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Our ref: (2) XXX 1/1/20XX

 (Day/Month) 20XX
To: ABC Food Group

XXX School

Invitation for Submission of Tender for School Lunch Supply 
for the 20XX-XX School Year(s):
Invitation to Tasting Session (Template)
Dear Sir/Madam,

Regarding your submission of tender in relation to school lunch supply for the 20XX -XX school year(s), we are pleased to inform you that your company has been selected to participate in the second round of assessment, scheduled to take place at Time on (DATE/MONTH) 20XX, in the form of a tasting session, in which you are required to provide healthy meal samples for written assessment by representatives from our teachers, students and parents. Should you agree to such arrangement, please return the attached reply slip by fax on or before (DATE/MONTH) 20XX. Please note the arrangements and requirements of the tasting session as stated in the enclosures herewith.
For enquiries, please contact teaching staff member Mr. X at 1234 xxxx.


Yours faithfully,



Monitoring Committee on Catering Affairs



XXX School
Encl.:

Document 5: “School Lunch Supply Tasting Session—Assessment Form for Nutritional Value”

Document 6: “School Lunch Supply Tasting Session—Assessment Form for Attractiveness”

Our ref: (2) XXX 1/1/20XX                                   Fax No: 1234 xxxx
XXX School

Invitation for Submission of Tender for School Lunch Supply 
for the 20XX-XX School Year(s):
Reply slip for Tasting Session (Template)
To: Monitoring Committee on Catering Affairs,
 XXX School

Dear Sir/Madam,

□
Our company will participate in the tasting session, scheduled to take place at Time on (DAY/MONTH) 20XX, for the selection of school lunch supplier for the 20XX-XX school year(s), and we agree to follow all instructions of your school. We understand that these instructions are set out to ensure an open, fair and just tendering process as well as to assist the school in choosing a lunch supplier most capable of providing healthy, hygienic, nutritious and attractive lunch sets. We also understand that any breach of these instructions may result in disqualification from the tasting session, about which the school’s decision shall be deemed final and irrevocable. Our company agrees to submit the following items to be used by your school in the tasting session:
1.
“Proposed Recipes of Meals for Use in Tasting Session (I)” — for preliminary examination (to be submitted to the school at least seven working days before the tasting session)

2.
“Recipes of Meals Approved by School for Use in Tasting Session (II)” — for declaration of the recipes of the meal samples allowed to be brought to the tasting session (to be submitted to the school on the day of tasting session)

3.
A specified amount of meal sets, cutlery and drinking water (to be provided to the school on the day of tasting session)

□
Our company will NOT participate in the tasting session.

Company Name and Chop

:  (ABC Food Group)  

Signature of Person-in-charge
: ___________________


Date
: ___________________
XXX School

Invitation for Submission of Tender for School Lunch Supply 
for the 20XX-XX School Year(s)
Arrangement and Requirements for Tasting Session (Template)
Objectives
1. To assess the nutrition value of provided meal samples and check whether they are compliant to the nutritional standard as laid down in the “Nutritional Guidelines on Lunch for Students” issued by the Department of Health (latest version).
2. To assess the appearance, creativity and taste of meal samples so as to examine the suppliers’ capability of providing lunch sets that are tasty, attractive and healthy.
Rules and Regulations
1. Participating in the tasting session intrinsically implies that lunch suppliers are willing to adhere to all rules and regulations formulated by the school. The suppliers understand that these rules are set to ensure an open, fair and just environment so that the supplier who is most capable of providing lunch of a healthy, hygienic, tasty and attractive nature will be selected. Breach of these instructions results in disqualification in the tasting session; in case of any disputes, the school’s decision shall be deemed final and irrevocable.
2. The Monitoring Committee on Catering Affairs is mainly responsible for: (a) arranging, collecting and previewing the menu provided by prospective lunch suppliers for the tasting session, (b) appointing school staff/teachers, parent helpers and students to act as assessors, and (c) devising measures, before and during the tasting session, to prevent staff of lunch suppliers from interfering with assessors’ decision-making.
3. Lunch boxes or food containers from prospective lunch suppliers shall never bear identifiable marks, such as company names, logos or trademarks in printed form.
4. Double-blinding measures will be taken throughout the tasting session. (i.e. Except for school staff assigning codes to prospective lunch suppliers, neither the assessors nor other school staff would know the identity behind those codes.)
5. Assessment of suppliers as conducted in the tasting session is divided into three parts, namely,
(a) “capability to make healthy lunch”,
(b) “nutritional value” and
(c) “attractiveness”.
Message to schools: For the items of assessment in a tasting session, please refer to “Areas of
Assessment” in tasting session” in the 2nd Step of Document 7.

