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DECIDE OVERVIEW

During this presentation, we will cover the 
following: 
• DECIDE to Succeed: An Orientation for New Managers

• Roles and Responsibilities of the School Nutrition 
Manager

• Meal Pattern and Nutritional Quality

• Ordering, Receiving, and Inventorying for School Meals

• Food Production 

• Marketing, Merchandising  and Customer Service

• Managing Employees



SCHOOL NUTRITION MANAGER

Manager: 

• directly responsible for the 
management of the day-to-day 
operations of the school nutrition 
program at the school site 

• sets the standards for the staff to 
follow and ensures the standards are 
met
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SCHOOL NUTRITION MANAGER

Decision-Making Process

• Determine the Issue

• Explain the Issue 

• Create Procedures to Address the 
Issue

• Involve Others: Who and How

• Decide to Succeed: Take Action
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MEAL PATTERN AND 
NUTRITIONAL QUALITY

Meal Pattern and Nutritional Quality 6



Lunch Activity OVS
Handout- Meal Patterns



DIETARY GUIDELINES 
FOR AMERICANS (DGAS)

Objective:  Review the Dietary Guidelines for

Americans (DGAs and their importance to child

nutrition.
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School Breakfast
OVS

Must Offer 4 Breakfast Items that include 
the 3 Breakfast Components:
Fruit (or Vegetable Substitute

Grain
Milk

Student may decline:
1 Item

Student Must Take:
At Least 3 items

One component must be fruit or vegetable 
(SY 2014-15)

School Lunch
OVS

Must offer 5 Lunch Components:
Fruit

Vegetable
Grain

Meat/Meat Alternate
Milk

Student may decline:
2 Items

Student Must Take
At Least 3 components

One component must be fruit or vegetable

OVS: Breakfast and Lunch



IS IT REIMBURSABLE?

Milk 

1 cup Milk

2 Toaster Pastries (Poptarts

2 oz. eq Grains 
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IS IT REIMBURSABLE?

Milk 

1 cup Milk

2 Juices  =  2 items

= 1 cup Fruit
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IS IT REIMBURSABLE?

Milk 

1 cup Milk

2 Toaster Pastries (Poptarts)

2 oz. eq Grains  

2 Juices

1 cup Fruit
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IS IT REIMBURSABLE?

Sausage Biscuit

2 oz. eq Grains
.8 oz eq Meat (MMA)

Milk 

1 cup Milk
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IS IT REIMBURSABLE?

Sausage Biscuit

2 oz. eq Grains
.8 oz eq Meat (MMA)

1 Juices

1 cup Fruit
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SIGNAGE REQUIREMENT

The NSLP regulation regarding signage 
requires that schools identify, near or at 
the beginning of serving lines, what 
foods constitute unit priced meals.
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SUBSTITUTIONS IN 
SCHOOL MEALS

Objective: 
Clarify the 
process for 
making 
nutritionally 
appropriate 
substitutions in 
school meals.
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LUNCH MEAL PATTERN

Meat/Meat Alternate (M/MA)

Grains (G)

Vegetables (V)

Fruits (F)

Fluid Milk



OVS Activity
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YES

Contains minimum required serving of 
3 full components (M/MA, G and V)
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YES

Contains minimum required serving of 
3 full components (M/MA, G and F)
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YES

Contains minimum required serving of 
2 full components (F and M) and 
includes ½ cup of V
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NO

Contains minimum required serving of 
3 full components (M/MA, G and M) 
but missing at least ½ cup of F or V 
(lettuce and tomato is ¼ cup)
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28

NO

Contains minimum required serving of 
3 full components (G, M/MA and M) 
but missing at least ½ cup of F or V 
(tomato sauce is ¼ cup)
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YES

Contains minimum required serving of 
3 full components (G, M/MA and V)



30

NO
Contains minimum required serving of 
2 full components (G and M/MA) but 
missing at least ½ cup of F or V 
(tomato sauce is ¼ cup)
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YES

