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1. INTRODUCTION, BACKGROUND AND RATIONAL OF THE SCHOOL MEAL 
PROGRAMME 

 

1.1 Introduction: 

Bangladesh has made tremendous progress toward achieving food security and a reduction in 
malnutrition on its road to becoming a middle-income country. However, it is still struggling with 
inequality and sustained high rates of acute malnutrition, as well as persistent high levels of chronic 
malnutrition and anemia, which affect school children’s health, concentration in school, and future 
productivity as adults.  

Malnutrition has many underlying causes, poverty being only one possible factor. Many other factors play 
into families’ inability to provide their children with the macro and micronutrients they need. Rice is rich 
in carbohydrates but is poor in micronutrients and Bengali diets tend to over rely on this main staple. 
Good nutrition requires a diverse diet rich in micronutrients. Even middle-class families may not have the 
time or expertise to prepare such meals. Micronutrient fortified school meals can support children to 
overcome the dietary challenges their families face. Nutritious food plays an important role for physical 
growth, psychological development and sound health of children. The School Meals Programme can play 
a special role in fulfilling the nutritional requirements of school-going children and establishing children’s 
right to education. 

1.2 Background: 

The World Food Programme (WFP), in partnership with the Government of Bangladesh (GoB), has been 
implementing school feeding since 2001. Under the programme, school children receive micronutrient 
biscuits, fortified with vitamins and minerals in areas with high poverty prevalence and low educational 
outcomes.  Evidence from the school feeding outcome study 2007-2009 has shown a 1.6 percent net 
increase in attendance, a 3.41 percent decline in the net dropout rate and an increase of 10 percent in 
enrolment as compared to non-school feeding programme areas.  The impact evaluation of the school 
feeding programme in Bangladesh 2011 assessed the contribution of biscuits to the household economy. 
The result of the study shows that biscuits reduced the daily food bill by 4.4% and contributed 4 percent 
to the household annual income of the most vulnerable.  

School Feeding is currently transitioning from an external-fund and implemented programme towards full 
Government ownership and implementation. As part of this transition process, the Government of Bangladesh, 
with technical support from WFP, the Center of Excellence in Brazil and the Global Alliance for Improved 
Nutrition (GAIN), prepared the National School Meal Policy which was approved in August of 2019. To 
implement the policy, the Government with the technical support from WFP has been developing 
implementation strategy and to move towards delivering nutritious school meals, in place of the existing 
fortified biscuit modality for school feeding. 

School meals are a high-return investment in human capital and local economies with multiple benefits. 
School meals are not only an incentive for parents to send their children to school, they also have a 
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positive impact on attendance and nutrition. School meals or snacks are often fortified to provide required 
micronutrients to children during learning time at school. 

Under the school meal programme, all students receive a nutritious cooked meal and micronutrient 
fortified biscuit that give them access to the macro and micronutrients they need to lead healthy, 
productive lives and reach their full potential in and out of school. WFP, with its long experience in helping 
countries deliver nutritious school meals, is enthusiastic about making this school meal programme work 
at scale. 

Purpose of the Operational Guidelines for School Meal Initiative: 

The School Meal Operational Guideline has been developed to guide stakeholders at all levels of 
implementation, and particularly to provide overall guidance to the relevant officials including 
Government, NGO and other stakeholders in implementing the programme. It explains the purpose of the 
School Meal Programme in Bangladesh, provides guidance on how to manage the programme and sets 
out the minimum standards and best practices. This School Meal Programme Operational Guidelines 
covers the procurement process from requisition to delivery; local purchase procedures, food quality 
assurance, storage and handling, food preparation and distribution, monitoring and evaluation and roles 
and responsibilities of stakeholders. It is therefore expected that this guideline will enhance efficiency and 
accountability. It is meant to assist with the rollout and continuous improvement of the quality of School 
Meal Programme implementation at all levels.  

As per Government plan, over the period, the Operational Guideline will be reviewed and adjusted based 
on the learning and progress of the school meal programme.  

1.3 Rationale for the school meal: 

School children in poverty prone areas are given priority in the government operated food assistance and 
nutrition programmes. The foundation of Bangladesh’s human resources are its children who are students 
of pre-primary, primary and secondary school. At present, the majority of primary schools are operating 
in two shifts. Moving to single shift school is necessary to increase teacher-student contact time and 
improve student learning outcomes. To this end, a meal programme at school is essential to mitigate the 
hunger of students and keep them at school for a longer time.  

The government has taken various measures to improve learning outcomes, increase enrollment in 
school, reduce all forms of disparity in education, and enhance the effectiveness of primary education. 
The government, development partners and other stakeholders are actively participating together in 
these efforts. Teacher–student ratio, classroom facilities, teaching-learning methods, and public 
involvement in education have improved. 

A universal feeding programme can play a great role in national development by helping to eliminate 
various forms of discrimination, expanding the scope of food security, and improving learning outcomes 
in primary education.  Additionally, Bangladesh has pledged to achieve the UN Sustainable Development 
Goals by 2030. For this reason, as well, it is necessary to give priority to the School Meal Programme.  

Initially poverty prone and/or disadvantaged areas will be prioritized for coverage by the school meal 
programme.  
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2. PROGRAMME DESCRIPTION  

Under the current DPP (2011-2020) all students in 16 upazilas will receive a nutritious meal during the 
school day to fulfill a part of their daily macro and micronutrients needs. A combination of nutrition dense 
cooked meal and micronutrient fortified biscuits will be distributed to the schoolchildren on alternative 
days of a week. The programme will support the children of Government Primary Schools and 
Government recognized Ebtedayee madrasas. The School Meal Programme under the current DPP (2010-
2020) will be implemented in 16 poverty prone upazilas. 

Schoolchildren in WFP assisted school meal programme location/s are receiving cooked meal in five days 
from Saturday to Wednesday and fortified biscuit on Thursday.   

 

 

PROGRAMME GOAL AND OBJECTIVES 

Overall Goal: 

The overall goal of the school meal programme is to contribute to achieving inclusive and equitable quality  

education and improved nutrition for primary school children (SDG 2 and 4) through a nutrition-sensitive  

      school meal programme.  

 

Objectives: 

The objectives of the school meal programme are to: 

a. Increase attendance, retention and the primary school completion rate of children in poverty prone 

areas of Bangladesh; 

b. Improve consumption of nutrient-dense foods among primary school children; 

c. Increase market participation of smallholder farmers with quality and diversified products. 

 

3. TARGETTING- PROGRAMME PARTICIPANTS, LOCATION AND DURATION 

Programme Participants: The programme targets socio-economically disadvantaged and nutritionally 

vulnerable school children in Government Primary Schools and Government recognized Ebtedayee madrasas. 

 

Location: The school meal programme will be implemented in all Government Primary Schools (GPS), 

recognized and approved Satantra Ebtedayee madrasas and Sishu Kallyan Trust school in Bangladesh in 

different phases.  

 

Duration: The school meal programme will be continued through December 2020 under the current approved 

project document and from 2020 to 2024 under new project document.  

 

4. FOOD COMMODITIES, ENTITLEMNET AND MENU 
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Food commodities and children entitlement:  

A freshly-prepared nutritious cooked meal will be served to all children attending school each alternate day 

and a 75gm packet of fortified biscuit on the other alternate day from Saturday to Thursday in week. Each child 

entitlement for cooked meal and biscuit is given below: 

Food commodity Per child/entitlement Remarks 

Fortified Rice 90gm Total 177gm of raw food will be cooked for 

each child in each alternate day which will 

provide 536 Kcal (30% of energy) and 50% of 

daily recommendation of the micronutrient 

requirements. 

Red Lentil 25gm 

Fortified soya bean oil  12gm 

Fresh vegetables 20gm (minimum) 

Leafy vegetables 15gm(minimum) 

Potato 15gm 

Iodized salt 3gm 

Fortified biscuit 75gm Each child will receive one packet of 

micronutrient fortified biscuit in each other 

alternate day which will provide 338 kcal 

and 67% of recommended micronutrient 

intake. 

Egg (boiled) 1pcs Each child will be provided one piece of 

boiled egg once in a week with cooked meal. 

On that day, the cooked meal will be 

prepared by fortified rice, red lentil and 

fortified soya bean oil which will provide 628 

Kcal & 50% of daily recommendation of the 

micronutrient requirements. 

 

Minimum requirement:  

Based on existing information and data and considering global guidelines of school children as reference, 

the technical committee 1  recommended the following minimum requirement for the school meal 

programme: 

• A minimum 30% of daily energy requirement (for the pre-primary and primary schoolchildren, average 
boys and girls aged 3-12 years). 

• A minimum 50% of daily recommendation of the micronutrient requirements should be covered by 
the school meal for half-day school.  