6. Scores for “capability to make healthy lunch” – Before the tasting session, the Monitoring Committee on Catering Affairs (MCCA) will examine the “Recipes of Meals for Use in Tasting Session” submitted by suppliers in order to calculate the suppliers’ scores for their capability to make healthy lunch. (See point 2 of “Arrangements for Tasting Session” for details.)
7. Score for Nutritional Value – on the day of tasting session, submitted meal samples will be assessed by a small group of school representatives who are well versed in the Department of Health’s “Nutritional Guidelines on Lunch for Students” (latest version). Scoring is done on the “Assessment Form for Nutritional Value”.
8. Scores for Attractiveness – submitted meal samples will be assessed by another team of school representatives made up of 16* teachers, 16* parents, and 16* students. Scoring is done on the “Assessment Form for Attractiveness”.
* Messages to Schools: To ensure representativeness of the assessment, the “Score on Attractiveness” will be assessed and marked by a group of school representatives comprising of three sub-groups (i.e. teachers, parents and students) of the same size. Let’s take the example of a primary school: with regard to the cognitive development of children, we recommend recruiting students from, say, primary 4 & 5 classes only; on the other hand, parents of students from primary 1 to 5 classes can qualify as parent representatives. In the scenario where there are 4 classes in each grade and where 2 students are picked from each class, then a total of 16 student representatives will be appointed. Hence, another 16 teachers and 16 parents will be needed to form the whole assessment team, totalling 48 members. While the size of the assessment team can vary depending on the circumstance, schools are advised to keep the three sub-groups equal in size and minimise wastage of food as far as possible.
9. To ensure an objective and impartial evaluation, assessors designated to work on the Score on Nutritional Value and the Score on Attractiveness shall never be involved in the tasks about assigning codes to the prospective lunch suppliers.
10. As the score for the tasting session constitutes only part of the total score of a tender, the outcome of tender bidding will be announced after all factors (including quotations) have been duly considered.
Arrangements for the Tasting Session
1. For the purpose of assessment, all prospective lunch suppliers shall provide, at no cost, 5* healthy lunch sets, all of which shall:-
· meet the requirements of “good practice” as stated in “Nutritional Guidelines on Lunch for Students” (latest version) by the Department of Health:
· each meal choice should contain at least one serving of vegetables;
· only healthy and non-hydrogenated vegetable oils (e.g. corn oil, canola oil, olive oil and peanut oil) in limited amount are used for cooking;
· all visible animal fat and excess oil used in cooking are removed before serving;
·  use more natural ingredients, herbs and spices to enhance dish flavours and
· no dessert and confectionery is supplied.
· not contain “Strongly Discouraged Food Items”, “Limited Food Items”, juice and all other kinds of beverages except water and
· food items whose presence on site is not pre-approved by the school
* Messages to schools: As this is an opportunity to test the suppliers’ ability to provide healthy and delicious food, it is suggested that the schools should request prospective lunch suppliers to provide five lunch sets for tasting. If the on-site portioning mode is to be used in the future, then it is not necessary to arrange tasting of vegetables cooked on-site in the tasting session.
2. To ensure the submitted meal samples comply with the nutritional requirements in point 1 above, all prospective lunch suppliers shall submit the recipes for their proposed meal list (with details of ingredients and cooking method) at least 7 working days before the tasting session for prior approval by the school. For details, please refer to the template for “Proposed Recipes of Meals for Use in Tasting Session (I)” attached to the invitation letter. As the school will NOT enquire with prospective suppliers in any manner about the recipes of the proposed meals when assessing the recipes, there is the possibility that the school may not understand the ingredients to be used. To avoid the proposed meals being rejected by schools for this reason, prospective suppliers should list clearly in their recipes all details about the ingredients, seasonings, marinade and cooking method required for the making of the meals and sauce/gravy before such recipes are submitted.
 
