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USDA NONDISCRIMINATION STATEMENT

Nondiscrimination Statement for Arkansas Child Nutrition Programs:

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights

regulations and policies, the USDA, its agencies, offices, and employees, and institutions participating in

or administering USDA programs are prohibited from discriminating based on race, color, national origin,

sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity

conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g.

Braille, large print, audiotape, American Sign Language, etc.), should contact the agency (state or local)

where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities

may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program

information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint

Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any

USDA office, or write a letter addressed to USDA and provide in the letter all of the information

requested in the form. To request a copy of the complaint form, call (866) 632-9992.

 Submit your completed form or letter to USDA by:

1. mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400

Independence Avenue, SW, Washington, D.C. 20250-9410;

2. fax: (202) 690-7442; or

3. email: program.intake@usda.gov

This institution is an equal opportunity provider.
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 This workbook is intended to be a

guide for wellness committees and

others as they partner to implement

the Federal and State regulations

regarding wellness in Arkansas

schools and districts. This workbook

is not all inclusive, and individual

schools may have circumstances that

are addressed on a case-by-case

basis. This workbook should be used

in combination with Arkansas

Department of Education (ADE),

Division of Elementary and Secondary

Education (DESE) Commissioner’s

Memos; United States Department of

Agriculture (USDA) Food and Nutrition

Services (FNS) Memos; the Arkansas

Rules Governing Nutrition, Physical

Activity, and BMI; State and Federal

Regulations; the ADE, DESE Child

Nutrition Unit (CNU) and School

Health Services (SHS) Unit Webpages;

and guidance from Arkansas Health

department Community Health Nurse

Specialists and Community Health

Promotion Specialists.
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The majority of a wellness committee’s work is completed during regularly scheduled meetings. Therefore, it is

essential that meetings are effective. To ensure that meetings are well organized and goal-oriented, the following

factors should be given consideration:

Regular Meeting Schedule – Meetings should be planned and conducted at least quarterly. Establishing an annual

calendar of dates, times, and locations for regular meetings can be very helpful for members. Some school wellness

committees meet in the schools to help members become more familiar with the school environment. At least 2/3 of

the wellness committee must be present to conduct business. Holding monthly meetings and limiting meetings to no

more than 2 hours is suggested to optimize productivity.

Agenda – Members should receive a tentative agenda with a request for suggested agenda topics approximately

one to two weeks before a meeting. Suggestions for additional agenda items should be submitted one week in

advance of the meeting to be incorporated into the agenda. Members should easily understand the agenda, and

action items should be designated separately from information items and discussion only items. Minutes of the

previous meeting should accompany the draft agenda. Meeting agendas should allow time for new items to be

introduced.

Minutes – Minutes should be kept by an assigned committee member and provided to members within three weeks.

Note: someone other then the committee chair person should be responsible for documenting the meeting minutes. 

Communication – In order to effectively communicate activities and for notification of meeting opportunities or

changes, information could be placed on the district’s web page as required by Healthy Hunger-Free Kids Act of 2010.

A wellness committee could also establish a phone tree or email distribution list for information sharing with members.

Punctuality – Meetings should start and end on time, when possible. 

Voting - When trying to implement a new wellness activity or policy or procedure, keep in mind that every motion has 

6 steps: 

1. Motion: A member rises or raises a hand to signal the chairperson.

2. Second: Another member seconds the motion.

3. Restate motion: The chairperson restates the motion.

4. Debate: The members debate the motion.

5. Vote: The chairperson restates the motion, and then first asks for affirmative votes, and then negative votes.

6. Announce the vote: The chairperson announces the result of the vote and any instructions. 

 

*It may be helpful to refer to Robert's Rules of Order to learn more about conducting an official meeting.