                                                             
1 Based on the recommendation from the inter-ministry and relevant agency consultation workshop, “Addressing 
the Nutritional Needs of School Children”, held 15 November 2018, a technical committee was formed to set the 
minimum nutritional requirement for school meals for pre-primary and primary school children. The Committee 
was chaired by DG BNNC, Director, IPHN, member secretary & members from other agencies (Govt. & 
Development partners).  
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• The protein proportion of energy intake 10-15% and fat proportion of energy intake 15-30% (saturated 
fat less than 10%) as per Bangladesh Desirable Dietary Guidelines. 

 

 Minimum Nutritional Requirement (MNR) for the school meals programme are:  

Half day School Meal for Pre-school and primary School aged children (3-5, 6-9, 10-12 Years) 
(30% energy requirement & 50% micronutrients#) 

Age group Energy 
(Kcal) 

Carbohydrate 
(g) (max) 

Protein 
(g) 

Fat 
(g) 

Iron 
(boys/girls) 

(mg) 

Iodine 
(µg) 

Vit A 
(µg) 

Pre-primary (3-5 
years) 

408 74.59 5.13 9.9 6.13 50 225 

Primary (6-9 years) 499.5 89.05 7.7 12.5 8.9 84 250 

Primary (10-12 
years)  

611.4 112.57 12.15 12.5 14.6/32.75 84 300 

• A minimum of four food groups (where at least one group from animal source) out of ten food groups 
should be ensured for the nutritious school meal programme in Bangladesh as per the Minimum 
Dietary Diversity for women: A Guide for Measurement, by FAO. 

The ten MDD-W food groups are:  

1. Grains, white roots and tubers, and 
plantains  
2. Pulses (beans, peas and lentils)  
3. Nuts and seeds  
4. Dairy  
5. Meat, poultry and fish  

6. Eggs  
7. Dark green leafy vegetables  
8. Other vitamin A-rich fruits and vegetables  
9. Other vegetables  
10. Other fruits 

 

Menu selection: 

A locally acceptable, adaptable and feasible menu will be prepared using the provided food 

commodities. The following principles should be followed for selection of menu: 

• The menu selection should be aligned with the local tastes (mainly children’s preferences); 

• The menu should be selected in consultation with school teachers, SMC members, parents 

and other community people; 

• The selected menus should easily comply with food safety and hygiene standards and be able 

to be prepared in the allotted time period.  

• Menus should be rotated throughout the week so that children have a diversity of tastes and 

nutrients from different ingredients. 

 

However, in consultation with SMC, parents and community people, three types of food menu including 

fortified biscuit are provided to school children in WFP assisted school meal programme locations.  The 

followed menu chart is given below: 
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Recipe Ingredients  Quantity child/day Kcal and 

Micronutrient value  

Menu # 1 

Cooked meal  

Vegetable khichuri  Rice, red lentil, 

potato and 

vegetable curry 

(leafy and non-

leafy)  

90 gm rice, 25gm red 

lentils, 12gm oil,15gm 

potato, 20 gm non-leafy 

veg (min), 15gm leafy veg 

(min), 3gm salt 

536 Kcal and 50% of 

vitamin and minerals. 

Menu # 2 

Cooked meal  

Khichuri and boiled egg  Rice, red lentil, 

egg and potato  

90 gm rice, 25gm red 

lentils, 12gm oil,15gm 

potato, 1 egg 70gm, 3gm 

salt  

628 Kcal and 50% of 

vitamin and minerals. 

Menu # 3 

One Packet 

biscuit 

Micronutrient fortified 

biscuit 

Wheat, sugar, 

skimmed milk and 

micronutrient 

(chemical form) 

75gm biscuit 338 Kcal and 67% of 

vitamin and minarals 

Friday No school  

 

Kilocalorie and micronutrient value: 

Vegetable Khichuri: 

 

RATION CONTENTS 

Daily 
Energy Protein Fat Calcium Copper Iodine Iron Magnesium Selenium 

Ration 

g/person/day kcal g g mg mg µg mg mg µg 

RICE, FORTIFIED [BANGLADESH BSTI] 90 324 5.9 0.5 8 0.1 - 6.1 32 - 

LENTILS 25 86 6.5 0.3 14 0.1 - 1.9 31 2.1 

OIL, VEGETABLE [WFP] 12 106 0 12 0 - - 0 - - 

POTATO, IRISH 15 12 0.3 0 2 0 - 0.1 3 0 

LEAVES, DARK GREEN, e.g. SPINACH 15 3 0.4 0.1 15 0 - 0.4 12 0.2 

Vegetables 20 5 0.124 0.004 5.2           

Total                 177.0           536.0      13.2    12.9        44.2        0.2    
   
8.5  

           78.0              2.3  

Egg Khichuri 

Daily

Ration

g/person/day kcal g g mg mg µg mg mg µg mg

RICE, FORTIFIED [BANGLADESH BSTI] 90 324 5.9 0.5 8 0.1 - 6.1 32 - 4.7

LENTILS 25 86 6.5 0.3 14 0.1 - 1.9 31 2.1 1.2

OIL, VEGETABLE [WFP] 12 106 0 12 0 - - 0 - - -

POTATO, IRISH 15 12 0.3 0 2 0 - 0.1 3 0 0

LEAVES, DARK GREEN, e.g. SPINACH 15 3 0.4 0.1 15 0 - 0.4 12 0.2 0.1

Vegetables 20 5 0.124 0.004 5.2

Total 177 536 13.224 12.904 44.2 0.2 8.5 78 2.3 6

Iodine Iron Magnesium Selenium Zinc
RATION CONTENTS

Energy Protein Fat Calcium Copper
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Fortified Biscuit 

 
 

 To avoid monotony of the meal, the NGO will encourage the cooks and members of the mothers’ group to 

develop diversified menu for the children. The diversified menu must be of a similar nutritional value and 

therefore utilize all of the type and quantity of ingredients in the table above, and any additional items remain 

within the approved programme budget from PD, SFP for Government assisted areas and from WFP for WFP 

assisted area/s.  

5: SUPPLY CHAIN – RICE, RED LENTIL, SOYA BEAN OIL, VEGETABLES, EGGS AND 
OTHER INGRIDIENTS 
MoPME will allocate budget for all food commodities such as rice, red lentil, fortified soya bean oil and fortified 

biscuit & vitamin premix & rice kernel premix in the annual budget. As per the approved project document 

(DPP), WFP will provide technical support to School Feeding team, SFP, DPE to select suppliers/vendors for 

purchasing of rice, red lentils and soya bean oil for the school meal programme. WFP will follow its corporate 

procedures for selection of suppliers/vendors for food procurement and Rice Fortification Blending Service. 

The main objective of WFP’s technical support for the procurement of food is to ensure DPE that appropriate 

food commodities are available to the school meal programme in a timely and cost-effective manner.  

The corporate procedures of WFP to be followed to procure and supply of fortified rice, red lentil and 

vegetable oil/soya bean oil to WFP assisted school meal locations.   

Procurement of rice, red lentil and soya bean oil: Based on the request of DPE, SFP, WFP will provide technical 

assistance in procurement of rice,  initially for six months to meet the requirement for the period from October 

2019 to March 2020, while the technical assistance for procuring of red lentils, soya bean oil and fortified 

biscuit will be continued through December 2020.   

Procurement process: WFP has pre-qualified enlisted suppliers/vendors for purchasing food commodities who 

were selected through WFP’s corporate procedure. Based on the food requirement received from DPE, WFP 

will take necessary actions for procuring the food items.   

 
WFP adheres to the following principles in tendering:  

Daily

Ration

g/person/daykcal g g mg mg µg mg mg µg mg

RICE, FORTIFIED [BANGLADESH BSTI] 90 324 5.9 0.5 8 0.1 - 6.1 32 - 4.7

LENTILS 25 86 6.5 0.3 14 0.1 - 1.9 31 2.1 1.2

OIL, VEGETABLE [WFP] 12 106 0 12 0 - - 0 - - -

POTATO, IRISH 15 12 0.3 0 2 0 - 0.1 3 0 0

LEAVES, DARK GREEN, e.g. SPINACH

Vegetables

EGG, WHOLE, CHICKEN, FRESH 70 100 8.8 6.7 39 0.1 - 1.2 8 21.5 0.9

Total 212 628 21.5 19.5 63 0.3 9.3 74 23.6 6.8

Iodine Iron Magnesium Selenium Zinc
RATION CONTENTS

Energy Protein Fat Calcium Copper

Daily Ration Energy Protein Fat Calcium Copper Iodine Iron Magnesium Selenium Zinc

g/person/day kcal g g mg mg µg mg mg µg mg

HIGH ENERGY BISCUITS [WFP] 75 337.5 9.375 11.25 187.5 - 56.25 8.25 112.5 - -

RATION CONTENTS



 
 

9 
 

• A Request for Quotation (RFQ) will be issued through WFP’s electronic tendering platform with 
detailed information of the specific requirements (quantity, packaging, marling, delivery terms, timing 
and payment), quality specifications, and the general terms and conditions and included in the 
commodity specifications, provided by DPE;  

• To ensure fairness and transparency, a minimum of three pre-qualified vendors from the enlisted food 
commodity rosters are invited to tender; 

• A Waiver of Competition should only be initiated if; e.g., less than three vendors, emergency situations, 
etc. Authorisation from the Procurement Authority (PA) must be obtained prior to issuing the RFQ.  