The Monitoring Committee on Catering Affairs will check the menu against the Department of Health’s “Nutritional Guidelines on Lunch for Students” (latest version) to ascertain compliance with the nutritional standard as set out in point 1 above. The school will inform all prospective suppliers at least 3 working days before the tasting session about which meals have been approved for the tasting session.
In the tasting session, all meal sets provided by prospective suppliers must meet nutritional standards, because the number of meal sets approved for provision in tasting sessions may also affect the suppliers’ scores for the item “capability to make healthy lunch”. Each supplier can submit 5 meal sets at most for approval by the Monitoring Committee on Catering Affairs; the more meal sets are approved for provision in the tasting session, the higher the scores will be for the suppliers.
3. Attention of prospective suppliers is drawn to the fact that any food item without prior approval of the Monitoring Committee on Catering Affairs is not allowed to be brought into the tasting session area and that prospective suppliers will not be allowed to change their proposed menus. If prospective suppliers bring in foods which are either not pre-approved or not in compliance with the pre-approved meals, such behaviour may be deemed dishonest and result in disqualification from the tasting session (please see Document 5 for details). Therefore, all prospective lunch suppliers should value the opportunity and only provide meals which meet the nutritional requirements as stated in point 1. The purpose of this arrangement is to ensure that prospective suppliers understand the importance our school attaches to healthy lunch and the persistence in our pursuit of such goal. We hope that participating suppliers will comply with the school’s requirements with a sense of commitment and responsibility.
4. All meals in the tasting session shall form part of the meal choices which the successful prospective lunch supplier should eventually provide at a frequency desired by the school throughout the contract period.
5. Prospective lunch suppliers cannot in any circumstances provide school staff, students and parents with advantages (include gifts), use gimmicks or any other forms of promotion or offer unhealthy food with a view to influencing the assessment results of the tasting session. Contravention, once spotted, will result in disqualification.
Amount of meal samples required (applicable to lunch box-mode serving)
1. To facilitate tasting in 3 rounds, prospective lunch suppliers are advised to place lunch boxes in 3 thermal containers in such a way that each thermal container contains a variety of meal choices. Such arrangement not only reduces the need to open each container for multiple times but also helps to preserve the food items at their optimal temperature for tasting purpose.
2. From the point of view of environmental protection and to set a good example for children, excess food and wastage should be minimised. As such, prospective lunch suppliers should only provide 13 sets* of each lunch box, 32 sets* of cutlery and water during the tasting session.
* Messages to schools: The estimation is on a basis of 48 assessors and is based on the assumption that one lunch box would be sufficient for 4-6 assessors. The estimation also includes an additional lunch box for assessment of nutritional value. Cutlery and water should be proportionally supplied by the invited lunch suppliers according to the number of assessors. To avoid wastage, it is not necessary for each supplier to provide cutlery and water to all assessors.  
*** OR ***

Amount of meal samples required (applicable to on-site meal portioning mode of serving)

1. To facilitate tasting in 3 rounds, prospective lunch suppliers are advised to place lunch boxes in 3 thermal containers in such a way that each thermal container contains a variety of meal choices. Such arrangement not only reduces the need to open each container for multiple times but also helps to preserve the food items at their optimal temperature for tasting purpose.
2. From the point of view of environmental protection and to set a good example for children, excess food and wastage should be minimised. As such, prospective lunch suppliers shall present each sample meal choice in 3 separate aluminium foil containers, each containing an amount enough for nibbling by 16* persons. Each lunch supplier shall also prepare separate meal samples, each of standard lunch box size, for assessment of nutritional value. Besides, 32 sets* of cutlery and water shall be needed.
* Messages to schools: If the on-site portioning mode is to be used by a prospective supplier in the future, then grains and vegetables, cooked on site accordingly, will be served fresh no doubt, and so they are not required to be offered in the tasting session. The focus of the tasting session falls on the appearance, innovativeness and taste of the dishes, and yet it is all right to ask the prospective suppliers to provide grains as supplementary food for a more realistic assessment. If grains for this purpose are required from prospective suppliers, please include such item in the list of requests above.
The estimation is on a basis of 48 assessors and therefore the amount of food in each container should be just sufficient for nibbling by 16 persons. Cutlery and water should be proportionally supplied by the invited lunch suppliers according to the number of assessors. To avoid wastage, it is not necessary for each supplier to provide cutlery and water to all assessors.

