
FORM 1

UNIT CATERING MANAGER Briefing Notes – April 2019 Menu 
 
Is this the same Menu Pack that I received for my October 2018 Menu
NO! – We have made a number of ‘Summer’ changes to the overall feel of the menu, which is still in keeping with the current ‘home cooked’ menu that has been extremely popular and is still compliant to ‘The Statutory Food Based Standards’ and the Soil Association’s Food for Life Bronze Catering Mark Standard.

The British ‘Red Tractor’ Roasting Joints have proved very popular, but in light of this being a summer menu we are offering a Yorkshire Pudding Wrap with the roast meats as a filling. We have also introduced a number of new Pasta dishes that will be served in new ‘Pasta Pots’ as well as a couple of new Homemade Soups to add to the current list.
Finally, we have also looked to reduce the hot dessert option down to 3 days per week and have introduced 4 new cold desserts, in line with supporting the initiative to reduce sugary desserts. NB: Your school could still opt for hot desserts everyday should that be requested by your school.
Two menu packs have been created. One of them has been sent to all Unit Catering Managers, and a second, slightly different version will be sent directly to your Head Teacher via Bradford Schools Online next week. This menu pack does contain a one pager for your head teacher that you must give to them so they are aware the process is starting. This means your Head Teacher will NOT receive a full paper copy of their Menu Pack, just a one page paper copy of the briefing note, in this pack.
It is essential that you read ALL of this document thoroughly before doing anything else!
The purpose of these packs is to help both you and your head teacher create a fully compliant menu that meets the needs of the whole school. This UCM pack contains the following:

· Form 1 – ‘Unit Catering Manager Briefing Notes’ (this is what you are reading now!),

· Form 2 –  ‘Compliant April 2019 Menu Template’ 

· Form 3 – ‘Alternative Dishes’ (showing the options if the school want to make a change!) 

· Form 4 - ‘Menu Amends Form’ 
· Form 5 – Menu Planning Timeline (so you know why it’s so important to get things done on time)
1. What’s on the Compliant Menu Template? (Form 2)
 
In line with the statutory Food Based Standards and the Food For Life Bronze Cater Mark Standards, we have created a FULLY COMPLIANT 3 week menu cycle that adheres to both sets of standards. The compliant menu cycle is to be used as a template to create the perfect menu for your school. The requirement from the Soil Association to achieve the Bronze Catering Mark Standard is that 75% of your menu is deemed to be freshly prepared. This current template menu is deemed to be 96% freshly prepared!
The template menu offers a split of 4 main courses & two desserts each day. This is split as follows:
 

· Traditional Main Meal

· Halal Main Meal

· Vegetarian Main Meal

· Other Main meal (to include, Assorted Panini, Assorted Jacket Potatoes (New Stuffed Jacket Option), Wraps & Sandwiches & the recently introduced ‘Soup & Sandwich’ option)

· Hot Dessert & Cold Desserts (NB: in addition Fresh Fruit & Yoghurt are available every day!)
2. Are there any new dishes on the menu?

Yes - There are 16 brand new recipes on this menu cycle that will either be cooked onsite or prepared in the CPU.
3. Why has the ‘Compliant Menu Template’ got different coloured blocks on it?
There are certain criteria that must be met to make sure your menu is compliant to the food based standards. To make sure that we don’t miss anything, we have used coloured blocks that you can check against at the end of this menu planning process, to make sure your menu is compliant to the standards. The ‘Compliant Menu Template’ (Form 2) is fully compliant to the standards already.
4. Can I change any of the dishes on the ‘Compliant Menu Template’?
Yes you can. You will be able to make changes for each of the products on your menu by using the ‘Alternative Dishes Form’ (Form 3). There is a list of dishes for you to choose from; one list for each day of the week from Monday - Friday.

Each day of the ‘Alternative Dishes Form’ will have a really simple coloured key at the bottom of the page to guide you. Any product in a coloured block can only be replaced by another product in that same coloured block. e.g. If you want to change a dish that is in a blue block, you can replace it with any other dish in the blue block for that day.
5. There are some new recipes on this menu & I don’t know if my children will like them?