 

Electronic tendering process: The process of requesting quotations from vendors and receiving their responses 

electronically through an online platform is referred to as electronic tendering. Electronic tendering is the 

principal tool for WFP procurement. The platform is web-based and is accessed through an internet 

connection. It ensures a transparent and secure procedure for the issuance of tenders, and the receipt, 

evaluation and storage of quotations. Tenders can only be opened after the closing date and time. 

Electronic tendering is used in the following phases of procurement: 

• invite vendors to submit quotations and to send their tender documents; 

• send amendments to tenders; 

• correspond with vendors during the tendering stage (for example, to send requests for 

clarification); and 

• send letters of regret to unsuccessful bidders and to communicate tender cancellations. 

 
The Purchase and Contracts Committee (PCC) shall examine all quotations received to ensure that they are in 

conformity with tender specifications, and evaluate the costs as presented in the Food Procurement Decision 

Note and the evaluation spreadsheet. 

 

The best value quotation is almost always the lowest delivered cost to destination, considering all transport 

and associated costs. However, in exceptional circumstances, the PCC may recommend, with full justification, 

other quotations. 

The Procurement Authority reviews the evaluation and recommendations of the PCC and authorises the 

procurement if in agreement provided the amount involved is within the PA delegated authority. 

Awards to the successful vendors/supplier are based on the final authorisation by the Procurement Authority 

(PA), following the recommendation of the PCC. After the authorisation by the PA, procurement advises to 

inform DPE about the successful vendor/s of the award. No vendors are to be notified before the final 

authorisation by the PA. 

Based on notification from WFP, DPE will create a contract with all successful vendors.  The vendors/ suppliers 

will deliver the food commodities to the designated locations2 as per delivery schedule, mentioned in the 

contract. 

 

                                                             
2 Rice will be delivered to Rice Fortification Blending Services and red lentil; soya bean oil and biscuit will be 
delivered to NGO warehouses. 
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Rice Fortification Blending Service: Fortified rice will be used in meal preparation. The fortified rice 
contains six of the most essential vitamins and minerals: Vitamin A, Vitamin B1, Vitamin B12, Folic Acid, 
Iron and Zinc. The nutrients are powdered and mixed with rice flour to form pre-mix kernels; these kernels 
are then mixed with polished rice (white/par boiled) by a special blending equipment.  

Selection of Rice Fortification blending service: WFP will provide technical support to DPE-SFPPA for the 
time being (initially six months) in selection of blending unit for milling service through a competitive 

tendering process. The blending service will be selected based on their blending facilities so that the 
fortified rice is uniformly blended with RPK (1: 100 ratio); competitive transport cost for carrying rice to 
the designated locations (NGO warehouses) including loading and unloading. The cost of blending and re 
packaging in jute bags on per ton basis will also be a part of the evaluation/selection. The selected 
blending units will have an agreement with PD, SFPPA, DPE, mention the following scope of works: 

a. Safe storage of rice with wooden platform; 
b. Fortification of rice with six most essential vitamins and minerals: Vitamin A, Vitamin B1, Vitamin 

B12, Folic Acid, Iron and Zinc;  
c. Re packaging in 30kg jute/plastic bags (supplied from suppliers) with required tensile marking;   
d. Arrange transportation for carrying fortified rice to designated locations (NGOs warehouse);  
e. Maintain delivery schedule as per contract; 
f. Close coordination with DPE- SFPPA, WFP and NGO officials for managing delivery schedule and 

completion delivery as per PD, SFPPA’s advise.                                                  
 

However, Ministry of Food (MoFood) envisions allocating rice for the school meal programme to The Ministry 

of Primary and Mass Education (MoPME) through a formal agreement. The agreement will finalize the 

procurement, fortification and transportation of rice for the long- term sustainability of the school meal 

programme in Bangladesh. WFP will facilitate the process between the two Ministries. Upon agreement of the 

two Ministries the following procedures can be followed for rice procurement, fortification and 

transportation: 

Steps for management of rice allocation and distribution: 
The following steps are to be taken in management of rice allocation and distribution process under the school 
meal programme: 
 
Step 1:  The Secretary of the Ministry of Primary and Mass Education will issue Government Order (GO) in 
favour of the Secretary of the Ministry of Food, copy  to the Directorate General (DG) of the Directorate of 
Food,  mentioning rice quantity, upazila-wise schoolchildren number and fortification, transportation and 
incidental costs .The Ministry of Food will provide the necessary funds to Directorate of Food for fortification 
and transportation and other related costs.  

Step 2: The Secretary of the Ministry of Food will advise to the DG, Directorate of Food for taking necessary 

action for supplying of fortified rice to school meal locations as per GO. The Ministry of Food/ The Directorate 

of Food will ensure good quality of rice for school meal programme; 
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Step 3: The DG of the Directorate of Food send the GO to respective Upazila Food Controller/s (UFCs) of 

concerned upazilas for issuing Delivery Order (DO) in favour of respective/enlisted Rice Fortification Blending 

Services3 monthly basis as per requirement, provided by Upazila Education Officer (UEO).  

Step 4: The UFC will issue DO in favour of the respective Rice Fortification Blending Service to collect rice from   

Local Storage Depot (LSD) of the Upazila.  

Step 5: Authorized person of Rice Fortification Blending Service will receive DO and withdrawn rice from the 

respective LSD, following existing government procedures such as maintain sample of each stack of rice, sign 

the sample jointly (Officer-in-Charge of the LSD and the representative from Rice Fortification Blending Service) 

and keep the samples safely for future reference if needed. If any problem arises in this regard, he/she must 

inform formally (e-mail & letter) to the Upazila/District Food Controller for taking necessary action. 

To reduce the transportation cost, the selective Rice Fortification Blending Service can lift rice from the nearest 

LSD subject to prior approval from the Ministry of Food/Directorate of Food  

Step-6: After lifting rice from LSD, the Rice Fortification Blending Service transport the rice to blending unit 

for fortification; 

 

Step-7: After completion of fortification, the Rice Fortification Blending Service will inform through e-mail 

about its readiness to deliver the fortified rice to designated location; 

 

Step 8: Upon getting information from the Rice Fortification Blending Service, UFC advise to Technical 

Inspector (TI), based in district/upazila to make physical inspection of the fortified rice in blending unit. The 

purpose of the physical inspection is to check the mixing of Rice Premix Kernel (RPK) with normal rice which 

was withdrawn from Government LSD. Concerned UEO also will be the part of the inspection activities. The 

inspection report will be sent to UFC copy to District Controller of Food (DC Food) and concerned UEO 

through e-mail; 

 

Step 9: Upon getting satisfactory inspection report, the Rice Fortification Blending Service will take necessary 

arrangement to deliver the fortified rice to designated location/NGO warehouse; 

 

Step 10: CP NGO will deliver the fortified rice to each school monthly basis as per approved delivery plan. 

   

Rice supply to WFP assisted school meal programme: It is expected that Government will allocate rice to the 
WFP assisted school meal programme and the rice will be collected from the Local Storage Depot (LSD) through 
the Public Food Distribution System (PFDS). The same procedures will be followed for fortification and 
transportation of fortified rice to programme locations. Rice fortification/blending service provider will blend 
the rice and transport the fortified rice to designated locations (CP’s warehouse). 

The rice miller will be selected based on their blending facilities so that the normal rice is uniformly blended 
with Rice Premix Kernel (1: 100 ratio); competitive transport cost for carrying rice from the nearby LSD to the 

                                                             
3 Rice fortification blending services will be selected by DG Food officials through a competitive process. Government will follow their existing 
procedures for selection this service provider which is currently being applied for other programme (Investment Component of Vulnerable 
Group Development, Food Friendly Programme etc.) 
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rice mill and then carrying the fortified rice to the designated delivery locations including loading and 
unloading. The cost of blending and repackaging in jute bags on per ton basis will also be a part of the selection 
criteria.  

The following is the specific scope of work for the rice millers: 

• Sign a Memorandum of Understanding (MOU) with WFP following the award of a competitive bid. 

• Arrange transportation for lifting rice from the LSD for blending with RPK and repacking in 30.3 kg/bag 
in jute bags and carrying bags of fortified rice to different designated location(s).  

• Storage space should be maintained properly with wooden pallets to keep the rice lifted from - the 
LSD and after blending with RPK. 

• Repacking in 30kg jute bags (supplied from LSD) with required tensile marking;       
 
However, until securing the rice from government, WFP will procure rice centrally (atap rice and par boiled 
rice based on choice of local taste) and deliver the rice to milling/blending locations by the rice suppliers or 
contracted transporters.   
 
