning 
 
   Enhanced Food Based Menu Planning 
 
   Other (please briefly describe)        
 
             
 
             
 
 *If more than one menu planning system is used, please indicate grade level(s)  

where each approach is used. 
 

             
 
             
 
 
Number of Staff:     
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 How many are national SNA members?     
  
 How many are SNA certified?     
 
 How many are SNA credentialed?      
 
Budget 
 

Total annual school nutrition program budget: $     
 
 
SNA Involvement: 
 

Is the school nutrition program director a member of SNA?       Yes    No 
 

Is the school nutrition program director SNA certified?       Yes    No 
 

Is the school nutrition director SNA credentialed?           Yes    No 
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District of Excellence Application 

2009-2010 
 

 
Letter of Support  
A letter of support is required from the immediate supervisor of the school nutrition program 
director. This letter MUST be on letterhead and must contain the author’s name, title, and 
contact information. The letter of support must address the following items: 
 

• Verification of the director’s employment and his/her responsibility for the daily 
operations of the district’s meal program. 

• Supporting information to substantiate the author’s basis of support (e.g., program 
financial status, increases in participation, student and staff support of the program, and 
other indicators of high quality school nutrition programs). 

 
 
Verification Statement  
This verification statement addresses all pieces of information contained in the District of 
Excellence application, including the district and demographic information and all pieces of 
documentation submitted. The school nutrition program director should sign this statement if the 
applicant is not the school nutrition program director.  
 
To the best of my knowledge, all information and documentation contained in this application is 
current and accurate. 
 
             
Printed Name of School Nutrition Program Director     Date 
 
 
             
Signature of School Nutrition Program Director     Date 

 
 

             
Printed Name and title of Applicant (if different)     Date 
 
 
             
Signature of Applicant (if different)       Date  
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District of Excellence Application  

Documentation Items and Indicators 
2009-2010 

 
Instructions:  
The ultimate purpose of the application is to verif y that districts do meet best practice 
standards. Please consider the perspective of a rev iewer who is not familiar with your 
specific operation and ensure that sufficient, but not excessive documentation is 
provided to clearly demonstrate your district’s bes t practices. SNA recognizes that 
different districts have different methods of recording and tracking the various items requested 
below. Please include sufficient documentation to demonstrate that the district does meet the 
indicators listed for each item. Please include documentation from the school nutrition 
department, rather than the school district unless specifically noted in the clarifying information 
for each documentation item. 
 
All documentation items must be submitted to be considered for the District of Excellence 
designation. Items will be assessed to determine that the specif ic item does meet the 
criteria outlined in each set of indicators. Please  be certain that your application clearly 
demonstrates that the indicators are met.  
 
When asked to briefly describe five examples to demonstrate a best practice, include a separate 
document with a brief description of each example. Do not provide more than the five examples 
requested. Additional examples will not be reviewed. 
 
Please do not submit more documentation than is requested. Applications containing large 
volumes of information beyond the documentation specifically identified may not be considered.  
 
Definitions of Terms Contained in the Application:  
Key Area: The Key Areas correspond to the same Key Areas in each section of the Keys to 
Excellence best practice standards and indicators. 
 
Documentation Item: Each documentation item is a required piece of information intended to 
demonstrate successful accomplishment of the best practices in each Key Area. Specific items 
that have been selected are objective, measurable, and feasible for districts of a variety of sizes 
and geographic locations. The documentation item may be in a different, format as long as 
indicators are clearly met.  
 
Indicator: An indicator identifies or defines characteristics that demonstrate excellence in the 
Key Area. It specifically identifies evidence that demonstrates accomplishment or program 
proficiency in meeting the Keys standards of excellence for school meal programs. 
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SECTION A: ADMINISTRATION 
 

Key Area: School Food and Nutrition Program Organiz ation 
  
Documentation Item 1 – Submit a copy of school nutrition program departmental goals for the 
next year that meet the indicators below. 
 
Indicators:   

• Addresses both upcoming/current school year and the next 2-3 years. 
• Includes a schedule/timeline for accomplishing the goals. 
• Demonstrates planning and projecting for the future.  
• Identifies specific objectives and action items. 
• Identifies person(s) responsible. 

 
Documentation Item 2 – Submit a copy of the table of contents or index/indices from food and 
nutrition policy and procedures manual(s) that address the identified topics below.  

Note: it may be necessary to attach some excerpt(s) from an overall school district 
policies and procedures materials or excerpts from more than one manual/handbook. 

 
Indicators: 

Written policies exist at a minimum for the following areas: 
  Personnel – Human Relations 
  Professional Growth and Development 
  Procurement 
  Nutrition Services for Students with Special Needs 

Nutrition Education  
  Financial Management 
  Food Safety/ Security/ Sanitation 
  Receiving/ Storage 
  Meal Planning 
  Production and Service 
 
Key Area: Financial Management 
 
Documentation Item 3 – Submit end-of-year profit and loss (P/L) statement (or statement of 
revenues and expenses) from the most recent complete school year.  Submit total 
departmental data only, not individual school data. 
 
