


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP). Specifically, this training will provide school
nutrition program directors with hiring standards for
new directors and professional standards training
standards for all school nutrition program staff.

Opjectives

At the end of this training, attendees should be able
to:

e understand hiring standards and professional
standards for school nutrition program staff;

e develop employee training plans; and,

e develop a plan for tracking school nutrition staff
training.




DESICNING YOUR
EMPLOYEE TRAINING PLAN

RECTORS

Please open the Designing Your Employee Training Plan guide
to follow alongside this online training.

Click here to access the manual.



https://www.azed.gov/sites/default/files/2017/04/Designing%20your%20Employee%20Workbook_Updated%20July%202019.pdf?id=58ff6a961130c0250ca05bfa
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SECTION 1 INTRODUCTION

SLIDE 8

Ntroouction

HEALTH, HUNGER-FREE KIDS ACT

e The Healthy, Hunger-Free Kids Act of
2010 aims to institute minimum hiring
standards for new State and local school
nutrition directors and establish annual
training standards for all school nutrition
professionals.

e These standards will ensure school
nutrition personnel have the knowledge,
training, and tools to plan, prepare, and
purchase healthy products to create
nutritious, safe, and enjoyable school
meals.
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Jop Categories

e USDA has created job categories to

Professional
encompass the diverse job titles SFAs
Sta m d a rd S provide to their school nutrition employees.

WHO DOES IT APPLY TO?

e The job categories (Director, Managetr,

Professional Standards apply to all school Other Staftf) are general enough to cover
nutrition employees in the National School most school nutrition program employees
Lunch and School Breakfast Programs, and will ensure SFAs can identify which of
whether the School Food Authority (SFA) the Professional Standards requirements
operates the school nutrition program or are required for each of their employees.
contracts with a food service management
company. e Job categories are determined by an
employee’s job duty rather than their job
title.

e Job categories Director, Manager, and Staff
are defined on the following slides.
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irector

JOB CATEGORY

e Directors are the individuals responsible for the
operation of school nutrition programs for all
schools under the Local Educational Authority
(LEA). This individual plans, administers,
Implements, monitors, and evaluates all aspects of
the school nutrition program.

e Directors must meet hiring standards if hired on
or after July 1, 2015, and all Directors, regardless of
their hire date, must meet annual training
standards.

SLIDE 10

DUTIES

Duties generally include:

sanitation,

food safety,

employee safety,

nutrition and menu planning,
food production,

facility layout and design,
equipment selection,
procurement,

financial management,
record-keeping,

program accountability,
marketing,

customer service,

nutrition education,

general management,
personnel management and
computer technology.
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Vianager

JOB CATEGORY DUTIES
e Managers have direct responsibility for managing Duties generally iﬂC|Ud§1
the day-to-day food service operations at one or * day-to-day food services
more sites at the LEA. operations at one or more sites

e Must meet the annual training standards.
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SECTION 1 INTRODUCTION

Other Staft

JOB CATEGORY DUTIES

Duties generally include:
e prepare and serve meals,
e process transactions at the point
of service, and
e review the free/reduced-price
applications
e other routine work

e A staff person (full-time and part-time) involved in the
operation of food service.

e Typically, staff do not have management
responsibilities.

o Full-time staff members working on program
activities for 20 or more hours per week must comply
with the full-time training requirements.

o Part-time staff members working on program
activities less than 20 hours per week must comply
with the part-time training requirements.

e Other Staff, both full-time and part-time, must meet the
annual training standards.
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SECTION 1 INTRODUCTION

Other Statft

JOB CATEGORY DUTIES

Duties generally include:
e providing part-time support to
operations.

e Non-program staff are persons who provides support to,
but are not specifically involved in, the operation of the
school nutrition program, such as the cleaning

custodian.

e Non-program staff members who work part-time on
school nutrition program activities throughout the
school year must also comply with the training
requirements.
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Key Terms

e

INTRODUCTION

Key Terms

INn order to ensure Professional Standards
regulations are understood, School
Nutrition Program Directors must have
knowledge of basic key terms related to
the Professional Standards.

Please review the key terms found in the
guide at the end of the Introduction.

SLIDE 14
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HIriNg Standaras

OVERVIEW

e SFAs must ensure that all school nutrition program directors hired on or after July 1, 2015, meet the
Professional Standards hiring requirements; hiring education standards as well as the required
training hours in food safety.

e Hiring education standards are dependent on the enrollment of the LEA and are divided into three
LEA size categories: fewer than 2,500 students, 2,500-9,999 students, and 10,000 or more students.

e I[N order to be in compliance, SFAs must retain documentation for their newly hired Directors that

supports their education and work experience (i.e. transcripts, resumes etc.), and food safety training.
o |Interim or acting school nutrition directors expected to serve for more than 60 business days must

meet the hiring standards unless ADE has granted an exception.