Contains minimum required serving 
of 3 full components (V, F and M)
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YES

Contains minimum required serving of 
3 full components (G, F and M) 
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35

NO

Contains minimum required serving of 
3 full components (M/MA, G and M) 
but missing at least ½ cup of F or V
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YES

Contains minimum required serving of 
3 full components (M/MA, G and M) 
and includes ½ cup of V
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YES

Contains minimum required serving of 
2 full components (M/MA and G) and 
includes ½ cup of F
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YES

Contains minimum required serving 
of 2 full components (M/MA and G) 
and includes ½ cup of F
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YES

Contains minimum required serving of 
2 full components (M/MA and G) and 
includes ½ cup of V
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NO

Contains ½ cup of V but contains only
1 full component (F)
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NO

Contains minimum required serving of only 
2 full components (F and M)
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NO

Contains ½ cup of F and ½ cup of V but 
contains only 1 full component (M)
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YES

Contains minimum required serving of 
3 full components (M/MA, G and M) 
and includes ½ cup of F
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NO

Contains ½ cup of F but contains only
1 full component (G)
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NO

Contains only 2 full components 
(M/MA and F)
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YES

Contains minimum required serving of 
2 full components (G and M) and 
includes ½ cup of F
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YES
Contains minimum required serving of 
2 full components (G and M) and 
includes ½ cup of F
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YES

Contains minimum required serving of 
2 full components (V and M) and 
includes ½ cup of F
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NO

Contains only 2 full components (V and F)
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NO

Contains ½ cup of F but contains only
1 full component (M)
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YES

Contains minimum required serving of 
2 full components (V and G) and 
includes ½ cup of F
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YES

Contains minimum required serving of 
3 full components (G, M/MA and M) 
and includes ½ cup of V
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YES

Contains minimum required serving of 
2 full components (G and M/MA) and 
includes ½ cup of V
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NO

Contains minimum required serving of 
3 full components (G, M/MA and M) 
but missing ½ cup of F or V
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YES
Contains minimum required serving of 
3 full components (G, M/MA and M) 
and includes ½ cup of F or V
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YES

Contains minimum required serving of 
3 full components (G, M/MA and M) 
and includes ½ cup of V
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YES

Contains minimum required serving of 
2 full components (F and M) and 
includes ½ cup of V



MEAL COUNTING AND 
CLAIMING OBJECTIVE

Objective: 
Identify the 
mandatory 
procedures for 
counting and 
claiming school 
nutrition meals.
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COUNTING AND CLAIMING 
REIMBURSABLE MEALS

MEAL COUNT AND CLAIM 
PROCEDURE

Eligibility documentation
Collection procedures
Pont-of-service meal 
counts
Reports
Claim for Reimbursement
Internal controls
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ORDERING, RECEIVING, AND 
INVENTORYING FOR SCHOOL 

MEALS

MODULE 3
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OBTAINING PRODUCTS FOR 
THE SCHOOL

The movement of products used in a 
school nutrition program starts with 
the menu and includes:
Forecasting
Ordering
Receiving
Storing
Inventorying           
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FOOD PRODUCTION TOPICS
MODULE 4

• HACCP, Food Safety and Sanitation

• Weights and Measures

• Food Biosecurity

• Standardized Recipes

• Portion Control

• Production Planning and Scheduling

• Required Planning and Production Record 

• Accountability
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HACCP

A prevention-based food safety 
program designed to identify and 
prevent microbial and other 
hazards in food production.