Indicators:  

• Must include list of revenues and expenses. 
• Shows a positive balance.  
• If a negative balance, a paragraph describes extenuating circumstances and indicates a 

reason that demonstrates a sound business purpose as well as a defined plan for getting 
P/L back to a positive balance. 
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Key Area: Human Resources 
 
Documentation Item 4 – Provide a concise, written summary of staff training and professional 
development opportunities given throughout the year to address the indicators below. Please 
group summary according to training provided for the following staff: 

• Supervisors/specialists 
• Other central office staff 
• Managers  
• Employees 

 
Please summarize/list how your employees have opportunities to be trained in the following 
areas with funds that are part of the district school nutrition program budget. All training may not 
be available at the district level, but should be included in the summary. Please list in 
chronological order through the course of the school year. 
  
Indicators: 

• Training is available to staff at all levels of the school nutrition operation. 
• A variety of trainers, both internal and external, deliver professional development.  
• Training is offered using a variety of delivery methods. 
• Training classes cover at a minimum these areas: 

� Sanitation and Food Safety 
� Nutrition 
� Production and Meal Service 
� Customer Service and Merchandising 
� New Employee Orientation 
� Manager Training 

• Funding is budgeted for sending employees to state and national conferences, for salary 
increases for certification and class completions as allowable by law and /or district 
policy. 

 
Attach agendas or training summaries from in-service training, manager trainings, or other 
training programs if applicable.  
 
Key Area: District Organization 
 
Documentation Item 5 – Submit both cover letter from the state agency and findings from most 
recent CRE and SMI.  Do not submit entire CRE or SMI. The documents should be on 
letterhead with appropriate signatures. The documents submitted must clearly indicate that both 
the CRE and SMI have been conducted and successfully concluded.  
 
Indicators: 

• No corrective action was noted. 
• If corrective action was noted, attach both the corrective action plan and written closure 

letter documenting that corrective action was achieved. 
 

 



 
APPLICANT NAME:_________________________     2009-2010  
 
SCHOOL DISTRICT:                 13  
 

SECTION B: COMMUNICATIONS AND MARKETING 
 

Key Area: Marketing 
Key Area: Communications 
  
Documentation Item 1 – Briefly describe 5 specific, but different types of activities that have 
been completed or done in the area of marketing and communication in the district. The expert 
peer review panel will specifically be evaluating the submitted activities for the indicators listed 
below. Please submit samples or examples if applicable.  
 
Indicators: 

• Marketing techniques show evidence of promoting the school nutrition program to 
students in at least two different methods. 

• School food and nutrition staff works with at least one allied organization (PTA, 
Cancer Society, Heart Association, etc.) to promote good nutrition. 

• Examples are given of how school nutrition staff communicates with various groups: 
students, parents, administration, industry, legislators, media. 

• The school nutrition program has a marketing plan with goals and activities to 
accomplish its mission.  

• The school nutrition program conducts training of its staff in the area of marketing 
and communications (for example, customer service, marketing techniques at point-
of-sale, etc.).   
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SECTION C: NUTRITION AND NUTRITION EDUCATION 
 

Key Area: Nutrition  
 
Documentation Item 1 – Copy of menus and production records for all menus served (for all age 
groups) for a one-week period. There is no requirement for a specific one week period. 
Applicant determines the one week period.  
 
For example, a school district that serves breakfast and lunch at elementary, middle, and high 
schools would need to submit separate breakfast menus for elementary, middle, and high 
school levels and separate lunch menus for elementary, middle, and high school levels. Menus 
do not need to be submitted for every school building, just for every grade level. 
 
Please provide additional information as necessary to demonstrate to the expert peer review 
panel that fresh fruits and vegetables and whole grains are offered according to the indicators 
below. Please provide a list of milk fat varieties and flavors that are offered to demonstrate 
choices of low-fat and flavored milk. 
 
Indicators: 

• Menu meets component requirements. 
 
Lunch-specific indicators: 

• A choice of fresh fruit and fresh vegetable is offered daily 
• A variety of fresh fruit and fresh vegetables are offered weekly 
• A choice of low-fat and flavored milk is offered daily 
• Whole grain items are offered daily 
• Portion sizes are appropriate based on menu-planning method 
• A choice of at least two lunch entrees is offered daily 

 
Breakfast-specific indicators: 

• A choice of low-fat flavored milk is offered daily 
• A choice of fresh fruit is offered daily 
• Whole grain items are offered daily 

 
Documentation Item 2 – Nutrient analysis for 1 week for menus/production records submitted 
above. 
 
Please note that regular nutrient analysis is considered to be a best practice standard 
regardless of whether districts use nutrient standard of food based menu planning system. 
Exemptions or exceptions will not be made for applicants who need to conduct nutrient analysis 
for the application. 
 
Indicators: 

• Menu meets nutrition standard requirements.  
  
Documentation Item 3 – A copy of the school district wellness policy with the date of school 
board approval identified. In addition, please attach a brief explanation of no more than 2 
paragraphs of your district’s plan for measuring and evaluating the wellness policy. 
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Indicators:   

• Goals for nutrition education, physical activity and other school-based activities that 
promote student wellness are stated specifically in the policy. 

