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Local School Wellness Policy Meeting Facilitation Toolkit
Local wellness policies reflect a school district’s commitment to student wellbeing.
[bookmark: _Int_J6S5iQkh]This toolkit contains guides and tools to move through the process of updating a local school wellness policy. A local school wellness policy (wellness policy) is a federally required document that outlines a school district’s policies and practices that promote health and wellbeing. 
This resource is designed for community champions who want to update their school district’s wellness policy and is informed by supporting school districts across the state of Michigan. It provides guidance for meeting planning, checklists for ensuring progress, and prompts to engage your team. Using these tools can help make your team more confident and effective as you complete your local wellness policy review or update.
For more information on local school wellness policy, use the School Wellness Policy Guide to find tips to get started, practical examples, and reliable resources. 



Local School Wellness Policy Review Process Guide
This guide walks champions through revising and updating their local school wellness policy by using the Wellness School Assessment Tool (WellSAT). It serves as an overview and brief steps for completing a review or triennial assessment.
The WellSAT tool uses a scoring system to assess the policies and practices in a district. It allows users to compare scores from past years. 
[bookmark: _Int_ktQnY2M9]Note that the score is not a grade – it is simply a way to measure the strength and comprehensiveness of district wellness policies and practices. It is a great way to track strengths, weaknesses, and improvements over time. 
Follow these steps to complete the review process:
1. Locate current wellness policy and review guide
· Wellness policies are typically posted to the district's website. They may be under nutrition services, board documents, or transparency reporting. Ask school leadership or find more tips at WellSAT’s video library. 
Read the School Wellness Policy steps.
· For more information, learn about local wellness policies and complete Michigan Department of Education (MDE) Local Wellness Plan training.
2. Form a new or engage an existing wellness committee
· If it exists, set up a meeting and consider inviting other key people.
· If it is new, recruit staff, parents, community, and/or students using sharable Local School Wellness Policy Outreach Toolkit resources.
3. Schedule at least two future meetings
[bookmark: _Int_UGVMYngN]Ideally, 3-4 meetings are scheduled to complete the triennial assessment. Years without a due date will likely require fewer meetings. 
The initial meeting will walk staff through an overview of the process.
4. Complete and review WellSAT Policy Assessment
· WellSAT Policy evaluates ONLY the written text of the current district policy.
· The committee should do this to include multiple perspectives in person or remotely. All questions should be assigned a score. The WellSAT uses a policy rating system of 0-2:
· 0 – not included or mentioned in text.
· 1 – weak statement (vague, unclear, has loopholes, is a goal or suggestion).
· 2 – meets or exceeds expectations (strong language, concrete plans).
· To save time, the committee may score the policy individually and bring scores to the next meeting. Review the scorecard as a team to ensure agreement.
5. Complete and review WellSAT Practice Assessment
· WellSAT Practice evaluates ONLY how wellness practices are implemented in the district. It appears after the WellSAT Policy assessment is complete.
· You will need to interview specific staff – this can be done as a full group or assigned to individuals for completion. All questions should be assigned a score. The WellSAT uses a practice rating system of 0-2:
· 0 – not currently a district practice.
· 1 – the practice is partially implemented.
· 2 – the practice is fully implemented. 
· Review scores as a team to ensure agreement.
6. Complete and review the Triennial Assessment
· The Triennial Assessment will appear after completion of both the WellSAT Policy and Practice. 
· Review the scorecard for results that identify potential change areas: strengths, practice improvement, policy updates, and growth opportunities.
· Respond to short-answer prompts in the Triennial Assessment WellSAT section to create a narrative by using the scorecard results and plan for next steps. 
7. Revise and Share Policy
· Identify priorities and improve policy language and/or address low scoring sections
· Focus on 1-3 updates or use a model local wellness policy to guide changes. Consider adding missing federal requirements or strengthening language in areas the district is already demonstrating strong practices. 
· Make changes to be presented to the school board or superintendent and shared publicly.
· Request that the district’s website administrator posts the triennial assessment report on your district website where anyone can access it. It is recommended to post the entire PDF of your Triennial Assessment Report. 
· Federal rules require that the report be shared publicly, and this is above minimum requirements. 
8. Implement Actions
· Use SMART goals and action planning to support policy changes.
· Your state department of education may have resources available to help walk you through action planning. Michigan's Triennial Assessment Template Plan and Minnesota's Triennial Assessment Template School Wellness Policy are both strong templates. 
9. Repeat WellSAT Policy and Practice
· Complete a reassessment 6-8 weeks after the policy revision using WellSAT for categories with changes made. This includes changes adopted and implemented. 
· This should result in improved scores and an accurate starting point for the next review.