 
“Being a part of changing the culture for kids to understand wellness
and take ownership in their health and well being is truly my mission

field. Be a Champion and make a difference.”
- Debbie McAdams, MSM, MT(ASCP)

El Dorado School-based Health Center Coordinator

Regular Meetings 1.
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Environment and Atmosphere – Meetings should be held in a physically comfortable room with seating that allows members to easily

see and hear each other. U-shaped or semi-circular seating arrangements work well. All members should be involved in discussion and

positively acknowledged for their contributions. Periodically, discussion should be summarized for the group. The member designated

to take minutes should keep a written record of discussion topics, major ideas, and decisions. As a best practice, wellness committees

should follow basic Parliamentary Procedures in handling committee business. Robert’s Rules of Order may be used to govern the

conduct of meetings. More information can be found at: http://www.robertsrules.org

Follow-up – Members must have clearly defined roles and responsibilities. All tasks requiring follow-up or completion should be

assigned to a committee member before moving on to a new topic. Time should be allocated at the end of the meeting to determine

the tentative agenda for the next meeting.

Documentation – Wellness committee meetings must be documented with sign-in sheets, agendas, and minutes of each meeting.

Wellness committees should review menus for the National School Lunch Program and other food sold in the school cafeteria on a

quarterly basis. The Wellness Committee will provide written recommendations to the Child Nutrition Director concerning the menus

and other foods sold in the school cafeteria.

Online Meetings - Teleconference and virtual platforms allow members an additional format of meetings for meetings that do not

require members to meet face to face. Tips for success when conducting a virtual meeting include: insuring that all members have

access to the meeting platform that is chosen and properly documenting meeting activities and decisions. Votes may be collected via

email or observation. 

" Monthly Wellness Committee meetings are a must for a Coordinated School Health School with a School-Based Health Center.

We hear from our providers each month on what is going right and what is not, our

outside partners meet with us also to coordinate our monthly prevention lessons for our students, updating

our Local Wellness Policy has been a major accomplishment for our Wellness Committee, and much-needed

changes to our Physical Activity and Nutrition portions of our Wellness Policy have been changed due to the

commitment of our Wellness Committee. We now have P.A. every day for all K-6th-grade students, no longer

use P.A. for punishment, and are working together as a staff to follow the smart snack requirements

throughout our entire School District.“

 

- Donna Robinson, Magazine Wellness Coordinator

Sample Meeting Agenda Task List

 

Meeting Date

Attendees:

Example Item for Follow-up: Complete wellness Fair interest survey 

Regular Meetings and Agenda 

Example: Review the
previous survey 

Revise as needed

Share with wellness
commitee for approval 

Check with principals
about conducting
survey

Steps to Achievement Decisions/Still to Do Who When

Determine best date 

October 1
 

October 10  

Joe 

Sally
 

Sally 

October 10 
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Sample agenda

Review of SY 2020-2021 Nine Special Event Days at each school in the

ABC School District - Chair

Update on the Fresh Fruit and Vegetable Program implementation - Child

Nutrition Director

Review of the Joint Use Agreement with city - Principal 

Review of Child Nutrition Menus - Child Nutrition Director

BMI data report - School Nurses

PE training opportunities for teachers - PE Teacher 

Agenda

 
Wellness Committee Meeting

October 20, 2021

1:00 pm

Principal's Conference Room

ABC High School

ABC School District 

Call to Order 1:00 pm

Old Business

New Business

Discussion

Guest Speaker: Student Council President

 

Adjourn 3:00 pm
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Sample sign in sheet

Wellness Committee Meeting

Date and Time

Location

Name of School

Name of District 

First and Last Name       Group Representing       Email 

7



Wellness Committee Meeting

Date

Location

School Name

District Name

Called to Order at X:XX pm by __________, Chair

Members Present: (list first and last names)

Members Absent: (list first and last names)

A quorum was/was not met. (when a quorum is not met, voting may

not take place)

Old Business: (be sure to document motions made, by whom, seconded

by whom, and if the motion passes or fails)

• Topic 1

• Topic 2

• Topic 3

New Business: (be sure to document motions made, by whom,

seconded by whom, and if the motion passes or fails)

• Topic 1

• Topic 2

Discussion:

• Topic 1

Next meeting is scheduled for:

Meeting adjourned at X:XX

Sample Minutes of the Meeting
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The wellness committee will have representative membership that correlates with the
current grade configuration of the school district and that involves the general public
and the school community.