• Nutrition guidelines that promote student health and reduce childhood obesity for all 
foods available on each school campus are addressed in the policy. 

• Meals served through the school meals program(s) are required to meet the 
NSLP/SBP nutritional standards for reimbursement. 

• A plan for implementation is outlined in the policy. 
• Measurement and evaluation has been addressed.  

 
Documentation Item 4 – A copy of the school district nutritional standards for a la carte and 
vended (if applicable) food items for any vending under the responsibility of the school food and 
nutrition program. 
 
Indicators:   

• Standards for a la carte and vended items have been addressed. 
• The standards reflect the Dietary Guidelines for Americans. 

 
Key Area: Nutrition Education: 
 
Documentation Item 5 – Briefly describe 5 different, specific ways food and nutrition personnel 
are actively involved in nutrition education at the school level. Nutrition education involvement 
must reflect the following indicators. Responses may address nutrition education conducted by 
staff outside of the school nutrition department. 
 
The peer review panel will specifically be evaluating the submitted activities for the indicators 
listed below. Please submit samples or examples if applicable. 
 
Indicators:   

• Educational efforts promote school meals as a healthy choice for students. 
• Educational efforts utilize appropriate resources in development of nutrition education 

messages (e.g. the MyPyramid, USDA Team Nutrition resources, School Nutrition 
Association (SNA) resources such as Bridges to Wellness, NFSMI resources, and/or 
other nutrition education materials). 

• Nutrition education activities reflect coordination with classroom teachers/school 
instructional staff. 

• Nutrition education efforts are appropriate for the targeted student age group. 
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SECTION D: OPERATIONS 
 

Key Area: Menu Planning  
 
Documentation Item 1 – Submit 6 standardized quantity recipes for a variety of menu items that 
coordinate with the menu submitted for Documentation Item 1 in Section C: Nutrition and 
Nutrition Education.  

 
Indicators: 

• Recipes include clear step-by-step directions for combining ingredients and cooking. 
• Critical limits (i.e. time and temperature) are included in recipe instruction. 
• Ingredients are listed as either a weight or a measure (or both) and in the order they are 

used in the recipe. 
• Times and temperatures for cooking and holding, and portion size and other yield 

information are included. 
• Nutritional information (for the same nutrients being required in the nutrition analysis of 

the menus) and food-based menu contributions are included, if applicable. 
 
Documentation Item 2 – Provide 4 examples of how you consider student preferences when 
planning menus. Describe and include sample documents and materials if appropriate that 
demonstrate the following indicators. 
 
Please submit samples or examples of survey tools and/or other student input forms or 
documents if applicable. 
 
Indicators: 

• Offer vs. serve option is available for students at all grade levels. 
• Age appropriate survey tools are used to collect student feedback. 
• Surveys are conducted by appropriate food and nutrition personnel with all students who 

choose a “test” item, not by sales representatives of the brand(s) tested. 
• Students are included in panels and/or committees used to select products and/or plan 

menus. 
 
Key Area: Procurement 
 
Documentation Item 3 – A copy of a page taken from a bid package that shows specifications 
for food and a copy of a page that shows large equipment specifications.  In addition, submit the 
general bid terms and conditions.  
Note: Districts participating in cooperative purchasing or state-wide bids must still provide the 
relevant information. It standard bid terms and conditions are used by the entire school district, 
please submit the district-wide information.  
 
Indicators: 

• Food specifications include: name of product, quality or official grade, size information 
for container and product; unit on which price will be based, quality indicators (e.g. type, 
style, pack, syrup, fat content or other specific nutrient composition, geographical origin, 
temperature during delivery and upon receipt, etc.), packaging procedures and type of 
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package, test or inspection procedures, and estimated quantity that will be purchased for 
the specified bid period. 

• Large equipment specifications in addition to generally identifying the equipment that will 
be purchased should include special features that are not standard for a particular piece 
of equipment.  The specifications should include whether the equipment is to be installed 
by the company, method of delivery, the type of warranty or guarantee expected, and 
when delivery is expected or required.   

• Approved brands or models should be specified for food and equipment.   
 

Key Area: Receiving and Storage 
  
Documentation Item 4 – Submit copy of both receiving and storage Standard Operating 
Procedures (SOPs).  
 
Please note that the expert peer review panel will be reviewing the SOPs. Submission of 
documentation forms is not considered sufficient to meet the evaluation criteria.  
 
Indicators: 

• The SOPs include purpose, scope, detailed instructions for carrying out the procedure, 
corrective actions, monitoring procedures, and verification and recordkeeping 
procedures. 

• SOPs should be specifically tailored for the district operation. 
• The date implemented and the person who implemented the procedure is included.   
• Review and revised dates are also included if applicable.   
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Keys to Excellence 
District of Excellence Application 
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2009-2010 
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references for each of the four sections of Keys to Excellence. 
 
For resources to help implement best practices as identified through the Keys Express self-
assessment tool, please refer to the interactive resource section on the Keys to Excellence 
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