SECTION 2 HIRING STANDARDS SLIDE 17

HIiriNng Standards

. EDUCATION STANDARDS FOR SCHOOL NUTRITION e Note: The State of Arizona does not have/offer a

DIRECTORS certificate for School Nutrition Directors.
Student Enrollment Student Enroliment Student Enrollment o Eq uiva Ient ed ucational experience refers to CO| |ege
credits completed by an individual who does not

2,499 or less 10,000 or more

possess a bachelor’s or an associate degree. 60 college
T o T credits is generally the number of credits required to
mereiors earae e i e i ey i o - obtain an associate’'s degree. 120 college credits is

generally the number of credits required for 2

OR oR on bachelor's degree. An SFA must keep documents, such
as college records, that show that the equivalent

Associates degree or Bachelor's degree in any
equivalent educational Bachelor's degree in any academic rmajor and at least . . .. ..
sxperience, with academic | acedemic majorand steast | five years experience ir educational experience supports the hiring decision.
major in specific areas, and at two years of relevant schoo management of schoo
east one year of relevant food | nutrition programs experience nutrition programs. ey .
service exparience; e Relevant school nutrition programs experience refers

OR
~H to previous work experience in the NSLP and SBP,

High school diploma for GED) | accociates degree or equivalent and/or experience in other child nutrition programs

aﬁ;_aat.__.ff?:.tfleffﬁfE: educational experience, wi .
S eperance scademic major in specific (the Child and Adult Care Food Program and/or the

(easwitn lesstnen s00 | (R an e Summer Food Service Program) if the latter experience
aporove a candid ate that

meets the educational IS gained from working in a school. The rationale for

standards but has less than

hiring decisions must be well-supported and
documented.
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HIriNg Stanadaras

Flexibilities HIRING FLEXIBILITY
e USDA has added flexibilities to hiring standards for new directors
LEAs with 2,499 or fewer students in small LEAS.
can Nnow require relevant food service
experience rather than school e Small LEAs are those with 2,499 or fewer students.
nutrition program experience for
new directors. e The goal of these flexibilities is to reduce the challenges that
e Candidates with documented small LEAs face when needing to hire a new director who meets
volunteer or unpaid work as these hiring requirements.
relevant experience can be
considered. o LEAs with 2,499 students or fewer, require relevant food service
experience, rather than specific school nutrition program
LEAs with fewer than 500 students experience. Hiring a new director with school nutrition program
can accept a candidate who has less experience is a best practice. ADE may approve, on an individual
than the required years of food basis, documented volunteer or unpaid work as relevant food
service experience. service experience for these LEAs.




SECTION 2 HIRING STANDARDS

SLIDE 19

HIiring Standards

FOOD SAFETY REQUIREMENT

Food safety Is a critical aspect of the Food Service operation that
affects students each day.

Directors hired on or after July 1, 2015, are required to have at |least
eight hours of food safety training (within the past five years) prior to
the Director’s starting date or complete these hours within 30 days of
their start date.

Directors hired on or after July 1, 2015, are required to complete eight

hours of food safety training every five years.
As best practice, all School Nutrition Directors, regardless of hire date,

should comply with the requirement of eight hours of food safety

training every five years.
o Note-Food safety certifications/cards do not fulfill this requirement.

A Director must be able to show that eight hours of food safety
training were completed.
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HIiring Standards

DIRECTORS HIRED BEFORE JULY 1, 2015

The Professional Standards regulation states that current (hired prior to July 1, 2015) School Nutrition
Program Directors will be grandfathered in, and thus, will not be required to meet the new hiring
standards and may continue to serve in their current positions.

e SNP Directors hired prior to July 1, 2015, may fill a new Director position after July 1, 2015, for the
same size LEA enrollment category or a smaller LEA enrollment category, without meeting the
hiring standards. For example, a move from an LEA with 4,000 students (the 2,500-9,999 category)
to an LEA with 7,000 students (the 2,500-9,999 category).

e SNP Directors hired prior to July 1, 2015, must meet the hiring standards when applying for a
director position after July 1, 2015, within a larger enrollment category. For example, to move from
an LEA with 4,000 students (the 2,500-9,999 category) to an LEA with 12,000 students (the 10,000

or more category), a grandfathered Program Director must meet the hiring standards established
for the 10,000+ LEA.
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HIiring Standards

DIRECTOR TITLE

It Is not nhecessary for current staff persons who perform the role of the school nutrition director to
change their job title if that title is not Director. It is required that each SFA recognize the staff
member who is performing Director duties. This staff member would be assighed the USDA job
category of Director and must comply with Professional Standards requirements. Each LEA must
have someone designated to the Professional Standards Director category, regardless of that

employee’s job title.

e For example, if the school is hiring for a food service coordinator yet the job duties align with
the category of School Nutrition Director, it Is not necessary to have “director” in the job title.
For purposes of Professional Standards, the school must recognize this position is fulfilling the
category of the School Nutrition Director and therefore must comply with the Director hiring
requirements.



Quliz Time

Scenario 1:
| have a Bachelor's degree in Basket Weaving and have worked the salad bar line in a school cafeteria
for 12 years. The school | am applying to has 12,000 students enrolled. Do | meet the qualifications?