Widely recognized as the most 
effective and appropriate approach 
for child nutrition programs.
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1. Hazard analysis
2.Critical control points (CCPs)
3.Critical limits for each CCP
4.CCP monitoring requirements
5.Corrective actions
6.Record keeping procedures
7.Verification

THE SEVEN PRINCIPLES OF 
HACCP



THE SEVEN PRINCIPLES OF 
HACCP

1. Hazard analysis
2. Critical control points (CCPs)
3. Critical limits for each CCP
4. CCP monitoring requirements
5. Corrective actions
6. Record keeping procedures
7. Verification
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HOW TO SCHEDULE 
YOUR TIME

Step 1:  Identify available time
Step 2:  Schedule essential actions
Step 3:  Schedule high-priority

activities
Step 4:  Schedule contingency time
Step 5:  Schedule discretionary 
time
Step 6:  Analyze your activities
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TWO TYPES OF HAZARDS

Hazard #1
1. Hazards specific to the preparation 
of food.  
An example would be improper 
cooking for the type of food.  These 
hazards are controlled by identifying 
Critical Control Points (CCPs) and 
implementing measures to control 
the occurrence of these hazards (time 
and temperature controls).
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HAZARD #2

Nonspecific hazards are ones that 
affect all foods.

An example would be poor personal 
hygiene.  Nonspecific hazards are 
controlled by developing and 
implementing Standard Operating 
Procedures (SOPs)
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SECTION 7: FOOD PRODUCTION

Objective:  
Complete daily Required Planning and 
Production Record to document that 
reimbursable meals are served to students 
participating in the school nutrition 
program.



WHY KEEP FOOD 
RECORDS?

1. Document menus meet meal pattern and 
nutrient standard requirements

2. Document the amount of food prepared for 
the number servings planned meets 
contribution requirements

3. Record the actual number of meals served
4. Inform the menu maker which items are 

most/least popular
5. Serve as a planning tool to prevent 

underproduction or overproduction of food 
items



PRODUCTION RECORD 
TIMELINE

Before Meals: 
Write the menu for each meal service 
offered,  planned number of portions for 
each menu item served, and food items 
planned according to contribution size 
for age/grade group.



PRODUCTION RECORD 
TIMELINE

During meals:
Record the actual number of prepared 
portions served to students, faculty, and 
in-kind.  In addition, list all extra 
portion sales for each menu offered. 



PRODUCTION RECORD 
TIMELINE

After meal: 
Record the leftover portions stored, 
leftover portions discarded, and 
comments to clarify any action that is 
not self-explanatory, such as special 
events or weather.



REQUIRED FOOD PLANNING AND 
PRODUCTION RECORD







BREAKFAST: MEAT/MEAT 
ALTERNATE

There is no Meat\Meat Alternate 
component in the Breakfast Meal 
Pattern. After 1 oz. eq. of “True Grain” 
has been offered, any meat/meat 
alternate that is offered may be credited 
towards the grain component. Any meat 
or meat alternate offered that will not 
contribute towards the grain component 
will be listed as an additional item.



Production 
Activity



FORMULA

A x B x C = D

Steps Purchase 
Unit for 50
Servings

Number 
servings 
needed 

÷
Number 
portions 
in recipe

Serving 
size 
needed

÷ Servings 
size in 
FBG

=
Quantity 
(Purchase 

Units)

Lists 8 lbs. + 
10 oz. 310 50 2 oz. 2 oz.

Change to 
Decimal

2 ÷ 2

Compute 

A x B x C 

= D

8.625 x 6.2 (factor) x 1
=

53.475
lbs.

or 53.5 
lbs.
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 We have seen an example of
“simple component contribution”,

 But what about menu items containing 
multiple food components?

 For Example: PIZZA 

 Pizza contributes to the following 
components:

 MMA  – 2 oz
 Grain – 2 oz eq
 Vegetable (Red Orange) – ⅛ Cup

COMPONENT 
CONTRIBUTION 
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Where would you get this 
information?

 Recipe card
 CN label

 Order Guide

So  .  .  . 
How would we enter Pizza

in the RED BOOK
to indicate the components

that it will contribute towards ?

COMPONENT 
CONTRIBUTION 
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PIZZA

PIZZA

PIZZA

2 OZ

⅛ C

2 OZ
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 What about John Wayne Casserole?

 Where would we get component      
contribution information?