Vegetables, eggs and other ingredients: Contracted CP NGOs will be responsible to purchase vegetables, eggs 

and other ingredients locally through cook. NGO can give money to cook (weekly basis) for the local purchase.  

Cook will purchase vegetables, eggs, salt and other spices from selected women growers/small holder farmers 

and local market as per requirement.  

Red lentil, soya bean oil and biscuit delivery to school: Upon receiving the food commodities from contracted 

vendors, the respective CP NGOs will deliver the required food commodity to each school on a monthly basis 

as per the delivery plan, approved by Upazila Education Officer.    

6. PHYSICAL FACILITIES: KITCHEN, UTENSIL AND FIREWOOD  

Kitchen setup and cooking utensils 

Decentralized kitchen at school level: The setup of a kitchen with safe food storage and the necessary 

utensils at each school in the target areas will require an investment of approximately BDT 60,000-70,000 

for one kitchen with two burners including the required utensils. DPE will allocate the required fund in 

the NGOs budgets for establishing the kitchen and procuring utensils. The SMC, in consultation with local 

community members (parents, Union representatives, elites), will mobilize funds for safe water facilities 

to be used for meal preparation, cleaning and washing purposes. 

 

The SMC, in consultation with the local community will plan and locate a suitable space for establishing a 

dedicated kitchen at each school to facilitate the preparation of the meals on-site. In the case that the 

schools support less than 100 children, one kitchen with one burner will be established along with the 

provision of safe water for washing utensils, washing commodities and for use in meal preparation. The 

kitchen and storage facilities are to be repaired (if needed) in consultation with the community, 

particularly the members of the mothers’ group, SMCs and the teachers of the schools.  
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6.2 Kitchen Design

 
 KITCHEN IN LAMA 

The recommended kitchen size is 15x8 (sqft). However, the kitchen design is the responsibility of the SMC 

members and local community and may be based on the available space and their capability and affordability. 

The kitchen design should ensure functionality, health and safety. Each kitchen must meet the following 

minimum requirements: 

•  Located at least 10 meters away from latrines, mud, sewage, classrooms and school entrances;  

• A layout that allows sufficient space to move safely, especially around cooktops/burners, and work 

areas that are not cramped; 

• Adequate ventilation to prevent excessive heat, steam, smoke, and condensation in the cooking areas 

and in the school classrooms, environmentally friendly stoves, Bondhu Chula (Friend Stove) can be 

used); 

• The direction of the air flow should never be from a dirty area to a clean area. 

• Slip resistant floor surface; 

• Adequate lighting; 

• A cool dry area, off the ground, for food storage; 

• Ready access to a source of clean water; 

http://bondhufoundation.org/research/
http://bondhufoundation.org/research/
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• Fire extinguisher or a fire-sand bucket in a steel bucket filled with sand; 

• First aid kit; 

• One cook top (two burners) per 250 enrolled children. 

 

An ideal school kitchen infrastructure 
• Have a roofed, well-ventilated, easy-to-clean light-colored floor surface.  

• Must always be located away from toilets  

• Have a raised platform or bench for washing and preparing ingredients. It allows better inspection, is more 

comfortable to food handlers, and more importantly, reduces the risk of contamination from soil.  

• Have cabinets with doors to store packaged ingredients like salt, oil, spices, etc; as well as separate 

cabinets with locks to store cleaning and sanitation supplies.  

• Have minimum materials for sanitation  

• Display Food Safety Posters in the kitchen as easy reminder for following good practices  

• Have smoke-free stoves. Daily inhalation, exposure to smoke can cause respiratory problems  

• Have access to fire extinguishers and first aid toolkit (cotton, alcohol, band-aid, burn creams, etc)  

• There should be controlled movement into the kitchen. Only cooks and other authorized people 

should be allowed to prevent cross contamination.  

 

Utensils: Before starting cooking for children, required utensils must be confirmed by school authority (SMC). 

There are some utensils names are given below:  

• Cooking pot (big saucepan) 

• Bowl 

• Dish 

• Bucket 

• Big spoon/khunti 

• Scoop/mug (for distribution of cooked food children) 

• Chopper (da, boti & knife) 

• Boxes for keeping spices  

• Mortars pestles (Hamam dasta)/Sheel pata (pata puta) 

• Bin with lid 

• Any others 

 

 

The number of these utensils will be determined based on the number of children in school and the cooking 

arrangement.  

 

Cluster Kitchen: Due to space constraints or unavailability of other essential requirements, particularly in 

urban char and haor areas, cluster kitchens can be considered. In this case, NGOs, in consultation with 

SMCs, school teachers, parents, Union Parishad officials, Upazila Education Officials and Upazila 

Administration, will establish one kitchen in a suitable location for preparing meals for more than one 

school and cooked food will be transported from the kitchen to selected schools by local transports (van).  

During transportation of cook meals from the kitchen to the schools, NGOs should take extra vigilance 
on the followings: 
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• Collect accurate student attendance from the school teachers of the particular schools at the 
end of day to prepare meals for children on the next day;  

• Arrange local transportation (van) to carrying cooked food to the schools on time. NGOs can 
select local transporter and arrange a contract with the van pullers on a monthly basis; 

• Cover the food properly so that food cannot be contaminated by foreign materials; 

• Cooked food should reach the schools on time for distribution to the children 

• Cooked food should not be kept in a plastic bowl or bucket, keeping warm food in a plastic 
bowl/bucket is not healthy for human body; 

• Ensure mothers group in the schools are ready to distribution the food to the children; 
 
Since cooked meals will be prepared and distributed to the children on alternate days, the schools under 
the cluster kitchens can plan to prepare cooked meals on alternate for days for individual schools. 
Therefore, recruited cooks can be engaged for meal preparation in six days for selective schools and 
number of cooks also will be reduced. 
 

6.3 Firewood/fueling: 

DPE-SFPPA will allocate budget for firewood/fueling in the CP NGO’s budget. The CP NGO will be responsible 

to buy/arrange firewood/fuel for cooking purpose at kitchen level. The CP NGO should keep in mind that meal 

preparation should not be disrupted due to the unavailability of the required firewood/fueling even for a single 

school day. It is suggested that at least 15 days of the required firewood/fueling should be stored at the kitchen.  

 

MoPME/DPE and WFP will explore environmentally sound and sustainable fuel options for the school meal 

programme.    

 

6.4 Recruitment of Head cook and Cook 

One of the central principles of this programme is that it should not distract teachers from teaching. 

Therefore, teachers will not have any role in cooking or distributing the meals. Instead, each school will 

have dedicated paid cooks (depending on the number of children served under one kitchen; 1 cook/100 

children), a head cook and cook/s, who will be recruited from the vulnerable women in the community 

by NGO. 

Since the cooked meal will be prepared and distributed to the children on alternate days, the same 

recruited cooks can be engaged in two schools, considering close distance.  

 

Duties of Cooks:  

The cooks will be responsible for the below, with the support of the Mothers Groups and NGO:  

• Come school timely for preparing and cooking meal; 

• Collect previous day’s student attendance and receive food commodities- fortified rice, red lentil 

and soya bean oil from teacher/head teacher; 

• Purchase vegetables, eggs, spices and other ingredients from selected growers, small farmer 

holders and local shop;  

• Maintain separate Stock Register for locally purchased food and other condiments (Annex -IX);  
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• Maintain personal health and hygiene matters;  

• Ensure clean kitchen environment daily and food storage periodically; 

• Assisting mother’s group in distributing cooked meal to children. 

• Provide input to the Purchase Committee in determining the price of locally procured food 

commodities;  

 

6.5 Training and Orientation for Head Cooks, Cooks and Mothers’ Group 

Before commencement of school meals at a school, DPE, with the technical support from WFP, will ensure 

required training to head cook and cooks on the implementation of school meal programme in schools. 

The training will cover the following issues:  

• General knowledge on food and nutrition and importance of food and nutrition in the school meal 

programme; 

• Cooking process (how to prevent the loss of nutrients during the entire period from food 

purchasing to distribution); 

• Appropriate waste management;  

• Food storage (both raw and cooked);   

• Importance of personal hygiene and cleanliness;  

• Quality control of locally purchased food;  

• Food safety and hygiene; 

 

Bangladesh Institution of Research and Training on Applied Nutrition (BIRTAN) in collaboration with DPE 

and WFP will organize the training for cooks. BIRTAN also provides Training of Trainers (ToT) to 

government and NGO officials on the above-mentioned topics so that NGO officials can provide re-fresher 

training to the cooks on a quarterly basis. BIRTAN will develop training materials for the training and 

provide the materials to DPE for future use in the field. WFP will support in printing the training materials.  

  

Since head cooks will be responsible for the local purchase at the school level, they will also be trained by 

CP NGOs on the followings: 

• Stock management (including necessary record keeping); 

• Basic accounting for local purchase. 