Local School Wellness Policy Review Checklist
Use this checklist to help plan the progress steps of your update. Each step corresponds to the Local School Wellness Policy Review Process Guide’s steps.

	Review Steps
	Notes
	Due Date
	Complete ✅

	1. Locate current wellness policy and review guide
	
	
	

	2. Form a wellness committee (or engage existing)
	
	
	

	3. Schedule at least two meetings
	
	
	

	4. Complete and review WellSAT Policy Assessment
	
	
	

	5. Complete and review WellSAT Practice Assessment
	
	
	

	6. Review Triennial Assessment
	
	
	

	7. Revise and Share Policy
	
	
	

	8. Implement Actions
	
	
	

	9. Repeat WellSAT Policy and Practice
	
	
	


Local School Wellness Policy Review Suggested Calendar for Triennial Assessments
[bookmark: _Int_VZMKTZ66]Use the suggested meeting calendar below to help plan your wellness committee meetings. In the years your triennial assessment is due, you will likely have more topics to address and require additional meetings. 
We suggest at least four meetings to complete the work. Each meeting should be scheduled for a minimum of 1 hour. Some sections may involve outside of meeting work to meet deadlines. 
This guide is meant to assist in keeping the team on track, developing agendas, and giving your team a realistic timeline of what to expect. Use it with the Local School Wellness Policy Review Checklist to move toward your goal of completing a local wellness policy update. 
Suggested School Year Meeting Schedule and Topics
Meeting 1: September – October
Locate current wellness policy and review the guide.
[bookmark: _Int_U3T3lfkf]Form a wellness committee (or engage an existing committee).
Schedule at least two (2) meetings during the school year.
Meeting 2: November – December
Complete and review the WellSAT Policy assessment.
If time allows, complete and review the WellSAT Practice assessment.
Note – combine meetings 2 and 3 if needed for time constraints.
Meeting 3: February
Finish the WellSAT Practice.
· Complete and review the Triennial Assessment.
· Use WellSAT Triennial Assessment tool.
· Review state requirements and tools.
· Revise the policy by identifying priorities.
Meeting 4: April-May
Wrap up any remaining revisions or WellSAT tasks.
· Plan to update the school board and request revisions.
· Update the district website and publicly share the wellness policy.
Implement actions to support policy.
Schedule at least two meetings for next year.
Plan to repeat this process every 3 years.

Local School Wellness Policy Review Suggested Calendar for Maintenance
In the years between the triennial assessment, it is important to maintain a wellness committee and continue to monitor how the local wellness policy is practiced in the school district. This suggested meeting calendar is meant to assist in keeping the team on track, developing agendas, and giving your team a realistic timeline of what to expect as you move towards your goal of completing a local wellness policy update.
Staying up to date helps make the process easier in future years. It also helps identify strengths and weaknesses that need to be addressed between triennial assessments. 
While a full review may be completed, it is only required once every three (3) years. Meetings during the maintenance period may be combined with other school health and wellness meetings. 
We suggest at least four meetings to complete the work. Each meeting should be scheduled for a minimum of 1 hour. 
Suggested School Year Meeting Schedule
Meeting 1: September – October
Invite existing or potential members to participate in the wellness committee.
Review the updated wellness policy and any changes made.
Review triennial assessment plan and action steps planned for the school year.
Identify leaders responsible for action plans and implementations.
Schedule at least one other meeting for the school year.
Meeting 2: May – June
Update the progress of triennial assessment goals and actions.
Note areas for potential change, successes, and areas for growth.
Confirm Triennial assessment due date.
If possible, schedule a tentative timeline for next year’s meetings.