 Recipe Card

COMPONENT 
CONTRIBUTION 
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COMPONENT 
CONTRIBUTION 
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Ground Beed             JWC

⅛ C

2 1/4 OZ
Cheese Am. Grated   JWC

Tomatoes                JWC
Onions                    JWC
Peppers                  JWC

Pizza Sheets             JWC 3/4 OZ

Jalapenos               JWC

90



 Supporting food items used during 
preparation must be recorded in the 
production record under “Additional 
Foods”.

 List condiments, and other foods that 
do not credit towards a component in 
the “Additional Foods” area at the 
bottom of  the production record. 

 Some examples:  Mayonnaise, Gelatin 
Whipped Topping, Cream of Chicken 
Soup, Pudding, Ketchup, Chocolate 
Chips, etc….

ADDITIONAL FOODS
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All items offered to students must be 
entered into the production record  -
including condiments.

Why? Because all foods affect the 
average weekly nutrient analysis.

ADDITIONAL FOODS
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 #9 Leftover portions from a prior date used this day

 #10 ‘New’  food items prepared this day
 #10a - number of portions prepared
 #10b food size = weight, pounds, cans, each

 #11 Total portions prepared = #9 + #10a

 #12 Actual number of portions served

 #13 Actual number of portions saved for future use
 (Follow your approved Food Safety Plan SOP’s)

 #14 Actual number of portions discarded

 #15 Comments – clarify actions that are not self explanatory
 Low participation – Field trips
 Weather, loss of power etc..

“The Right Side”
When Service is Complete
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ON A  POST-IT WRITE DOWN 1 
POSITIVE TRAIT THAT YOU HAVE 
OBSERVED FROM SOMEONE YOU 
HAVE WORKED WITH OR ADMIRE.

PLACE THE POST-IT ON THE FLIP 
CHART LABELED “TOOL KIT”

ACTIVITY
FILL THE TOOL BAG
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“The Right Side”
When Service is Complete
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“The Right Side”
When Service is Complete
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Let’s take a moment 
to look at some 

ingredient \ recipe 
conversion. 
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1. Determine the measure for one 
portion of the main ingredient.

2. Determine the measure of the main 
ingredient for portions to prepare.

3. Adjust measure of the main 
ingredient to the unit of package.

4. Adjust portions to prepare.

INGREDIENT \ RECIPE 
CONVERSION  STEPS
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How many ounces in pound?
• 16ozs in a pound

Number of  portions recipes make? 
Where do you find this information?

• Recipes
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Sloppy Joe on a Bun recipe yields 50 portions.

Recipe requires 8lbs 10oz of ground beef. 

Determine measure in ounces:

8lbs X 16oz = 128oz + 10oz = 138oz

Determine ounces per portion:

138  ÷ 50  =  2.76oz per portion (p/p)

Write 2.76 oz p\p on the recipe card. It will not 
change. You will need this much Ground Beef for 
each portion every time you prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2.76 oz p/p
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 270 portions.

How much Ground Beef is needed?

270 portions  X  2.76oz p/p  = 745 oz

745oz  ÷ 16oz  =  46.57lbs  =  (46 lb 9 oz) 

Conversion
Step 2
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3. Adjust measure of main ingredient to 
pack measure.

The ground beef is packed in 10 lb bags or Stick

How many bags will be required?

4 bags = 40 lbs.  Not enough.

5 bags = 50 lbs.  More than enough.

Two options:

1. Use 4 bags (40lbs) and reduce portions to prepare.

2. Use 5 bags (50lbs) and increase portions to prepare.

Manager chooses option 2.  

Conversion
Step 3
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4. Adjust portions to prepare.

50bs x 16oz = 800oz.

800oz ÷ =

289 portions can be prepared.

Planned portions is now 289. 

What is the new working factor?

289 ÷ 50 = 5.78 

5.78 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

2.76 oz per 
portion  

289 portions.
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Adjust Planned Portions to 
Prepare

28
9
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Chicken Tetrazzini recipe yields 100 portions.