 

Mothers’ Group members will receive orientation through mothers’ gatherings on food preparation, food 

safety and hygiene, basic nutrition knowledge, how to check food quality of the locally procured food and 

general knowledge about children entitlement and verification of food stock. NGOs will facilitate the 

mother gathering session.  

7.  FOOD QUALITY CONTROL, FOOD SAFETY AND HYGIENE MEASURES AND WASTE 
MANAGEMNET 
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Ensuring Food Quality for Centrally Purchased Food Commodities:  

DPE-SFPPA, with the technical assistance from WFP, will appoint an inspection agency (Contracted 

Inspection Agency) to conduct Quality and Quantity inspection for locally (in country) purchased and 

produced commodities such as rice, red lentil vegetable oil and biscuit. 

The detailed Scope of Work and Procedure of Quality & Quantity control of food commodities are given 

in Annex-XVIII. 

 
However, WFP will not be responsible for any quality & quantity issues of food commodities after selection 

of the suppliers and Rice Fortification blending service.  

Ensuring Food Quality for Locally Purchased items (vegetable, eggs, spices, salt etc.): 

Locally purchased food items include fresh salt, vegetables, potatoes, eggs and spices purchased from 

local women growers/small holder farmers and from the local market. The local women growers will be 

responsible to supply unadulterated and good quality of vegetables for the school meal programme. The 

SMC, CPNGO, and head cook will take necessary precautionary measures to ensure that fresh and 

unadulterated vegetables are procured both from selected women growers/small farmer holders. They 

will also be responsible for ensuring that the semi-processed food ingredients used in preparing the meal 

such as salt and other spices are procured from reputable companies. 

 

NGOs will be responsible to provide guidance to cooks and ensure food safety of the locally procured 

items. Upazila Education Officials, SMC, school teachers and mothers will monitor the quality of the locally 

procured items.    

 

Ensuring Quality of Cooked Meal: Mother from mothers’ group, SMC member and teachers4 will 

ensure the quality of cooked meal served. Representatives from the above-mentioned 

group/committee will taste the meal and ensure its quality before being served to the children. 

Government officials from different agencies, NGO officials including Field Monitor and WFP officials 

will check cooked meal quality during their visit to school and record their remarks/opinion/feedback 

accordingly.  

UNO will advise to Health officials (upazila and union level) to check the quality of cooked meal 

periodic basis each school/once in a month along with their regular activities. The Health officials 

will submit/share their visit findings/report to UNO regular basis. 

A separate Register (Annex- XII) will be maintained at school to record the 

remarks/opinions/feedback of the members/officials who taste the quality of meal. The Register is 

                                                             
4 Any two groups must will check the quality of cooked food; either Mothers and SMC members or Mothers and 

Teachers 
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regularly inspected by the Upazila Education Officer/ Assistant Upazila Education Officer and Upazila 

Nirbahi Officer. 

 

Food Safety and Hygiene: 

Kitchen: 

Food safety begins in the kitchen. Having a clean cooking environment is a major factor in preventing 

foodborne illness. Kitchens have more bacteria than any other room in the house or school. Therefore, the 

physical facility for cooking should be clean and should be maintained in good repair and in an orderly 

condition, involving a set cleaning and disinfection schedule. After completion of cooking and consumption of 

the food, the utensils and cooking areas will be properly washed and cleaned by using hot water and 

appropriate detergents (soap, bleach etc.). Budget of these cleansing items can be managed by selling empty 

cartoon and can (biscuit and oil). 

Food safety and hygiene aims at ensuring that food is safe at all stages of the food supply chain i.e. from the 

point of production through procurement, transportation, storage, preparation and consumption. Govt. 

officials, NGO official, SMC members, teachers and head cook ensure that food commodities from suppliers, 

local growers and vendors are kept safely from the time received until cooking begins. Children will not be 

allowed in the cooking areas.  

 

Storage: 

The school level storage area should be kept clean, tidy and well maintained both inside and outside for easy 

management and to protect the stored food from damage and loss. The NGO, SMC and the head cook must 

ensure minimal losses and damages in the store. Immediate reconstitution/re-bagging of damaged 

commodities should therefore be carried out. In case of infestation of food, it is advisable to be fumigated 

promptly to arrest the situation as early as possible, in consultation with Upazila Education Officer (UEO) and 

Upazila Food Controller (UFC). 

A daily cleaning schedule, and weekly store inspection of the food stock, is mandatory to maintain cleanliness 

and promptly address any issues. Head cook, and cook will clean food storage every day jointly. The cleaning 

includes tidy, organized and well maintained. 

 SMC and NGO will inspect food stock periodic basis with head cook. 

Personal Hygiene Practice: 

It is very important to maintain a high standard of personal hygiene and cleanliness of the people who are 

involved in food preparation, cooking and food distribution to prevent food contamination. Even healthy 

people carry harmful bacteria on their bodies by touching parts of their body, such as nose, mouth, hair, or 

clothes and they can spread bacteria from their hands to the food. The SMC member, teachers, NGO official 

and mothers from mothers’ group instruct the head cook and cooks to always be clean according to the 

following:  

• Wear clean clothes and apron;  



 
 

19 
 

• Maintain high standards of personal hygiene and cleanliness, including bodily hygiene, tying hair and 

wearing a cap or hair net;  

• Wash hands with soap directly before preparing or touching food, and after using the toilet. 

• Must dewormed minimum twice in a year during national de-worming weeks at school level. 5 

   

Waste Management 

Regular and adequate collection of waste is very important. Waste is a source of contamination and an 

important by-product from the cooking process. It needs to be appropriately managed and if possible recycled. 

Food waste can contaminate food preparation areas with bacteria. If left too long, waste can smell, attract 

pests and can be a risk to food safety. 

• Provide bins with lids for the kitchen, serving and washing areas. Closed dustbins help prevent 

contamination from pests - flies, animals, birds; 

• Clean waste bins daily; 

• Ensure waste is disposed as soon as possible; 

• Waste must be kept in covered containers. Waste disposal area shall be located away from the food 

preparation area to avoid contamination. 

• Avoid burning or burying solid waste, as the smoke from burning plastic is dangerous for health and 

causes environmental pollution. But, if waste has to be burned in or near the school grounds, this may 

only be undertaken when the schoolchildren are absent; 

• Standing waste water should promptly be drained as it is a source of waterborne contamination and 

infestation with insects; 

• Make provision in the school garden for recycling organic waste (vegetable peels, seeds, damaged 

parts) for generating compost.  

• The waste from the raw food items and other rubbish is to be disposed of hygienically.  

• For the cooked food, efforts will be made to distribute as much as possible among children and they 

will be encouraging to eat their full meal. Any leftover cooked food waste or packaging waste will be 

deposited in a designated area for subsequent disposal;  

• Waste management will be monitored by School teachers, SMC members, Mothers’ groups, NGO 

Officials and Government Officials (Education, Health etc.) during their visit to school.  

8.  Monthly Food Distribution and cash utilization plan & Daily meal plan  

Monthly Food Distribution Plan and Local Purchase Plan: The monthly food requirement will be calculated 

by the NGO and reflected in the Monthly Food Distribution Plan (Annex VII) considering previous month’s 

class attendance rates, number of feeding days, and the meal ration. The NGO will submit the Food 

Distribution plan to Upazila Education Officer by the 7th of each month. Each Food Distribution plan is to 

reflect the requirement for the ensuing 1.5 months to avoid pipeline breaks.  

                                                             
5 Cooks will be provided de-worming tablet by school during National de-worming week twice in a year.   
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Daily Meal Plan: The cooks, with the assistance from teachers will prepare the next day’s meal plan ( Annex-

XV). The meal plan will be based on the number of school children attended in the school and the menu 

(utilizing the items in said quantity mentioned in the section 5).  

9. Food Management, cooking and distribution of cooked meal 

The head cook will estimate the next day’s meal requirements based on the number of students who attended 

school the previous day (adding a contingency of 2%-5%, if required) or same day (if possible). Teachers will 

record daily attendance, using the School Attendance Cards provided by DPE (as per Annex -II). The head cook 

will collect the children’s attendance number from the school teacher(s). Based on the attendance, the head 

teacher will provide required quantity of fortified rice, red lentils and vegetable oil to the head cook from the 

store. Head cook will purchase the required quantity of vegetables and eggs (once in a week) from women 

grower/small holder farmers/local market.    

The SMC and NGO, in consultation with school teachers, will fix the meal distribution time. It is suggested to 

distribute food to first shift students at 12:00 and to students in the second shift at their break time. Therefore, 

head cook, cook(s) and mothers from the mothers’ group should keep in mind that food must be cooked and 

ready for serving by 12:00 for first shift students and by 13:306 or 14:00 for second shift students.  