Turning Assessment into Action
Use the questions below to help guide conversations with your district team once you have completed the WellSAT assessments. 
The last meeting of the year is an ideal time to reflect on the experience and prepare for the next steps. It is helpful to have a champion or team member lead a conversation with the group. Take notes and document them to prepare for action.
1. Start with Strengths & Observations
What stood out to you from the WellSAT results?
What is already going well in the district?
What are you most proud of?
Did anything surprise you?
2. Explore Needs & Opportunities
Where do you see room for improvement or growth?
Are there any patterns or gaps that seem important to address?
What would make the biggest difference for your staff/students/parents/community members?
3. Connect Data to Goals
How do the WellSAT scorecard results align with your existing goals or priorities?
What changes have you already been thinking about?
Is there anything in the data that supports the direction you have been considering?
4. Prioritize & Focus
Of the areas we identified to be strengthened, which feel most doable right now?
[bookmark: _Int_7JeLjJL4][bookmark: _Int_yzq4bgUw]What is one small change that could have a big impact?
Which area would you like to explore further first?
5. Build Momentum 
Who else should be part of this conversation? 
Are there current practices or systems we could build on? 
How can I support you in the next steps?
6. Prepare for Action 
What is a realistic first step we could take? 
[bookmark: _Int_CXG8nsyb]What might get in the way, and how can we plan for that? 
Who could draft an action plan? 
Helpful resources:
Compare and Summarize Your WellSAT Scores Video 
WellSAT Triennial Assessment Guide 
Michigan Department of Education Local School Wellness Policy

Sample Reflection Using the WellSAT 
The last step of the WellSAT process is to determine the next steps. This practice walks through what to expect and helpful questions to facilitate your own reflection.
When the WellSAT Practice assessment is completed, a scorecard (below) is generated that compares the score given for the Policy with the Practice.
[image: An example of the WellSAT Triennial Assessment scorecard. It shows the Federal Requirement standard questions, the policy score, practice score, and the outcome.]
The scorecard also shows icons to categorize the scored statements into different outcomes of how they might fit into your updates. These are:
[image: A star symbol represents Strong Policies and Aligned Practices]  Strong Policies and Aligned Practices: The policy wording is strong and the practiced fully.
[bookmark: _Int_ezSrNTJN][image: A symbol of three hands piled on top of one another shaped in a triangle represents Create Practice Implementation Plan]  Create Practice Implementation Plan: A policy exists, but practice is limited or absent.
[image: A symbol of an open notebook with a pencil on it represents Update Polices]  Update Policies: A practice is implemented, but a related policy is weak or does not exist. 
  Opportunities for Growth: A topic is not addressed in the current policy or practice or has limited attention. 
The WellSAT Triennial Assessment Scorecard also uses these icons. While reviewing the scorecards, take time to reflect on the process and possible next steps with these prompts:

1. Reflect on strengths: What is going well?
Where do you see scores of two? What do you feel confident about?
Strong Policies and Aligned Practices are good examples of this.
2. Explore goals or challenges: Where do you see room for growth?
Where do you see scores of 0 or 1? What concerns do you have?
Review Opportunities for Growth and other sections for potential ideas.
3. Connect data to opportunity: How might these results align with your existing goals or priorities?
4. Co-create an action plan: Of the areas we identified, which feel most doable right now?
5. Decide next steps. Consider using SMART goals and determine the following:
Person responsible
Timeline
Resources and support needed

To contact an expert in your area, visit extension.msu.edu/experts.
Michigan State University Extension programs and materials are open to all without regard to race, color, national origin, gender, gender identity, religion, age, height, weight, disability, political beliefs, sexual orientation, marital status, family status or veteran status. Issued in furtherance of MSU Extension work, acts of May 8 and June 30, 1914, in cooperation with the U.S. Department of Agriculture. Quentin Tyler, Director, MSU Extension, East Lansing, MI 48824. This information is for educational purposes only. Reference to commercial products or trade names does not imply endorsement by MSU Extension or bias against those not mentioned.
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Section 1. Federal Requirements
FR1 Does the district have specific goals for nutrition education designed to promote student wellness? 2 1

Do your National School Lunch Program meals (and, if applicable, School Breakfast Program meals)
FR2 meet all federal standards for meal patterns, nutrient levels, and calorie requirements for the grade 2 2
levels served?

RS Does your school take steps to protect the privacy of students who qualify for free or reduced-price o o
meals?
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