Recipe requires 13 lbs and  ½ lbs of chicken. 

Determine measure in ounces:

13 ½ lbs X 16oz = 216oz 

Or

13.5 lbs X 16oz = 216oz

Determine ounces per portion:

216  ÷ 100  =  2.16oz per portion (p/p)

Write 2.16 oz p\p on the recipe card. It will not change. You will 
need this much Chicken for each portion every time you 
prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2.16 oz p/p
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 180 portions.

How much Chicken is needed?

180 portions  X  2.16oz p/p  =  389 oz

389oz  ÷ 16oz  =  24.31 lbs =  24 lbs 5 oz

Conversion
Step 2
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3. Adjust measure of main ingredient to 
pack measure.

The chicken is packed in 5 lb bags. (#17 Pilgrim)

How many bags will be required?

4 bags = 20 lbs.  Not enough.

5 bags = 25 lbs.  More than enough.

Two options:

1. Use 4 bags and reduce portions to prepare.

2. Use 5 bags and increase portions to prepare.

Manager chooses option 2.  

Conversion
Step 3
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4. Adjust portions to prepare.

25lbs x 16oz = 400oz.

400oz ÷ =

185 portions can be prepared.

Planned portions is now 185. 

What is the new working factor?

185 ÷ 100 = 1.85 

1.85 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

2.16 oz per 
portion 

185 portions.
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18
5

Adjust Planned Portions to 
Prepare

28
9

112



18525 
Lbs

185 176

Enter Actual Usage Amounts

Enter chicken production values

289 50 
Lbs

289 288
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Lets do
a few
more

conversions
for

practice!

More Conversion 
Problems
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Beefy Nachos

Spaghetti and Meat Sauce

Chili Cheese Corn Chips

Cheesy Burger Bake w\Tots

Conversions
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Beefy Nachos Grande recipe yields 50 portions.

Recipe requires 8 ½ lbs of Ground Beef.

Determine measure in ounces:

8.5 lbs X 16 oz = 136 oz 

Determine ounces per portion:

138  ÷ 50  =  2.72oz per portion (p/p)

Write 2.72 oz p\p on the recipe card. It will not 
change. You will need this much Ground Beef for 
each portion every time you prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2.72 oz
p/p
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 440 portions.

How much Ground Beef is needed?

440 portions  X  2.72oz p/p  = 1197 oz

1197 oz ÷ 16oz  =  74.81 lbs =  74lbs 13oz 

Conversion
Step 2
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3. Adjust measure of main 
ingredient to pack measure.

The ground beef is packed in 10 lb bags.

How many bags will be required?

7 bags = 70 lbs.  Not enough.

8 bags = 80 lbs.  More than enough.

Two options:

1. Use 7 bags and reduce portions to prepare.

2. Use 8 bags and increase portions to prepare.

Lets choose option 2.  

Conversion
Step 3
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4. Adjust portions to prepare.

80bs x 16oz = 1280 oz.

1280 oz ÷ =

471 portions can be prepared.

Planned portions is now 471. 

What is the new working factor?

471 ÷ 50 = 9.42 

9.42 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

2.72 oz per 
portion  

471 portions.
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Spaghetti & Meat Sauce recipe yields 100 portions.

Recipe requires 17 ½ lbs of Ground Beef.

Determine measure in ounces:

17.5lbs X 16oz = 280oz 

Determine ounces per portion:

280  ÷ 100  =  2.8oz per portion (p/p)

Write 2.8 oz p\p on the recipe card. It will not change. You 
will need this much Ground Beef for each portion every 
time you prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2.8 oz p/p
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 625 portions.

How much Ground Beef is needed?

625 portions  X  2.8oz p/p  = 1750 oz

1750 oz ÷ 16oz  =  109.38 lbs =  109lbs  6oz 

Conversion
Step 2
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3. Adjust measure of main 
ingredient to pack measure.

The ground beef is packed in 10 lb bags.

How many bags will be required?