Procedures and Rules of Tasting Session
1. All the necessary materials shall reach the school at least 30 minutes before the tasting session starts. (No reheating of food items is allowed, so no alcohol or reheating equipment is needed.)
2. It is the prospective lunch suppliers’ responsibility to ensure that all items they bring in (including meal samples and their containers, food tags, cutlery, etc.) do not carry any identification; only dish names are allowed to be shown on containers.
3. Designated members of the “Monitoring Committee on Catering Affairs” will put a code on each submitted meal sample and perform careful documentation for them.
4. All submitted meal samples must conform with the food safety standard set by the Food and Environmental Hygiene Department. Hot food items must be kept at above 60 degrees Celsius. No cold food is allowed. Designated school staff (“designated” as so by the “Monitoring Committee on Catering Affairs”) will measure and record the core temperature of the meal samples upon their arrival at the school. Samples without prior approval (please see “Arrangements for the Tasting Session” above) or those which have failed the temperature test will be returned immediately to the prospective lunch suppliers and barred from entry to the tasting session area. No replacement will be accepted by the school.
5. Staff from all prospective lunch suppliers shall not remain on the school premises during the tasting session and assessment process. The school will contact them after the assessment to ask them to return to pick up their thermal containers and other equipment. The school will discard stained items or perishable without returning them to the prospective lunch suppliers.
6. Prospective lunch suppliers are not allowed to approach school staff, parents or students on the school premises or in the vicinity lest the former should interfere with the latter’s decision-making in the tasting session.
Feedbacks and suggestions
1. The above instructions are set to ensure that our school lunch supplier is chosen in an open, fair and just manner. Enquiries or suggestions about the tasting session, details and requirements of the tasting session can be discussed with our teaching staff member Mr XXX on 1234 xxxx.
2. For urgent enquiries on the day of the tasting session, lunch suppliers can approach our teaching staff member Mr XXX or the Senior School Development Officer of the respective Regional Education Office of the Education Bureau (http://www.edb.gov.hk/index.aspx?nodeID=234&langno=1).
Important Notes
Failure to comply with any of the rules and regulations regarding the tasting session stated in this document may result in disqualification. In case of disputes, the school reserves the right to make the final decision.
XXX School

Invitation for Submission of Tender for School Lunch Supply 
for 20XX-XX School Years:

Recipes of Meals for Use in Tasting Session (Template)

Important notes on meal sets to be provided for tasting 
1. Meals to be offered for tasting must meet all the following nutritional requirements:

· complying with the requirements of “good practices” as in “Nutritional Guidelines on Lunch for Students” (latest version) by the Department of Health:
· each meal choice should contain at least one serving of vegetables;
· only healthy and non-hydrogenated vegetable oils (e.g. corn oil, canola oil, olive oil and peanut oil) in limited amount are used for cooking;
· all visible animal fat and excess oil used in cooking are removed before serving;
· use more natural ingredients, herbs and spices to enhance dish flavours; and

· no dessert and confectionery is supplied.
· not containing “Strongly Discouraged Food Items”, “Limited Food Items”, juice and all other kinds of beverages except water; and

· not containing food items without the prior approval by the school.

For more examples of “Strongly Discouraged Food Items” and “Limited Food Items”, please refer to “Classification of Food Items for School Lunch” and “Nutritional Guidelines on Lunch for Students” (latest version), both issued by the Department of Health on the thematic website of the “EatSmart@school.hk” Campaign.

