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The vision of the NFSMI is to be the leader in providing education, research, and resources to
promote excellence in Child Nutrition Programs.

Programs and Services

Professional staff development opportunities and technical assistance to facilitate the management
and operation of Child Nutrition Programs are provided through:

Educational References and Materials
Information Services

Workshops and Seminars

* & o

Teleconferences and Satellite Seminars

¢ Applied Research

Administrative Offices

Education Division Applied Research Division
The University of Mississippi The University of Southern Mississippi
P.O. Drawer 188 Box 10077
University, MS 38677-0188 Hattiesburg, MS 39406-0077
Phone: 800-321-3054 Phone: 601-266-5773

http://www.nfsmi.org



TABLE OF CONTENTS

Prefate . .. e 1
EXECULIVE SUMIMIANY . . oottt e e e e e e e e e e 2
IMErOAUCHION . . . .t e e e e 5
MENOO . .. 6
RESUIS . . . e 7
RECOMMIENAALiONS . ...t e 14
RE B ENCES . . . ot e 15
APPENAIX .ot 16

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE



Unique Competencies, Knowledgeand Skills 1

PREFACE

The purpose of this project was to identify the competencies, knowledge, and skills unique to the
responsbilities of school nutrition directors/supervisors. The god was to provide data to guide the
development of educationa modules to assst both new and experienced directors/supervisors, thus
avoiding the duplication of existing resources and complementing available materids.

This research project was conducted by Dr. Evelina Cross, NFSMI Scholar, and Dr. Mary Kay Meyer.

Martha Conklin, PhD, RD Jane Logan, PhD
Applied Research Director Executive Director

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE
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IDENTIFICATION OF THE COMPETENCIES, KNOWLEDGE, AND SKILLS
UNIQUE TO SCHOOL NUTRITION PROGRAMS

EXECUTIVE SUMMARY

The purpose of this project was to identify the competencies, knowledge, and skills unique to the
responsbilities of school nutrition directors/supervisors. The god was to provide datato guide the
development of educational modules to assist both new and experienced directors/ supervisors, to
avoid duplicating existing resources, and to complement available materids.

METHODS

A Task Force composed of 24 educators and school nutrition practitioners was convened in Atlanta,
Georgia, November 19-21, 1999. The participants were selected based on their expertise,

experience, geographic location, and type of ingtitution in which they worked. Attendeesincluded
representatives from two-year nutrition/dietetics degree-granting indtitutions, four-year nutrition/dietetics
degree-granting indtitutions, hospitdity programs, and school nutrition program practitioners.

Participants were provided a copy of the Competencies, Knowledge, and Skills of Effective District
School Nutrition Directors/Supervisors, developed and published by the NFSMI, to use as the
foundation for their deliberations. Four groups, each composed of a member from a two-year degree-
granting ingtitution, a four-year degree-granting indtitution, a hospitaity program, and a school nutrition
program, examined an assigned number of functiona areas identified in the document. Each group
reached a consensus on the competencies, knowledge, and skills associated with each functional area
that they considered unique to school nutrition programs. The group agreed upon alist of educationd
modules that they felt should be formulated and placed them in priority order for devel opment.
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RESULTS

For the following functiona areas no unique skills were identified: service, sanitation and safety, food
production, nutrition and menu planning, research and development, environmenta management, and
marketing. Skillsuniqueto school nutrition programswereidentified for theareas of financid managemen,
procurement, program accountability, generd management, personne management, facility layout and
design and equipment sdlection, professiond development, and nutrition education.

The rank order for educationa module development identified by the group is asfollows:

The child as the customer

Overdl orientation or introduction to school nutrition programs
Palitics of school nutrition programs

Profile of agtar

Business modding skills

Catering and food factories

Marketing principles, interna and externa

Negotiating skills

O N O WN P

The group identified the following issues that may impact the future of school food service:

The name “Child Nutrition Program” may not accurately reflect the scope of associated
respongbilities.

Therole of Child Nutrition Program adminigiration will change asdriven by environmenta factors
in the new millennium.

Children will spend up to 12 hours per day outsde the home. Many children will not eat any
mesals a home during the week.

Child Nutrition Programs are being asked to provide more home meadl replacements.

There will be greater regulation and accountability for programs.

Greater knowledge and application of multi-cultural populations will be required both for
employees and customers.