10 bags = 100 lbs.  Not enough.

11 bags = 110 lbs.  More than enough.

Two options:

1. Use 10 bags and reduce portions to prepare.

2. Use 11 bags and increase portions to prepare.

Manager chooses option 1.  

Conversion
Step 3
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4. Adjust portions to prepare.

100lbs x 16oz = 1600 oz.

1600 oz ÷ =

571 portions can be prepared.

Planned portions is now 571.

What is the new working factor?

571 ÷ 100 = 5.7 

5.7 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

2.8 oz per portion  571 portions.
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Chili Cheese Corn Chips recipe yields 80 portions.

Recipe requires 12 lbs of Ground Beef.

Determine measure in ounces:

12 lbs X 16 oz = 192oz 

Determine ounces per portion:

192  ÷ 80  =  2.4 oz per portion (p/p)

Write 2.4 oz p\p on the recipe card. It will not change. 
You will need this much Ground Beef for each portion 
every time you prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 625 portions.

How much Ground Beef is needed?

625 portions  X  2.4oz p/p  = 1500 oz

1500 oz ÷ 16oz  =  93.75 lbs =  93 lbs 12oz 

Conversion
Step 2
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3. Adjust measure of main 
ingredient to pack measure.

The ground beef is packed in 10 lb bags.

How many bags will be required?

9 bags = 90 lbs.  Not enough.

10 bags = 100 lbs.  More than enough.

Two options:

1. Use 9 bags and reduce portions to prepare.

2. Use 10 bags and increase portions to prepare.

Lets choose option 1.  

Conversion
Step 3

129



4. Adjust portions to prepare.

90 lbs x 16oz = 1440 oz.

1440 oz ÷ =

600 portions can be prepared.

Planned portions is now 600. 

What is the new working factor?

600 ÷ 80 = 7.5. 

7.5 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

2.4 oz per portion  600 portions.
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Cheesy Burger Bake w\Tots recipe yields 40 portions.

Recipe requires 8 lbs of Ground Beef.

Determine measure in ounces:

8lbs X 16oz = 128oz 

Determine ounces per portion:

128  ÷ 40  =  3.2oz per portion (p/p)

Write 3.2 oz p\p on the recipe card. It will not change. You 
will need this much Ground Beef for each portion every 
time you prepare this recipe!!!

Conversion
Step 1

1. Determine the measure for one portion 
of the main ingredient.
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2. Determine the measure of the main 
ingredient for portions to prepare.

Planned is 535 portions.

How much Ground Beef is needed?

535 portions  X  3.2 oz p/p  = 1712 oz

1712 oz ÷ 16oz  =  107.00 lbs

Conversion
Step 2
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3. Adjust measure of main 
ingredient to pack measure.

The ground beef is packed in 10 lb bags.

How many bags will be required?

10 bags = 100 lbs.  Not enough.

11 bags = 110 lbs.  More than enough.

Two options:

1. Use 10 bags and reduce portions to prepare.

2. Use 11 bags and increase portions to prepare.

Lets choose option 1.  

Conversion
Step 3
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4. Adjust portions to prepare.

100 lbs x 16oz = 1600 oz.

1600 oz ÷ =

500 portions can be prepared.

Planned portions is now 500. 

What is the new working factor?

500 ÷ 40 = 12.5 

12.5 is the new working factor.

Multiply all ingredients by the working factor.

Conversion
Step 4

3.2 oz per portion  500 portions.
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Enter Production Data
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 Complete production records daily.
 Meals may not be reimbursed if production records are incomplete.

 Have the ‘Left Side’ completed a week in 
advance, using pencil so adjustments 

may be entered. 
 Neatness counts, but completeness will win this contest!!!

 Keep production records for 3 years         
plus current year.

 Ask their Director to review the 
production records when they visit.

 Keep Production Records on site! ! !
 Don’t take them home to work on.