It is really important to make sure that the pupils like their menu, so on your tablet under the ‘Documents’ section, copies of the new recipes will be available in the ‘New Recipes’ folder for you to cook and trial with your pupils to make sure you / the school are making the right choices!! 
Be mindful though, we need the agreed signed off recipe completing by Friday 1st  February 2019 so you may want to get straight on with your new recipe testing!
CPU will also have some samples available for product sampling, so call them if you want to discuss samples.
6. Why do I have to choose a dish from the same coloured block on the alternative dishes checklist as is on my menu?
To make sure that your menu is compliant to the food based standards, we have grouped the compliant dishes together. So for example, as long as you replace a dish in the blue block on your menu for an alternative dish in the blue block on your ‘Alternative Dishes’ form, your menu will remain compliant to the food based standards.
7. The dishes in the Green Blocks are not very popular with my pupils. Do I have to put them on my menu?

Yes you do!! For a menu to be compliant to the food based standards we need to offer a ‘Non Dairy Vegetarian Protein Dish’ 3 times per week (which is everything in the green blocks).
If these dishes are not overly popular, then we recommend that you advise your school to opt for a Quorn product, rather than a CPU foil/crumble/casserole/stew type dish. 

This will allow you to produce a minimal amount straight from the freezer, i.e. 3 portions of the food, rather than 12 portions or more, which may end up being thrown away!
This will make sure that your menu is compliant to the standards, but also allows you to prepare more portions of the popular dishes selected for that day. 
NB: if you do only prepare a small amount of these dishes, make sure you have ample vegetarian alternatives i.e. Jacket Potatoes, Panini or homemade Soup & Sandwich offer  that will be suitable for vegetarians.
8. What if my school want to change the days around on the menu, i.e. have the meals from Wednesday on a Friday. Can they do that?

Absolutely! The important thing for remaining compliant is having the correct type of dishes available across the menu cycle. It doesn’t matter what day they are on. Again, this is the reason for using the coloured block system.
9. Do my school have to have a compliant menu?
As of September 2015, School Meals are a recognised part of the OFSTED inspection. Furthermore, the Bronze Catering Mark Award will not be awarded to a school by the Soil Association if the menu is not compliant to the Food Based Standards.
We would strongly recommend that all schools are compliant to the Food Based Standards, but if the school are insistent that they want certain dishes on their menus, which will make them non compliant, we will allow it, but will require a school representative signature authorising it.

10. Can I make amends to the menu without discussing it with my school?

No, absolutely NOT!
It is essential that we are meeting the needs of the pupils and the wider school, and as such we need their input to make sure the menu is appropriate to meet their needs. The school will need to sign off the agreed menu before it can be finalised.
11. Who do I need to speak to in school?
We will be putting a Head Teachers menu pack on BSOL as mentioned earlier in this pack. We will ask the head teacher to pick a school representative (which may well be themselves) who will be responsible for agreeing the menu & signing it off. Remember: There is a one page Briefing Note within this pack for you to give to your Head Teacher in advance called ‘Form 1 Head teachers Briefing Notes – April 2019 Menu’
Therefore, you will initially need to speak to the head teacher to find out who you will be dealing with, which is covered in the section below ‘NEXT STEPS FOR UNIT MANAGERS’.
12. Is it just the school’s decision on what goes on to the menu?

It is essential that the school are happy with the menu, but as you are responsible for the food onsite, it is extremely important that you feed into the menu planning process. You will need to meet with the school rep to discuss the menu and ideally agree the menu between yourself & the school.
If your school want to achieve the Bronze Catering Mark then their menu MUST be compliant.
13. When does the menu need to be agreed & what happens when the menu has been agreed?
The menu needs to be agreed by 1st of February 2019 & the key dates and timelines can be found at the bottom of this document. Once the menu has been agreed with the school representative the form called ‘Menu Amends Form’ (Form 4) is to be completed. Details of this are covered later in this document.
You will see that this form has been updated to allow you to record your new main course item and also to list which vegetables or salad will be accompanying the new selected main course, and which carbohydrate has been selected. This will allow your Service Development Manager (SDM)  to check that the accompaniments complement the new dish that has been chosen.
REMEMBER you must add the product code as well as the product name to the menu amends form to ensure the product isn’t rejected.
NEXT STEPS FOR UNIT MANAGER
1) You will have already made an appointment with your head teacher/business manager and given them their one page ‘Head Teacher’s Briefing Note’. The FULL Head Teachers Briefing Pack will be on  BSOL (Bradford School Online) from next week.
2) It is essential that you fully review the menu & alternative dishes (before you meet with the school rep) and make notes of your thoughts, ideas, which new recipes you want to trial and any suggestions that you feel the school might want to consider when deciding upon the menu (incl. sampling some of the new recipes).
3) You must ask your head teacher who is going to be the school point of contact regarding the menu & the menu sign off, so you have a confirmed point of contact to run through the timeline of what needs doing and by when. (Timeline is detailed below)
4) You will receive a paper copy on site of these documents w/c 7th January 2019  (although an electronic version will be available on your tablet to review before you receive your paper copy). Please use the paper documentation when meeting with your school representative.