There will be more emphasi s on vulnerable populations such asthe elderly, those under five years
of age, those with dlergies, dietary restrictions, and damaged immune systems.

Adminigtrators will be required to maintain knowledge of current scientific issues such as trans-
fatty acids, sugar-free products, biotechnology, irradiation, food safety issues, etc.
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SUMMARY

The competencies, knowledge, and skills unique to school nutrition administrators and trends that will
impact future administration were identified. Eight educationa modules were designated asimportant for
prompt development and the rank order of development specified. Thefuturedirection for thisproject was
summarized in the following recommendations.

® The Education Divison of the NFSMI should develop educational modules based on the
recommended rankings of the Task Force. The modules are to be used by two-year and four-
year schoolsaswdl asfor training food service professonasdesiring to changetheir career focus.

® Additiona research should be conducted to update the Competencies, Knowledge, and Skills
of Effective District School Nutrition Directors/Supervisor sto meet the challenges of the new
millennium.

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE



Unique Competencies, Knowledgeand Skills 5

IDENTIFICATION OF THE COMPETENCIES, KNOWLEDGE, AND SKILLS
UNIQUE TO SCHOOL NUTRITION PROGRAMS

INTRODUCTION

Quadified employees are the keys to effective Child Nutrition Programs (CNP). The competency and
motivation of school nutrition personne are important factors for effective production and service of
nutritious meals that are well accepted by children. School nutrition personne play akey rolein
increasing acceptance of school nutrition programs by students (Bowen, Vaden & Newell, 1982). This
is particularly true of management positions because didtrict school nutrition directors/supervisors are
the leaders who create the CNP vison asintegrd partnersin the education of children. The Nationd
Food Service Management Ingtitute (NFSMI) recognized the importance of human resource
development to CNP by conducting multiphased research to determine the competencies, knowledge,
and skills required of effective district school nutrition directors supervisors.

The Applied Research Divison (ARD) of the NFSMI conducted the research in two distinct phases.
The first was anationd survey to determine important job responsibilities and how frequently district
school nutrition directors/supervisors performed these activities. The NFSMI research staff used thislist
of job responghilities as the basis for the second phase of the project, developing and vaidating
knowledge and skill statements.

This research resulted in the identification of 16 functional areas of expertise needed by school nutrition
directors/supervisors. The competencies associated with each functiona area were specified. The
knowledge and skills required for mastery of each competency were ddlineated for both entry and
beyond entry levels. Thisinformation is essentia to the development of curriculum materias for basic
and continuing professiona education for school nutrition directors/'supervisors.

PURPOSE OF THE PROJECT

The purpose of the project wasto identify the competencies, knowledge, and skills unique to the
responsbilities of school nutrition directors/supervisors. The god isto provide deta to guide the
development of educationd modulesto assst both new and experienced directors/supervisors, avoid
duplicating exigting resources, and to complement available materids.
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METHOD
Participants

A Task Force composed of 24 educators and school nutrition practitioners, the NFSMI Executive
Director, an ARD gtaff member, and the NFSMI Scholar was convened in Atlanta, Georgia, on
November 19-21, 1999. The participants were selected based on their expertise, experience,
geographic location, and type of ingtitution in which they worked. The participant list is attached.

Attendees included representatives from two-year nutritiorv/dietetic degree-granting inditutions, four-
year nutrition/dietetic degree-granting ingtitutions, hospitality programs, and school nutrition program
practitioners. In addition, some participants represented multiple dimensions such as an indructor in a
culinary program, an Academic Ambassador for the Nationd Restaurant Association, an NFSMI staff
member, aformer State Director of CNP, and members of The American Dietetic Association School
Nutrition Practice Group.

Participant Preparation

Prior to attending the Task Force, each participant was mailed materiasto review. These consisted of
acopy of the Competencies, Knowledge, and Skills of Effective District School Nutrition
Directors/Supervisors, developed and published by the NFSMI, and an ingtruction sheet suggesting
that the participants familiarize themsdves with the contents of this document. Thiswould dlow them to
begin making decisons as to the competencies, knowledge, and skills they considered unique to CNP.

The participants were advised that they would work in groups during the Task Force meeting to
examine the document in depth and through discussions reach a consensus on those the groups
consdered digtinct to CNP. Participants were asked to consder the following three questions to clarify
and guide their decision process.

e |sthe knowledge or sill unique and gpplicable to school nutrition operations only?