Wellness Leadership: Districts must designate one or more district and/or school
official(s) who have the authority and responsibility to ensure each school complies
with the wellness policy and wellness committee requirements.

The district will document outreach to stakeholders and partners to make them aware
of their ability to participate on the wellness committee (examples include sending out a
district-wide email or posting flyers in various locations to notify potential stakeholders
about the opportunity).

USDA provides a free Local School Wellness Policy Outreach Toolkit to assist with
efforts to notify others of their ability to participate. The toolkit includes sample letters,
presentations, social media posts, etc. that can be accessed at:
https://www.fns.usda.gov/tn/local-school-wellness-policy-outreach-toolkit

School Board Member

Administrator

Food Service

Teacher Organization

Parents

Students

Professional Groups, i.e. nurses

Community Members

State Required Members

 

School Board Member

Administrator

Food Service

Teachers of Health/Physical Education

Parents

Students

School Health Professionals

Public

Federal Required Members

2. Committee Membership2. Committee Membership2. Committee Membership
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 raise awareness of the importance of food, physical activity, and wellness 

have better grades

remember what is taught in class

behave better in class

miss less school 

Dear (Title, Name): 

Obesity in childhood is one of the most serious health problems facing Arkansans.

The Arkansas Center for Health Improvement found about 4 in 5 Arkansas students

are at an unhealthy weight. An unhealthy weight in childhood can cause many health

problems in children that can continue into adulthood.

Schools are good places to help students learn healthy habits. We have formed a

School Wellness Committee to make our school healthier for students and staff. The

committee’s goal is to help:

1.

   2. create local policies 

   3. schools meet state and federal standards set for food and physical activity

Kids that eat healthier and are active:

As a (recipient’s role or background), your input is important, and we would be

grateful to have you as a School Wellness Committee member. The committee meets

regularly and wants to represent the whole community. Our next meeting date is

(date) at (time). We will be meeting at (meeting location). 

We look forward to working with you on important issues that affect our schools and

students. Together we can make and support a healthier school culture!

Sincerely, 

(Wellness Committee Chairperson, Principal, Superintendent)

Sample Invitation letter
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The United States Department of Agriculture, Food and Nutrition Service develops meal patterns for each

of the school meals programs. The meal patterns are based on the New Dietary Guidelines for Americans

and must be met in order for the school to receive reimbursement for the meals served.

Each Arkansas School District is required to provide to the Wellness Committee information on the

requirements and standards of the National School Lunch Program. Act 2285 of 2005, Section 1 6-20-

709.

The USDA FNS website includes information about each of the federally funded school meals programs

administered through the Arkansas Department of Education: National School Lunch Program, National

School Breakfast Program, Seamless Summer Option, Afterschool Snacks, and Fresh Fruit and Vegetable

Program (FFVP): https://www.fns.usda.gov/school-meals/child-nutrition-programs

Wellness Committees are tasked with reviewing, at least quarterly, the menus for the National School

Lunch Program and other food sold in the school cafeteria. Act 2285 of 2005, Section 1 6-20-709.

Wellness Committees will provide written recommendations to the Child Nutrition Director concerning

menus and other foods sold in the school cafeteria. ADE Rules Governing Nutrition, Physical Activity and

BMI, October 2020

Sample language for written recommendations:

 

• The _____ School District Wellness Committee has reviewed the menus for the following Child Nutrition

Programs (list them here) and recommends the following…

• The _____ School District Wellness Committee has reviewed the menus for the following Child Nutrition

Programs (list them here) and has no recommendations at this time.

• Include the date and signature of the Wellness Committee Chair and the Child Nutrition Director

Q: My Child Nutrition Programs use cycle menus for

each semester of the school year. The cycle menus

rarely change. Does the Wellness Committee still have

to review them quarterly?

A: Yes. While the menus may not change, there may

be state or federal policy changes that affect those

menus. Changes in participation, results of taste tests,

and other topics related to planning menus may need

to be discussed. See the sample discussion topics.

3. Menu Reviews3. Menu Reviews3. Menu Reviews
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