Great Managers . . . . .
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Marketing, Merchandising  
and Customer Service

Module 5



MARKETING SCHOOL 
NUTRITION PROGRAMS

Objective:
Understand the importance of using 
marketing for promotion of the school 
nutrition program and creating interest 
in school meals.

13
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Marketing, Merchandising, and Customer Service



FOUR FUNDAMENTAL 
PRINCIPLES OF MARKETING

14
0

Marketing, Merchandising, and Customer Service
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• Chain of Command

• Policy: Deliberate system of principles to 
guide decisions and achieve program 
goals

MANAGING EMPLOYEES
MODULE 6



EMPLOYEE HANDBOOK

14
2

Where is your employee handbook?



Objective: Understand the principles
of keeping employees safe while at
work.

EMPLOYEE SAFETY



KITCHEN ACCIDENTS

Cuts

Burns

Falls

Back strains
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GENERAL SAFETY RULES

• Report every injury at once for first aid
• Complete all forms required by the District
• Report all unsafe conditions
• Know the safe way to do things
• Always look where you are going
• Pay attention to where you are and what is 

around
• Walk, do not run
• Wear safe, sensible clothing for your work
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PROPER LIFTING 
TECHNIQUES

1. Size up the load

1. Lift

2. Move

3. Get set and lower
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WORKPLACE SECURITY
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EMERGENCY 
PREPAREDNESS OBJECTIVE

Objective:  Define the manager’s role 
in emergency preparedness.
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PURPOSES OF 
COMMUNICATION

To inform

To instruct

To persuade

To entertain

To stimulate to action
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BARRIERS TO 
COMMUNICATION

Prejudice
Emotion
Language
Attitude
Distraction
Noise
Personality

15
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CONFLICT RESOLUTION
OBJECTIVE: IDENTIFY TECHNIQUES FOR 

RESOLVING CONFLICT IN THE WORKPLACE.

15
1



DEALING WITH 
DIFFICULT EMPLOYEES

As a manager, the following behaviors 
will assist you in dealing with difficult 
employees.
•Listen.
•Be patient.
•Stay calm-do not get angry.
•Be confident.
•Avoid arguing.
•Don’t blame—problem solve.

15
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COMPONENTS OF 
COMPASSION

1. Respect and Caring: caring, respect, and empathy 
toward others.

2. Empathy: an understanding of the emotional state of 
another.

3. Committed Caring: willingness to act on your 
compassionate feelings.

4. Benefitting Other: being benevolent without any 
thought of gain.

15
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BASIC PERFORMANCE STANDARDS
• Reports to work on time and is rarely absent.
• Carries out responsibilities without being 

reminded.
• Completes assigned work on time.
• Participates in problem solving.
• Cooperates in emergency situations.
• Views work seriously and strives for good results.
• Cooperates to achieve work-related goals.
• Rating should be based on specifics that are 

measurable.

15
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Evaluating Employee 
Performance



GENERAL SESSIONS

• Laboratory

• Weights and Measures
• Portion Control 

• Feeding Children with Special  Needs



QUESTIONS/CONTACT INFO

Office of Child Nutrition
601.576.4955
Mary Burks
mburks@mdek12.org



The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, 
employees, and applicants for employment on the bases of race, color, national origin, age, 
disability, sex, gender identity, religion, reprisal and, where applicable, political beliefs, 
marital status, familial or parental status, sexual orientation, or all or part of an 
individual's income is derived from any public assistance program, or protected genetic 
information in employment or in any program or activity conducted or funded by the 
Department. (Not all prohibited bases will apply to all programs and/or employment 
activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA 
Program Discrimination Complaint Form, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or 
call (866) 632-9992 to request the form. You may also write a letter containing all of the 
information requested in the form. Send your completed complaint form or letter to us by 
mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or 
email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to file either 
an EEO or program complaint please contact USDA through the Federal Relay Service at 
(800) 877-8339 or (800) 845-6136 (in Spanish).

USDA is an equal opportunity provider and employer.

FNS NON DISCRIMINATION 
STATEMENT

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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