2. The meals are for tasting and assessment. Prospective suppliers should submit a proposal for five meal sets and send back the completed “Proposed Recipes of Meals for Use in Tasting Session (I)” by either email or fax to the school at least seven working days before the tasting session. Every meal set that meets the above nutritional requirements will be allowed to enter the tasting session, and will be awarded 2 marks for the item “capability to make healthy lunch”. Meal sets not meeting the requirements will not be allowed in the tasting session, nor will the supplier be allowed to change its menu. As the school will not communicate with prospective suppliers in any manner about the recipes of the proposed meals when assessment the recipes, there is the possibility that the school may not understand the ingredients to be used. To avoid the proposed meals being rejected by schools for such reason, prospective suppliers should list clearly in their recipes all details about the ingredients, seasonings, marinade and cooking method required for the making of the meals and sauce/gravy before such recipes are submitted.

3. In order to avoid providing food items that are not consistent with the pre-approved meal sets, prospective suppliers must submit “Recipes of Meals Approved by School for Use in Tasting Session (II)” to the school on the day of the tasting session to declare the pre-approved food ingredients to be brought to the site for tasting and assessment.

4. If prospective suppliers provide any food items not approved beforehand, or any meal sets not the same as the pre-approved ones for use on site, such suppliers will be disqualified. In case of disputes, the school shall reserve the right to make final decisions.

Examples of how to compile recipes for use in a tasting session:
	Name of meal set:
	Shredded pork with rice, sweet corn kernels, cabbage and low-fat

white sauce

	Ingredients and seasoning:
	Lean pork, onion, corn kernels, cabbage, crushed garlic, white

rice, salt, sugar and soy sauce

	Ingredients for sauce/gravy:
	(White sauce) flour, salt, pepper, low-fat milk, margarine and water

	Cooking method:
	Stir-frying, baking and boiling.


Prospective suppliers are advised to list all ingredients clearly in the recipes. The following table shows the breakdown of certain food items that are more difficult to be classified:
	Food 
	Should be shown as
	Food
	Should be shown as

	Chicken steak / chicken fillet
	Skinned chicken steak, skinned chicken fillet
	Meatball
	Home-made meatball (with all details of ingredients and seasoning, such as minced pork)



	Vegetarian

meat
	Plain vegetarian

meat
	Soup dumpling
	Home-made soup dumpling (with all details of ingredients and seasoning, such as dumpling wrappers, minced pork, shitake mushroom, etc.)



	Pork patty
	Lean pork (not ready-made pork patty)
	Soy bean stick
	Non-deep fried soy bean stick



	(Fried) gluten
	White (fried) gluten
	Barbecued pork
	Home-made barbecued pork

(with all details of ingredients and seasoning, such as lean pork)

	Hamburger steak
	Home-made hamburger steak (with all details of ingredients and seasoning, such as minced beef, onion, etc.)
	“Lion’s Head” (large pork ball)
	Home-made “lion’s head” (with all details of ingredients and seasoning, such as lean pork, eggs, etc.)




Proposed Recipes of Meals for Use in Tasting Session (I)

(to be submitted at least seven working days before the tasting session)

Meal set 1

	Name of meal set:

	

	Ingredients and seasoning:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 2

	Name of meal set:

	

	Ingredients and seasoning:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 3

	Name of meal set:

	

	Ingredients and seasoning:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 4

	Name of meal set:

	

	Ingredients and seasoning:

	

	Ingredients for sauce/gravy:
	

	Cooking method:
	


Meal set 5

	Name of meal set:
	

	Ingredients and seasoning:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Recipes of Meals Approved by School for Use in Tasting Session (II)
(to be submitted on site on the day of tasting session)

Meal set 1

	Name of meal set:

	

	Ingredients and seasonings:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 2

	Name of meal set:

	

	Ingredients and seasonings:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 3

	Name of meal set:

	

	Ingredients and seasonings:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 4

	Name of meal set:

	

	Ingredients and seasonings:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
	


Meal set 5

	Name of meal set:

	

	Ingredients and seasonings:

	

	Ingredients for sauce/gravy:

	

	Cooking method:
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