Distribution of cooked meal: Currently there is no separate space for eating at school, therefore meals will be 

distributed and eaten in the classroom. Using a specific measurement cup/spoon, arranged by the 

SMC/community, the mothers’ group will distribute 200gm-250gm of khichuri to pre-primary and primary 

school children. This reflects the maximum requirement for the pre-primary and minimum requirement for the 

primary children, whereby it would be expected that some pre-primary children may eat most, but not eat all 

of their food, and primary children may ask for more if there is cooked food leftover. A boiled egg will be 

distributed to each child once in a week with cooked meal. The cooked meal will be served in a stainless tiffin 

box with a spoon, to be arranged from locally for each child.   The children will be expected to bring a carefully 

washed tiffin box and spoon for the next school day.  

SMC, Union Parishad, Upazila Parishad will work together to mobilize fund for arranging the tiffin box and 

spoon.  

A sample specification of stainless tiffin box and spoon is given below: 

Tiffin box: 

• Shape: Oval 

• Width/Depth: 2.0’’ (inches) without lid;  

• inner boundary of the tiffin box should be folded to avoid the existing sharp boundary   

• Logos to be embossed on top of the lid of the tiffin box (GoB & DPE logo) 

Spoon  

                                                             
6 Tiffin break starts at 13:30pm in some schools 
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• Length: 6.0” inches  

The children will be required to wash their hands thoroughly with soap and water before eating the meal 

(correct handwashing practices are taught as part of the essential learning package), and this practice will be 

reinforced by the teachers and mothers’ group. The local community will be responsible for providing the water 

supply, such as a water drum with a tap. 

The mothers’ group will maintain a high standard of personal hygiene during the distribution of food to children 

in the classrooms, including washing their hands before food distribution 

 

The SMC members, NGO and the mothers’ group will oversee the distribution of meals so that no food is 

wasted, the distribution area is cleaned, and the garbage management is done properly at the school level. 

Food quality/food safety of cooked meal will be checked by mothers (mothers’ group) and SMC/teachers before 

distribution to the children.  

10. KEY STAKEHOLDERS AND RESPONSIBILITIES 

The school meal programme requires strong partnership among the different ministries and 

departments, private sectors as well as strong parental and community participation and ownership in 

order to achieve the programme objectives. The key stakeholders include the following: 

  

The Ministry of Primary and Mass Education (MoPME)/Directorate of Primary Education (DPE): 

  The MoPME will take the lead to establish programme coordination and promote inter-ministerial and 

inter-agency dialogue and discussions with other relevant ministries, such as the Ministry of Chattogram 

Hill Tracts Affairs (MoCHTA), Ministry of Agriculture (MOA), the Ministry of Health and Family Welfare 

(MoHFW), the Ministry of Disaster Management and Relief (MODMR), the Ministry of Food (MoF), The 

Ministry of Fisheries and Livestock, the Ministry of Local Government, Rural Development and 

Cooperatives (MoLGRD&C), the Institute of Public Health and Nutrition (IPHN), Bangladesh National 

Nutrition Council (BNNC) and others to access the complementary inputs and services for the school meal 

programme on a regular basis. MoPME will also engage the Ministry of Finance, the Ministry of 

Information, Cabinet Division, Economic Relation Division (ERD), General Economic Division (GED), 

Implementation Monitoring and Evaluation Division (IMED), Planning Commission to increase awareness, 

improve coordination, mobilize resources, ensure effective monitoring, evaluation, and overall 

implementation.  

 
DPE, under the guidance of MoPME, will provide the necessary oversight, technical guidance and advocacy for 

the initiative at the central and field level. The DPE’s District and Upazila Education Government Officers are 

also involved at the local level to provide guidance and oversight at district and upazila level.  

 

The Ministry of Chattogram Hill Tracts Affairs (MoCHTA), The Chittagong Hill Tracts Development Board 

(CHTDB), Chittagong Hill Tracts Regional Council (CHTRC) and Hill District Council (HDC):  
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MoCHTA will provide overall support including funding for continuation and expansion of the school meal 

programme in CHT. By the overall guidance from MoCHTA, CHTDB, CHTRC and HDCs will assist SMCs and 

local community for mobilizing resources for establishing kitchen including food storage, cooking utensils 

and daily firewood/fuel for school meal programme in the schools in CHT districts/upazilas.  

 

The Ministry of Agriculture (MoA), Department of Agricultural Extension (DAE) and Bangladesh Institute 

of Research and Training on Applied Nutrition (BIRTAN): 

The MoA will provide support and guidance in the planning and design of training and complement the 

programme budget for local women growers and small-holder farmers through its ongoing programme 

activities. With the guidance from MoA and DAE will provide technical support to the women growers and 

small-holder farmers in the establishment and continuation of vegetable production including monitoring 

and regular follow up. In addition, BIRTAN will provide training on food and nutrition to cook, women 

growers and mother groups will be involved in school meal programme. 

  

The Ministry of Food (MOF): 

The MoDMR/MoF will allocate rice for the school meal programme and provide the necessary directives 

to Deputy Commissioners/Upazila Nirbahi Officer to use the rice for the school meal programme. MoFood 

will allocate the required budget for fortification of the allocated rice and transportation of the fortified 

rice to designated locations in the school meal programme areas.  

 

The Ministry of Health and Family Welfare (MoHFW)/ Bangladesh National Nutrition Counsel (BNNC)/ 

the Institute of Public Health Nutrition (IPHN): 

The MoHFW will provide technical support to MoPME to set ‘Minimum Nutritional Requirements for 

School Meals” in Bangladesh. These agencies also will support in monitoring the food safety 

and food quality issues in the implementation of school meals programme.  

 

The World Food Programme (WFP): 

WFP will provide only technical assistance in planning, designing and implementation of the operational 

component of the school meals programme in Govt. funded school meals programme.  

 
WFP will be responsible for overall implementation of school meal programme in the WFP funded locations.  
 

 Community – Level Actors 

Mothers’ Groups: 

The Mothers’ Group will be formed by the Cooperating Partner NGO in consultation with the School 

Management Committees and school teachers. The Cooperating NGO will engage capable and interested 

women from the community who have children attending the schools. The Mothers Group list will be approved 

jointly by Head teachers and SMC Chairperson.  The group will ensure that there will be at least five mothers 

available from the list of the mothers for all school children to provide support for food distribution voluntarily. 

The mothers’ group shall elect a leader, and the members shall collectively decide upon a flexible roster of the 
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mothers every day. The mothers’ group will engage in the following responsibilities in the school meal 

programme at the school level:  

• Assist head cook and cooks in preparation of the meals;  

• Ensure quality and hygiene of the food and environment; 

• Distribution of cooked food to children;  

• Monitoring of food purchase, storage and food preparation.  

The members of the Mothers’ Group or the other mothers who will be participating in the roster duty will not 

be reimbursed for their engagement, but it is expected that they will be motivated to contribute, knowing that 

their children will be benefited. It is therefore important that Cooperating Partner ensures mothers’ group 

members are recognised in other suitable ways for their contribution and as valuable members of the school 

community, including public forums such as regular school meetings as well as during high officials (GoB and 

other donor) field visits. Further, it is important that they are not overburdened or assigned tasks beyond their 

capabilities or scope of work outlined above. 

It is expected that through their engagement mothers will learn and transfer positive nutritional and 

hygiene practices back to their homes. 

 

School Management Committee (SMC): 

The SMC members provide general oversight over the implementation of School Meals programme at 

school. 

The committee will be responsible for following: 

• Mobilizing resources for stablishing water system/facilities and food storage (if required) in 

consultation with teachers, parents, Union Parishad representatives and other community members; 

• Find a suitable location for establishment of kitchen;  

• Maintain proper documentation (register) on received community contributions and expenditure; 

• Participate in the consultation meetings and in training on management, planning, implementation 

and monitoring of the school meal programme, organized by the Government and WFP; 

• Integrate school meal activities into the School Level Improvement Plan (SLIP); 

• Oversee and supervise food stocks and kitchen facilities (including utensils) to ensure food quality, 

meal preparation and service; 

• Approve food price list prepared by purchase committee and monitor that commodities are 

purchased by cook as per the approved price list; 

• Inform upazila education officials (UEO & AUEO) instantly over phone or written or using toll free 

hotline if any irregularities occurred in implementation of school meal programme at school 

• Monitor cooks’ performance/responsibilities to ensure that meals are cooked, maintaining proper 

safety and security measures and meals are served to children in a timely manner; 

• Monitor that the mothers from the mothers’ group list come to school regularly on a rotational basis 

to help the cooks in meal preparation and distribute the cooked food to children; 

• Discuss about the school meal programme performance in SMC monthly meeting and record it 

properly; 
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 School Techer: 

School teachers, mainly Head Teacher will have an overall supervision role in the school meal programme at 

school. Teacher/Head Teacher will perform the following duties: 

• Receive food commodities – fortified rice, red lentil, soya bean oil, biscuit from NGO as per approved 

delivery plan; 

• Ensure safe food storage; 

• Maintain stock register (Annex-III) of the received food commodity; 

• Maintain Cook attendance register (Annex-XI) and sign the register daily basis 

• Maintain student attendance card daily basis (Annex-II); 

• Provide student attendance information to cook daily to cook meal for next day and sign the register 

(Annex-XV) accordingly; 

• Based on previous day’s attendance of children, give right quantity of food commodities-fortified rice, 

red lentil and soya bean oil to cook for cooking and update stock register accordingly; 

• Check quality of cooked meal jointly mothers before serving to schoolchildren and provide 

comments/feedback in the cooked meal quality register (Annex-XII); 

• Encourage children not to waste and consume all food that served; 

• Prepare Monthly Food Utilization Report (Annex- V) and submit to Monitoring officer of NGO 

• Encourage mother to come school regularly as per rotation list and helping in meal preparation; meal 

quality check and distribution to children; 

• Inform SMC and upazila education officials if any irregularity observed in implantation of school meal; 

• Oversee overall implementation of school meal programme at school.     