® |sthisknowledge or skill taught in dready existing, traditiona educational settings so that it can
be applied to any food service operdations, i.e,, hospita, nursng home, business and indudiry,
hospitdity, etc.?

® |f you read the statement omitting the words, school, school food service, or CNP, is the
knowledge or skill dso required for directors/supervisors across the spectrum of food service
operations?
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Task Force Process

Friday night the group met for dinner and to become acquainted with other participants. Dr. Jane
Logan welcomed the group and presented an overview of the NFSMI and its work. Participants
introduced themsdlves and briefly described their background. Dr. Mary Kay Meyer explained the
Task Force Objectives.

The following morning, the Task Force met to begin work. Instructions, group composition, and group
work assgnments were furnished. Four groups were identified with each including membersfrom a
two-year nutrition/dietetic degree-granting ingtitution, a four-year nutrition/dietetic degree-granting
ingtitution, a hospitality program, and a school nutrition program.

Each group was assigned a number of functional areas to examine and reach a consensus on the
associated competencies, knowledge, and skills specific to school nutrition programs. Group results
were recorded on flip charts and presented to the group for discussion at the completion of both the
morning and afternoon sessions.

The second morning, the group reviewed the results as awhole. Participants identified the two
concepts they considered the most important for prompt development into educational modules. A
discussion of the most effective methods'mediato present the educationd moduleswas held. The Task
Force concluded with a summary of the results of the groups ddliberations.

RESULTS

Competencies, Knowledge, and Skills Unique to School Nutrition Directors/Supervisors

For the following functiond areas, no unique skills were identified: service, sanitation and safety, food
production, nutrition and menu planning, research and development, environmental management, and
marketing.

Unique skills were identified in eight of the functiona arees. They are asfollows.
Functiond Area 3. Financid Management

® Sets performance standards for sound financial management.

® Ensures the accountability system used in the CNP is reliable and provides accurate data on a
timely basis.

® Develops draegiesto achieve financid accountability.

® Projects revenue sources and expenditures for both present and future enrollment needs.

® Edablishes a revenue dructure in dl med categories that follow didtrict, sate, and federd
guiddines.

® Edablishesinventory policy and monitors for compliance.
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Knowsadll federd, state, and local requirementsfor maintaining accurate and gppropriate records.
Knows procedures for preparing accurate reportsin atimely manner.

Knows approved methods for maintaining operationa procedures.

Knows CNP audit requirements.

Deveops asmplified system to maintain appropriate food service records to meet local, state,
and federd guiddines.

Provides written procedures for collecting, depositing, and gpproving disbursement of money.
Establishes an effective system for maintaining records and preparing reports according to locd,
date, and federd guiddines.

Establishes and reviews al med count and cash handling procedures.

Functiond Area5: Procurement

Knows federd, state, and local purchasing regulations, policies and procedures.

Knows laws and regulations which safeguard the food supply and their gpplication to the
procurement of food for the CNP.

Knows purchasing systems available to meet procurement needs.

Functiond Area 6: Program Accountability

Ensures CNP compliance with al federa, state, and locd laws, regulations, and policies.
Knows the importance of nutritiona, financia, and regulatory accountability to the integrity of
CNP.

Knows importance of compliance with al governing laws and regulations to prevent pendties.
K nowsimportance of following written procedures and criterianecessary for documentation and
monitoring of al phases of the school digtrict’s CNP.

Maintains a detailed description of free/reduced price med digibility approva process.

Ensures dl gpplications for med benefits are correctly approved in atimely manner and rosters
updated as changes occur.

Completes the verification process for med benefits according to USDA requirements.
Establishes and maintains a written procedure for an accurate meal count of reimbursable medls
at the point of service.

Ensures dl school meals are planned and served in accordance with current federa  regulations
and nutrition objectives.

Knows federd, state, and locd regulaions and guideines, including policies and agreements,
regarding schools CNP.

Develops procedures and forms to maintain accurate and gppropriate records that comply
with locd, sate, and federa regulations.

Develops a comprehensive internd audit/evduation system for reviewing dl aspects of the
program.

Develops a support system with dl agencies concerned with CNP.
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Functiond Area 8. Genera Management

Restructures CNP when appropriate to accommodate educationa changesand to meet the needs
of customers.

Knows importance of involving the loca board of education in CNP policy development.
Knows strategic planning process.

