
Version 2018-2019 

 
Program Coordinator Quick Reference 

 

Direct Delivery Programs 
 

Ordering:  
- To place your order, go to: bulk.nutritionforlearning.ca  
- Orders must be placed by 5:00PM on the Thursday prior to the week you want delivery. 

Late orders will be filled when possible based on product availability.   
- Order quantities can change week per week based on the need of your program.  Please 

only order enough product to last until your next order arrives.  
- In the event you run out of food, please contact Lee to arrange for an extra delivery. 
- If you have any concerns or questions about any products, please get in touch with Lee.  
- If you do not want any food delivered for a certain week, please fill out the order form 

and write in zeros for the available fields. This tells us that you haven’t forgotten to 
order.  

- Deliveries will arrive on PD Days.  It is your responsibility to let us know if someone will 
not be at the school to accept the delivery.  If this occurs, please order accordingly the 
week before to make up for the missed delivery.  

- In the event your delivery day falls on a holiday, please order accordingly the week 
before to make up for the missed day.  We cannot accommodate delivering on a 
different day. 

 
Tracking (Please be as accurate as possible): 

- Track the number of meals being served for the program each day.    
- Track the number of volunteers participating daily. Keep a separate count for student 

and adult volunteers.  
- Track the number of hours that volunteers have participated each month. 

 
Reporting: 

- Submit all data to Webtracker (Ministry reporting website) by the 5th of the following 
month.   

- -Access Webtracker by visiting: www.webtracker.ca/snpwaterloo   
- Once information is put into the correct fields in Webtracker, you must hit “save” or the 

data will be lost. 
- Only fill out information for the “Program” tab (food, supply and infrastructure costs). 

Do not fill in the information under the “Financial” tab.   
 
Receipts: 

- Direct Delivery programs should not have to make any purchases outside of what 
Nutrition for Learning provides.  

- Purchases made outside of Direct Delivery will not be refunded.  
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Donations and Fundraising Money: 
- Each school has a Canadahelps.org page set-up.  Donations made through Canadahelps 

will automatically be receipted and the funds will be directed towards your school. 
- Donations and money that is fundraised can either be picked up by Program Support 

and Development staff, or it can be mailed directly to Nutrition for Learning as a 
cheque.  

- If a charitable receipt is required for a donation of $20 or more, please provide full 
name and address with donation. If the donation is by cheque, please have the cheques 
written out to Nutrition for Learning with your school’s name in the memo.   

- Funds will then get processed and transferred into your school’s bulk account at 
Nutrition for Learning. - Do not enter any income into Webtracker.  

• Income will only be entered into Webtracker (by your PSO) once the incoming 
funds have flowed through NFL and returned to your direct delivery account 
(note: this is NOT your school’s WEFI or Catholic School Board account). 

*It is preferred that Direct Delivery programs give funds directly to NFL so that funds are 
available for debiting down your monthly orders* 
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Program Coordinator Quick Reference 

 

Morning Meal, Lunch and Breakfast Programs (Non-Direct Delivery) 
 

Tracking: 
- Ensure that numbers are being gathered each month (attendance, food costs, in-kind 

donations, volunteer hours, etc.) for statistical purposes. 
- Make sure all receipts are accounted for and stored in a safe spot. 

 
* It is essential that you report your tracking numbers to Webtracker each month.  

Failure to do so may result in your funding being withheld. * 
 
Reporting: 

- Submit all data to Webtracker (a Ministry website) by the 5th of the following month.  
- Access Webtracker by visiting: www.webtracker.ca/snpwaterloo  
- Webtracker now works with Google Chrome. 
- Once information is put into the correct fields in Webtracker, you must hit “save” or the 

data will be lost. 
- Only fill out information for the “Program” tab. Do not fill in the information under the 

“Financial” tab.  
- Your Webtracker username: _____________________________________ 
- Your Webtracker password: _____________________________________ 

 
Receipts: 

- All receipts need to be mailed to Nutrition for Learning on a quarterly basis (December, 
March, May, July).  We will accept photocopies of receipts. 

- If submitting receipts through your school administration for reimbursement, you must 
submit the original copy.  

o We suggest that you make a photocopy for your files and/or for sending to 
Nutrition for Learning. 

 
Grocery Cards: 

- Additional grocery cards can be requested from Nutrition for Learning. Fill out the 
“Additional Grocery Card Request Form” and send it your PSO.  

o Nutrition for Learning will process grocery card requests on the 15th and 30th of 
the month. 

- When cards are processed, they will be delivered to your school’s main office. 
- Funds will come out of WEFI (for public schools). Catholic schools will receive an invoice 

to be paid out of the Catholic School Board account. 
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Donations and Fundraising: 
 

1) The preferred method: 
- Donations and funds raised can either be picked up by your PSO, or mailed directly to 

Nutrition for Learning as a cheque. 
• Please indicate on the cheque which school the money is going to and what the 

name of your fundraiser is (if there is one). 
- Funds will be processed by Nutrition for Learning and then transferred into your 

school’s student nutrition account. 
- After funds are transferred to your school’s student nutrition (SNP) account by Nutrition 

for Learning, the funds will be documented into Webtracker by your PSO. 
• Do not enter any income into Webtracker.   

 
2) The other method: 
- Donations and funds raised can be directly deposited into the school’s student nutrition 

account (usually through the school’s main office staff). 
- Once funds are deposited into your student nutrition account, the funds are then 

transferred to Nutrition for Learning. Usually this happens quarterly but not always. 
Nutrition for Learning does not have control of when funds from your SNP account are 
transferred.  

- Once funds arrive at Nutrition for Learning, the funds are processed and transferred 
back into the school’s student nutrition account. 

- Once funds are transferred back to your student nutrition account by Nutrition for 
Learning, the funds will be documented into Webtracker by your PSO. 

• Do not enter any income into Webtracker.   
 