 

Women Growers/Small Farmer holders: 

A local-purchase based model is applied to support women growers/smallholder farmers from poor 

households7 near to the schools to participate in the school meals programme. The Cooperating Partner 

jointly with Sub Assistant Agriculture Officer (SAAO) and SMC members will identify the growers and 

prepare the list (Annex-I) of growers who will supply their vegetables to the school for the school meal 

programme   

The NGO will develop a monthly local purchase plan (Annex-VIII) for local purchase identifying which 

supplier the goods required for the school meals will be purchased. The NGO will be under strict 

instruction to develop purchase plans with preference always first to the local women growers and to 

avoid preferential purchasing from dominant suppliers to ensure that the benefits of this market are 

shared. SMC, Mother group and teacher will monitor that vegetables and other ingredients are collected 

from listed growers.   

 

The identified women growers/smallholder farmers will be provided training and other inputs from the 

upazila agricultural office to develop their capacity to produce vegetables and spices to meet the market 

demand created by the school meal programme.   

                                                             
7 With preference to households where a woman is the primary earner, with a large number of dependents, including at least 
one pre-primary or primary school-aged child.  
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Duties of the Women growers/small farmer holders: 

• Coordination/ communication with cook; 

• Participate in the training, organize by upazila agricultural officials; 

• Supply fresh and good quality of vegetables and other ingredients to school as per monthly 

purchase plan which was communicated by NGO official and cook;  

Purchase Committee: 

Jointly with SMC, the NGOs will form a Purchase Committee in each school to determine the price of locally 

procured food commodities and ingredients, such as vegetables, potato, salt, eggs, spices etc. The SMC 

Chairperson will approve the committee. The members of the Purchase Committee comprise:  

• One member from mothers’ group; 

• The head cook and cook 

• Two representatives from SMC (one female and one male);  

• The Agriculture Extension Officer (as available, noting conflicting priorities); and (representative)   

• Cooperating Partner official 

The price of locally procured food (and non-food) commodities will be determined monthly by the 

Purchase Committee members. The Purchase Committee will provide an updated Price List (Annex-XVI) 

to SMC Chairman and PC/MRO of NGO in each month, and where necessary suggestions for item 

substitution (based on cost, availability, and nutritional equivalence). The price list will be approved jointly 

by SMC chairperson and PC/MRO of NGO (responsible of the particular upazila/area). The NGO will use 

the approved Price List to prepare the monthly cash requirement for the local purchase.   

The responsibilities of the school level purchase committee are: 

• Review the current market price and update the required ingredient price list for the planned school 

meal menu;  

• Submit the updated price list to SMC and Project Coordinator/Monitoring & Reporting Officer of NGO 

for approval; 

• Display the updated and approved price list properly in the school/kitchen so that the head cook can 

follow the list while purchasing at the school level. 

 

Upazila School Meal Committee: 

A School Meal Committee will be formed at each upazila, chaired by the Upazila Nirbahi Officer (UNO) and the 

Upazila Education Officer (UEO) will be the member-secretary. The committee will be responsible for the overall 

implementation of school meal programme at upazila level. This committee meeting will be held once in a 

month at the upazila level. WFP officials will attend in the meeting if possible. 

 

Non-Governmental Organizations (NGO)  

Local/national level NGOs will be selected for the school meal programme at the field level.  The selection 

will be based on an assessment of the NGO’s capacity, including an analysis of the risks involved.  Standard 

guidelines and procedures will be followed in selecting NGOs working in the programme areas to support 
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and facilitate the implementation of the school meal activities. The selection will be endorsed by PD, 

SFPPA, DPE and Field Level Agreements (FLAs) will be signed with the selected NGOs. The NGO will remain 

under the guidance of PD, SFPPA, DPE and coordinate and liaise with the local committees. Local 

committees and stakeholders include the school children, School Management Committees (SMCs), 

Purchase Committees, Teachers, Mother’s Groups and Women Grower Committees.  

The selected NGOs also will be responsible for hiring of cooks, training of cooks, organizing mothers’ 

groups, preparing women growers and maintaining coordination among government officials at district, 

upazila, union and school level. The NGO also will be responsible for purchasing of fresh vegetables, eggs, 

spices and other condiments from locally for preparation of meal at school level.  

 

The NGO also will be responsible to maintain a suitable warehouse and receive food from the contracted 

supplier/s and store the food commodities safely. NGO will maintain Stock Register (Annex-IV) for received 

food commodities.  NGO will ensure required transportation arrangements for delivering the food 

commodities (fortified rice, red lentil, vegetable oil and fortified biscuits) to each school on a monthly basis as 

per the approved delivery plan. 

NGO also will ensure submission of compiled Monthly Food Utilization Report (Annex-VII)), Quarterly Progress 

Report (Annex-X) and other reports (if asked) 

 

11. MANAGEMENT OF SCHOOL MEALS PROGRAMME 

 
National School Meals Authority  
The Ministry of Primary and Mass Education will carry out the overall responsibility of planning, management 

and co-ordination of School Meal Programme. The MoPME will form a National School Meals Authority or 
cell or unit at the Directorate of Primary Education (DPE). The National School Meal Authority/unit will be 
overall implementation of the national school feeding programme at central level.  
 
It is expected that there will be a School Meal Focal Official in each agency and those will be regularly attending 
in the National Level Meeting.  The School Meal Focal Officials will provide an update on their services and 
inputs in the school meal programme. MoPME will organize the meeting and will send meeting notices to all 
agencies well ahead to ensure all members can participate in the meeting. The Secretary of MoPME will chair 
the meeting. The discussed agenda and decisions from the meeting will be recorded in the minutes. The 
minutes will be signed by the Chair of the meeting and will be shared with all members for their necessary 
actions. 
 

Responsibilities National School Meal Authority: 

• To review the issues relating to the policy of the School Meal Programme; 

• To ensure coordination among different Government Ministries, Directorates and NGOs participating 

in the programme; 

• To formulate implementation strategy for successful implementation of school meal programme; 

• To ensure government resources for the programme. 
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District School Meals Committee: 
The District School Meal Committee will implement, coordinate and supervise the school meal programme. The 

members of the committee will meet at least once a month. The District Primary Education Officer will inform 

the Directorate of Primary Education about the proceedings of the meeting. 

The Committee consists of the following members: 

Deputy Commissioner - Chairperson 

District Primary Education Officer - Member Secretary 

Upazila Nirbahi Officer (All) - Member. 

District Controller of Food - Member 

District Agricultural Officer - Member 

District Health and Family Welfare Officer - Member  

District Livestock Officer - Member 

District Women Affairs Officer - Member 

Representative from every partner NGO - Member 

 

Responsibilities of the District School Meal Committee: 

• Ensure successful and effective operation of the school meal programme in accordance with the 
National School Meal Policy, the School Meal Operational Guideline and circulars issued by the 
Directorate of Primary Education and other relevant agencies; 

• Review the progress of activities under the school meal progamme and to take appropriate steps to 
ensure appropriate implementation of those activities; 

• To ensure distribution of meals to school children in the assisted schools; 

• To ensure regular and timely submission of reports; 

• To give necessary advice to upazila level school meal committees for smooth implementation of the 
school meal programme; 

• To give correct advice in respect of identification and solution of any problem relating to 
implementation of the programme and to solve problems effectively; 

• To receive and review monitoring reports from the District Primary Education Officer and the other 
concerned officials (Agricultural officials, health officials etc.);  

 

Upazila School Meal Committee: 
The responsibility of the Upazila School Meal Committee is overall coordination, to ensure proper 
implementation and supervise the school meal programme at the Upazila level. The members of this Committee 
will meet once in a month.  
 