Knows the school digtrict’s mission statement and how it relates to CNP as a part of the tota
education program.

Knows communication channels for maintaining inter-departmental and intra-departmenta
relations.

Involves the CNP personnel with the development of a misson statement and strategic plan for
the CNP conggtent with the didirict’s misson statement.

Develops short- and long-range gods that identify priorities of the school’s CNP.

Encourages CNP personnel to beincluded in generd staff meetings at school Sites.

Interprets school board philosophy and policies to CNP.

Knows verba and nonverba communication techniques.

Knows methods of effective written and speaking communication.

Knows importance of communicating program information to al concerned with CNP.

Knows techniques that facilitate cooperative interactions with others.

Continues to update and sharpen written and oral communication skills.

Ligtens to concerns of personnd and assstsin problem solving and employee conflict.

Knows organizationd channels of communication.

Provides in-service training to CNP personnel enabling them to proactively communicate
information about the CNP.

Communicates with school administration about needs and accomplishments of district CNP.

Functional Area 9: Personnd Management

Knows references for laws and regulations relative to personne practices.

Functiond Area 10: Facility Layout and Design and Equipment Selection

Knows importance of designing facilitiesfor speed of service, multiuse, maximum efficiency, and
customer satisfaction.

Functiond Area 15: Professona Development

Knows the relationship of public policy asit relatesto CNP.

Functiona Area 16: Nutrition Education

Knows basic principles of nutrition as applied to developmenta needs of children.
Knowsimportance of CNP personnd serving asmembersof the nutrition/health teamsthat design
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and implement nutrition education programs.

Knows educationa gods of federaly funded nutrition education programs.

K nows importance of including school nutrition services and nutrition education as a component
of the comprehensive school health education program (move to entry leve).

Knows importance of reinforcing classroom learning and the use of the cafeteria as a learning
laboratory.

Knows principles of integrating nutrition education into the existing school curriculum.

Forms partners with the education community to support an integrated gpproach to  education
and nutrition needs.

Provides support and leadership for the development of a comprehensive nutrition curriculum,
K-12.

Furnishes CNP expertise to the nutrition/hedlth team in designing and implementing nutrition
education programs.

Works with schoal officiads and board of education to establish a district policy on sde and
service of foods outside the CNP.

Provides nutrition education programsand directsin-servicetraining on nutrition education topics
for adminigtrators, teachers, and other staff members.

Consultswith appropriate school officias about providing nutrition education guiddinesto children
with specid dietary problems.

Involves CNP personnel as partners in classroom nutrition education activities.

Monitors school digtrict’s progress toward nutrition/health education goas.

Provides teachers with sources of nutrition education materias that can be provided

by the CNP and are congstent with curriculum objectives.

Promotes nutrition education by providing information about menu items and snacks served in
school.

Provides educationd activities that help customers develop the behaviord and decison-making
skills needed for making hedlthful food choices.

Develops and digtributes resource listings of nutrition education materiads to teachers, students,
and parents.

Serves as aresource to ingructiond staff and CNP personnd for nutrition education activities.
Designs projects for the CNP that create opportunities to reinforce classroom instruction.
Coordinates the school menu and delivery of medls with nutrition education activities in the
classroom.

Provides customers with accurate nutrition information and education concerning hedth issues
related to eating habits (e.g., weight problems, eating disorders, etc.).

Develops educationa experiences that teach children about school meds contribution to their
hedth.

Encourages nutrition advisory councils and other student groups to become active  participants
in suggesting nutrition education objectives.

Workswithingructiona staff to develop asystem for evauating education materialsand activities
for various age/devel opmentd levels of children.

Evauates effectiveness of nutrition education materials on changing customer behavior.
Communicates effectively with administrators, teachers, other school personndl, parents, sudents,
and the community about nutrition education.
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During the discusson of the unique skills, severd groups identified skills they felt should be included due
to the changing nature of child nutrition. As a result, the group recommended the Competencies,
Knowledge, and Skills of Effective District School Nutrition Directors/Supervisors be updated to
reflect changesin the profession.

Educationa Modules

The following is alist of the educational modules recommended by the four work groups for prompt
development. Individud voting identified the top four topics.

Group 1
1. Partnerships-Helping Hands

networking and teams

public/private sector

liaison with other agencies

directories listing web sites of other agencies for training and resources

Mode: print materials with case sudies
2. Negotiating SkillsWho and How
e influence vishility/expertise
® generd waysto befirm
® non-verba communication; body language

Mode: video with interactive role play or case sudies. Possible annua workshops.

