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Field trip notification and bag lunch requests must be made 10 working days in advance.

This form is available on the Lakeview Public Schools Website under staff resources.

Regardless if bag lunches are needed, schools must notify student Nutrition Services when students go on a field trip. This is to ensure the cafeteria is aware of fewer students in the building, and to decrease the number of meals produced.

HOW:

1. First a teacher or administrator must fill out the Notification of Field Trip & Request for Bag Lunch Services Form.
2. Hand in form to your school Kitchen Manager at least 10 business days prior to your event.
3. The kitchen manager will then adjust their meal count for that day by the number of bag lunches ordered.
4. STUDENTS WITH A FOOD ALLERGY MUST BE NOTED ON THE REQUEST IN ADVANCE. The food service department does not always have records indicating specific student needs and allergies.




SERVING/DISTRIBUTION OF BAG LUNCHES TO STUDENTS:


5. Federal Regulations require the district to confirm students were served a complete meal (example: sandwich, fresh fruit, baby carrots and milk).


6. Further, Federal regulations require us to record all students that receive a bag lunch on the day of distribution.  A point of sale form will be sent with the field trip supervisor and must be returned to the Kitchen Manager. 
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*Request must be submitted 10 working days in advance.

Name of person making request:  __________________________________

Date of Field Trip: _______________________________________________

Grade(s): ____________ Teacher(s): ___________________________________

Time of day sack lunches need to be available: ________________________

Number of students in your class/classes that will be gone during lunch: _______





Please submit the following to the Kitchen Manager 
four days prior to the field trip:

· A list of student names and their lunch numbers for those that are requesting a sack lunch.

· A list of adult names and their lunch number (or their child’s lunch number) that are requesting a sack lunch.  If an adult would like to pay cash for their meal, this needs to be received prior to the field trip. 

You may create your own list, or use the form attached for sending in name and lunch numbers.


	Student or Adult  Name
	Lunch #
	Milk choice if available
W or C
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Request for sack lunches must be made 10 working days prior to field trip.  Student name and numbers must be submitted two days prior to field trip.
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