The committee consists of the following members: 
Upazila Nirbahi Officer  - Chairperson 

Upazila Primary Education Officer  -  Member Secretary 

Upazila Agricultural/ Extension Officer  - Member 

Upazila Controller of Food  - Member 

Upazila Livestock Officer  - Member 



 
 

28 
 

Upazila Education Officer  - Member 

Upazila Health and Family Welfare Officer  - Member 

Chairperson of all UP  - Member 

Representative from every partner NGO  - Member 

Community Nutrition Organizer (wherever applicable)    - Member 

 

Responsibilities of The Upazila School Meals Committee: 

• Ensure proper implementation of school meal programme at all schools as per the operational 
guideline; 

• Mobilize funds to provide tiffin boxes with spoons for all school children; 

• Ensure rice is delivered on time to the designated official of rice fortification blending services;  

• Ensure safe water facilities for meal preparation at each school/kitchen location;  

• Coordinate and cooperate with NGOs regarding rendering of development services (training to cook, 
mothers’ groups and women growers); 

• Ensure that children receive food on time at schools; 

• Ensure timely submission of monthly reports. 
 

12. REPORTING MECHANISM FOR MEAL DISTRIBUTION PLAN AND UTILIZATION 
REPORT AT LOCAL LEVEL:  

The SMC, with the support from the head cook, cook, mothers’ groups and community people, will lead the 

implementation of the school meal programme at the school level. Simple reporting mechanisms and reporting 

tools will be used to ensure the effectiveness of the programme.  

Payment to Cooperating Partners and other contracted vendors, rice fortification blending services and 

quality controls/inspection firms:  

 

As per DPP, no advance payment will be made for any activities.  

The above-mentioned service providers will be paid by PD, SFPPPA, based on the actual expenditure 

monthly/quarterly basis. The service providers will submit the bill to the SFPPPA PD’s office. On behalf of PD, 

SFPPPA, the responsible official/s (ADPs) will review and verify the bills. PD will certify the bills and pay to 

service providers accordingly as per Government procedures.    

 

E-Payment System: 

An e-payment mechanism will be established for paying the salaries of the head cook, cook, women 

growers/smallholder farmers and local vendors in the school meal programme.  

A separate guideline will be developed for this e-payment system. 

13. MONITORING AND EVALUATION, REPORTING AND PROGRAMME PERFORMANCE 

REVIEW  
Monitoring by the Cooperating NGO 

The NGO is responsible for the day-to-day monitoring of the programme activities at schools.  The field 

staff of the NGO will visit all schools once in a month to oversee the school meal activities, provide 
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guidance and collect data for reporting. A standard checklist (Annex-XIII) will be used to collect the 

monitoring data from the schools. Findings are to be shared across the stakeholders to ensure quality 

implementation. The Cooperating Partner NGO will use standard formats for monitoring and the results 

of these monitoring activities will be used to report to PD, SFPPA, DPE. 

Monitoring by the DPE Officials at field and central level 

i. The UEO and AUEO will visit a certain number of schools in a month to oversee the 

implementation of school meal activities. 

ii. The DPEO during the school visit in every month will assess and review the school meal activities  

iii. The DPE officials of the School Meal Programme at central level will visit schools as per their 

monthly visit plan. 

Quarterly Joint visit for programme assessment 

The DPE Officials at central level, WFP and IMED will commence a joint assessment of the programme in 

every quarter of the first year of programme implementation. The assessment team will submit the report 

with recommendations for programme adjustment (if required) to PD, SFPPA. The report will be shared 

in the National School Meal Committee meeting. 

Yearly Joint Visit for the Members of National School Committee 

The members of the National School Committee will participate in a yearly joint visit before the committee 

meeting. The findings of the visit will be discussed in the meeting. 

Programme Evaluation:  

The SFP-DPE and IMD-DPE in collaboration with WFP SF Programme and WFP M&E unit and Programme 

Office at Dhaka will undertake baseline survey and an impact evaluation of programme in every two years 

of the programme implementation. The baseline survey and impact evaluation report will be published 

and shared with wider audiences and high-level policy makers. 

14. MISAPPROPRIATION:   
Existing Government rules and procedures will be followed to address any misappropriation reported 

or identified.  

 

If it is proven that the SMC, school teachers, NGO or any others have misappropriated any commodities during 
the transportation or distribution process, PD-SFPPA, the Directorate of Primary Education in such case will 
take measures to reclaim double the money of the misappropriated goods from the persons involved through 
the concerned Upazila Nirbahi Officer. The Upazila Nirbahi Officer will take legal action as per rules if the money 
is not reclaimed within one month. 

A. Suspension and Termination of School Meals 
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• MoPME/DPE/IMED and District/upazila Education officials and WFP monitoring staff may 

recommend suspension/termination of school meal programme, if any of the following irregularities 

arise: 

• Irregularities in local procurement committee; 

• Tracking false enrolment/attendance record; 

• Irregularities in stock (biscuits, rice, pulses and vegetable oil) management; 

• Irregular submission of reports/non-submission of records; 

• Poor quality of implementation; 

• Misuse or misappropriation of resources. 
  

B.            Procedure for suspension/termination: 

• The joint monitoring team or monitoring officer from MoPME/DPE/ IMED/WFP will write to the PD-
SFPPA recommending termination or suspension of school meals programme. The letter should 
specify the reason(s) for suspension/ termination. 

• Immediately upon receipt of the letter, the PD will verify and issue a formal suspension/cancellation 
order and will notify all concerned. 

• Once meals in a school is recommended for suspension/cancellation, the Upazila Education Officer will 
immediately stop the meals and will notify in writing to the PD-SFPPA within 10 days of the 
suspension/cancellation with copy to WFP Sub Office. 

• Regarding withdrawal of suspension/cancellation order, a decision will be taken based on discussions 
between DPE and Upazila Education Officer. 

 

15. Community Grievance System for Home-Grown School Meal (HGSM) 

Programme:   

Programme delivery and implementation modalities adequately address protection and accountability to the 
school children to ensure quality school meals and other services under the HGSM programme. In Home-
Grown School Meals Programme, communities’ involvement in programme implementation and ownership of 
the programme is even more important than in regular school feeding programmes. Corruption is an inherent 
risk in HGSM programmes, particularly when procurement, food preparation and distribution of food is 
decentralized and may be hard to control from a central office. There are two main considerations of 
Community Grievance System: 

I. A parallel feedback mechanism can be instrumental in involving all the people in a community – 
including parents and others who are not directly involved in programme implementation through, 
for example, SMC or a school-level school feeding procurement committee – in the programme. 

 
II. Any internal monitoring programme is prone to manipulation by any stakeholder who may not have 

programme performance as their primary interest, for example, those who are seeking to hide their 
own poor performance or other problems. 

 
How System will work: In addition to this “internal” system of monitoring and reporting on HGSM programme 
implementation, the establishment of a parallel system for community feedback should also be considered. 
WFP would share the existing facilities of Call Centre to receive feedback from the communities on test basis 
and gradually shift to DPE. A toll-free hotline number will be circulated at the school and community level.  
 
Providing these communities with a direct and reliable channel for feedback can help uncover any form of 
abuse quickly and can also have a strong preventive effect. To ensure a reliable follow-up system, the Call 
Centre will register every feedback message or complaint, convey to the right level of management at DPE for 
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resolution, after resolution documentation and reporting back to both the “caller” and programme 
management.   
 
A detailed guideline of the call center/hotline is given in Annex -XVII 
 

 

16. Conflict and resolving strategies at local level 

 The school meal programme will be implemented as per the operational guideline. However, if any 

inconsistency or irregularity is reported, following mechanisms could be followed for mitigating the issues: 

At school level: There are some possible issues may be raised at school level such as broken/maintenance of 

burner, maintenance of water taps, stolen/broken of utensil, unsatisfactory performance of head cooks, and 

cook, less involvement of mothers group, lack of support from women growers and vendors etc. Head cook, or 

anyone will bring these issues to SMC and NGO for taking necessary actions to resolve the issues.   

At upazila level: There are some possible issues may be raised about the implementation processes that has 

to be brought to UEO and UNO such as misappropriation of Government/WFP resources, misappropriation of 

communities’ funds, sexual harassment and abuse of power etc. The UNO and UEO will address the issues as 

per Government existing procedures. 

 

17. Annexes: 
1. Annex-I (Women grower list) 

2. Annex-II (Meal/biscuit distribution/ Attendance card) 

3. Annex-III (Stock Register of Staple Food Items- School level) 

4. Annex-IV (Stock Register of Staple Food Items- NGO Warehouse)  

5. Annex-V (Monthly Utilization Report- School wise) 

6. Annex-VI (Monthly Utilization Report – Upazila Wise) 

7. Annex-VII (Monthly Food Distribution Plan) 

8. Annex-VIII (Local Food Purchase Plan Register) 

9. Annex-IX (Local Food Purchase Register) 

10. Annex-X (Quarterly Progress Report) 

11. Annex-XI (Cook Attendance Register) 

12. Annex-XII (Cooked Meal Quality Check Register) 

13. Annex-XIII (School Visit/Monitoring Checklist-Meal/Biscuit) 

14. Annex- IVX (Attendance Register-Cook) 

15. Annex-XV (Daily Meal Plan Register) 

16. Annex-XVI (Local Food Price List) 

17. Annex-XVII (Call Centre/hot line guideline) 

18. Annex- XVIII (SOW I to SOW III) 
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