3. Commodities-All Inclusve

Group 2
1. Undergtanding USDA

® regulations

e med planning

® accountability systems

® politics of commodities
2. Profileof aStar

o what makes a CNP director
® expert to shareholders

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE



Unique Competencies, Knowledgeand Skills 12

3. Catering and Food Factories

® asprofit centers
® home med replacement

4. The Child as the Customer

e fadlity desgn

e flavor preferences

® psychology of age groups
5. Designing a Management Culture
6. Ethics
7. Legal Issues

® contracts

e vendor relationships

® [abor
8. Interpersond Skills
9. Busness Modding Skills

® |ageversussndl didricts
® director versus staff

® methods of educationd ddivery

Group 3

1. Overdl Orientation or Introduction to School Nutrition Programs

® philosophy (include avideo)
2. Part |

® menu planning
® purchasing

3. Partll

® marketing principles, internal and externd customers (1)
® evduaing information sources for accuracy and reiability
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e rdating marketing to service
® deveoping presentations for school officids, teachers, community leaders, etc.

4. Part Il

e financid management/computer software available
® avallability of resourceswhereto look

Group 4

1. Politicsof School Nutrition Programs
e working with other departments
® rdaionshipswith schools
® school board relations
® community reaions
® negotiation

2. Diversty

3. Sarvice Management

4. Professond Deveopment

® philosophy
® organizationd design
® assessment and evaluation
5. Facility Layout and Design
® equipment, also aesthetics
6. Applications of Smple Research Techniques (Problem Solving)

7. Environmentd 1ssues

Rankings by the Group of Education Modules to be Devel oped

The child as the customer

Overdl orientation or introduction to school nutrition programs
Politics of school nutrition programs

Profile of agtar

Busness modding skills

Catering and food factories

Ok wdPRE
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7. Marketing principles, internd and externd
8. Negotiating skills (who and how)

Trends and Issues for the Future That Will Impact Child Nutrition Programs

Does the name “Child Nutrition Program” accurately reflect the scope of the responsihilities of
the directors/supervisors of today? Does the name need to be changed?

Changing role of CNP adminigration driven by environmentd factors in the new millennium
(water, ar qudity, noise, trash, socid environment, edting environment, accesshility,
sarvice/nutrition, security and safety, insects and vermin, lighting, seeting, HVAC, aesthetics).
Children spend up to 12 hours per day outsde home and many do not eat any meals a home
during the week.

Child Nutrition Programs are being asked to provide more home meal replacements (snack
programs, after school care, breakfast program, summer feeding, and child care centers).
Grester regulation and accountability for programs.

Greater knowledge and application of multi-cultura population will be required (employesesand
customers).

More emphasis on vulnerable populations (less than five-years of age, dlergies, dietary
restrictions, damaged immune systems).

Must maintain knowledge of current scientific issues (trans-fatty acids, sugar-free products,
biotechnology, irradiation, food safety, etc.).

Recommendations

The Education Divison of the NFSMI should develop educationd modules based on the
recommended ranking of thetask force. Themodulesare to be used by two-year and four-year
schools, aswell asfor training food service professonds desiring to change their career focus.

Additiona research should be conducted on Competencies, Knowledge, and Skills of Effective
Didtrict School Nutrition Directors/Supervisors to update for the chdlenges of the new
millennium.
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Tampa, FL 33606-2009

(813) 272-4552

Fax (813) 272-4073
<cathy.reed@sdhc.k12.fl.us>

Marilyn Laskowski-Sachnoff
Middlesex County College
2600 Woodbridge Ave

P.O. Box 3050

Edison, NJ 08818-3050
(732) 906-2538

Fax (732) 906-7745
<mlsachnoff @aol.com>

Clare Schmelzer

Program Director

Hogpitdity Management & Tourism
Dept. of Nutrition & Food Science
120 Erikson Hall

Lexington, KY 40506-0050

(606) 257-4965

Fax (606) 257-1275
<cds@pop.uky.edu>

Micheel Zema

Dept. Hospitdity & Culinary Arts
Elgin Community College

4N527 Old Quarry Rd

St Charles, 11l 60174

(847) 697-1000 x 7461

Fax (847) 377-1946
<mezema@aol .com>