5) You must arrange to have a brief 5 minute meeting with the appointed school representative. Explain to them that the school will have until Friday 1st February (at the latest) to liaise with the school council/pupils & for them to decide upon and finalise their menu
IMPORTANT: Discuss with your school rep about getting actively involved with the school council discussions/meetings to help the pupils with deciding the menu. If you need additional support with achieving this, see your SDM.
6) You must agree with the school representative a review date, ideally before 1st February to allow you and the school rep to complete the ‘Menu Amends Form’. (Details of how to complete the form are in the section below).
7) Once this meeting has taken place and the school rep has signed off the menu, they will have finished their role within the menu planning process.
8) You will then need to complete the ‘online menu selection form’ – which is located on your tablet under the Web Section. Simply follow the on screen instructions.
Completing the ‘Menu Amends Form’ (Form 4) 
· Make sure all writing is in CAPITALS and is clear

· Make sure the date (top right of page) is completed

· Make sure that a cross is place through the dish you want to change
· Make sure the ‘Code’ field on the ‘Alternative Product List’ (next to the product name) is added. NB: If the product is not on the list, and there is no code for it, it will be rejected. 
· To gain a code, arrange for your SDM to contact the Development Chef to discuss what dish you want adding. If agreed, the Development Chef will allocate a code to enter in this box.

· Make sure that a main course and the Veg/Salad & Carbs are completed for the new dish selected. NB: Write in the Salad/Veg & Carbs even if it is the same as from the dish that is being replaced

· In the section marked other (for Panini / Jackets / Assorted Sandwiches / Soup & Sandwich etc) delete any of the products that are not required
· Once all of the amends are made for week 1 ask the school rep to write down their position within the school & sign the form in the field provided

· Unit Manager is to sign in the field provided

· Repeat this step for weeks 2 & 3

· Take photos of the signed forms on the tablet (instructions below) and ask the School Rep to sign off the menus on the tablet

· Thank the School Rep for their help with the menu planning process.
Instructions for taking Photos of the Menu on the Tablet 
· Go into - FORMS  and click on the ‘UNIT MANAGER’ Folder 

· Click on the file called SCHOOL MENU SIGN OFF

· Create a New Form (which is a button at the bottom of the screen)

· You will see there are 4 fields. The first is called SCHOOL REPRESENTATIVE NAME, followed by 3 folders called WEEK 1 PHOTO, WEEK 2 PHOTO, WEEK 3 PHOTO

· In the SCHOOL REP NAME field put the name of the contact you are dealing with (either head or business manager) and click OK

· Click on WEEK 1 PHOTO field. The camera will then appear on the screen. Turn the tablet long ways across (to fit the whole page in) and press the camera button to take the photo of the menu template page with the amends & both signatures

· Is the photo clear? Does it show the full page including both signatures? If so click on the SAVE button.

· If the photo is not clear or needs re-taking click on the DISCARD button, which will allow you to take the photo again

· Repeat this process until all 3 weeks photos have been completed

· Once completed go to bottom of tablet & press - SIGN OFF – (as you usually would)

· IMPORTANT – Both School Rep & Unit Manger to sign off the tablet on this page.

· Press sign off button to complete this action
Key Mile Stones / Timeline:
w/c 7th January 2019 – 1st  February 2019
· Menu Packs received by Unit Manager & Head Teachers. During this week the UM is to establish & hold first meeting with the school representative as confirmed at stage 4 of the ‘NEXT STEPS FOR UNIT MANAGERS’ section above.
· School Rep to consult with school body to decide upon their menu
· New Recipes to be trialled in school if required
· UM to meet with School Rep to agree the menu and complete the ‘Menu Amends Form’
· UM & School Rep to sign off the agreed menu on the tablet
· UM to take photos of the agreed menu & send to Hub Managers
· SDM’s to be reviewing & approving the menus & signing them off on the tablet
w/c 7th January 2019 – 1st  February 2019
· UM to submit approved menu via the online survey on the tablet
Completing the Online Menu Selection Form on Tablet
Under the web section on your tablet, complete the ‘Menu Selection Form – April 2019’. Follow the on screen step by step instructions
Menu Planning Process Timeline (Form 5)
A detailed copy of the menu planning process timeline has been added to the pack for you to review. It is essential that you understand that if the menu planning process is late then it has a direct impact on the marketing materials being delivered to school on time.
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