A Yes

B No



Quliz Time

Scenariol:

| have a Bachelor's degree in Basket Weaving and have worked the salad bar line in a school cafeteria
for 12 years. The school | am applying to has 12,000 students enrolled. Do | meet the qualifications?

No. The applicant has a bachelor’s degree in any

A Yes field (Basket Weaving) but does not have 5 years of
school nutrition program management experience.
(B BO Working within the salad bar line would not be

sufficient as it needs to be five years experience in
food service management. The intent of the
professional standards regulation is to ensure that
new school nutrition program directors have the

knowledge and skills to manage the program as l )
required.



Quliz Time

Scenario 2:

| have an Associates degree in Hospitality Management and have managed a school site in a district

of 10,000+ students for the past 2 years. The school | am applying to has 6,000 students enrolled. Do |
meet the qualifications?

A Yes

B No



Quliz Time

Scenario 2:

| have an Associates degree in Hospitality Management and have managed a school site in a district

of 10,000+ students for the past 2 years. The school | am applying to has 6,000 students enrolled. Do |
meet the qualifications?

Yes. Hospitality Management could be argued
( A }es to be a related field. Regardless, the applicant

has 2 years of relevant experience.

B No



Quliz Time

Scenario 3:

| have 40 college credit hours and have worked as an interim School Nutrition Director for the past 3

months. Previously, | was a front office attendance clerk in the same district for 8 years. | am applying
to a neighboring district that has 2,000 students enrolled. Do | meet the qualifications?

A Yes

B No



Quliz Time

Scenario 3:

| have 40 college credit hours and have worked as an interim School Nutrition Director for the past 3
months. Previously, | was a front office attendance clerk in the same district for 8 years. | am applying
to a neighboring district that has 2,000 students enrolled. Do | meet the qualifications?

A Yes No. The applicant only has 3 months of relevant
experience even though the education
( B No (assuming high school if college credits were

obtained) was met. An associates degree is the
educational equivalent of 60 credit hours.
Attendance clerk is not relevant experience.

f)



Quliz Time

Scenario 4:

| have an Associates degree in Food Service Management and was a School Nutrition Programs

Director for 2 years (2013-2015) at a district with 16,000 students. The district | am applying to has
11,000 students enrolled. Do | meet the qualifications?

A Yes

B No



Quliz Time

Scenario 4:

| have an Associates degree in Food Service Management and was a School Nutrition Programs

Director for 2 years (2013-2015) at a district with 16,000 students. The district | am applying to has
11,000 students enrolled. Do | meet the qualifications?

( A Yes Yes. The applicant is grandfathered in and is
making a move within the same enrollment
B No category.



Quliz Time

Scenario 5:
| have a high school diploma and waitressed for 10 years. The district | am applying to has 120
students enrolled. Do | meet the qualifications?

A Yes

B No



Quliz Time

Scenario 5:
| have a high school diploma and waitressed for 10 years. The district | am applying to has 120

students enrolled. Do | meet the qualifications?

Yes. If the applicant didn't have enough
relevant food service experience, the school

( A yes could ask ADE for approval since the LEA has
less than 500 students. The goal of these
B No flexibilities is to reduce the challenges that

small LEAs face when needing to hire a new
director who meets these hiring requirements.
LEAs with fewer than 500 students can accept
a candidate who has less than the required

years of food service experience. f)



Quliz Time

Scenario 5:
| have 200 college credit hours under an academic major in Nutrition Education and have 4 hours in
food safety training. The district | am applying to has 20,000 students. Do | meet the qualifications?

A Yes

B No



Quliz Time

Scenario 5:

| have 200 college credit hours under an academic major in Nutrition Education and have 4 hours in
food safety training. The district | am applying to has 20,000 students. Do | meet the qualifications?

( A yes Yes. The applicant has enough equivalent
educational experience. Once hired, the new
B No hire would need the additional four hours of

food service training within the first 30 days of
employment.
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e A Director may not be hired if they do not meet the

education/experience requirements for the LEA enrollment
category.

e An applicant can still be hired if they do not have eight hours
of food safety training completed. Once hired, food safety

training can be completed within the first 30 operating days
of employment.
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Hiring Standards

SUPPORTING DOCUMENTATION

All School Nutrition Program Directors hired
on or after July 1, 2015, must present
supporting documentation verifying
mMinimum education/experience standards
and food safety training requirements have
been met. The SFA must keep this
documentation on file at all times to
validate compliance.
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NEW DIRECTOR HIRING FORM
LEA OCTOBER ENROLLMENT: 25009999
VDA PROFESSIONAL STARDARDS [HRECTOR MIBNG STAMDARDS
Naw Schal Nutriben Program Drectais — thosa hisod on or afior July 1, 2015 — & sibpict 1 the hiew oducalion rquiemants
below. [ aistng School Nubiton Program Diociors wil bo grandtsthemd in thok curen postions a2 well a3 in the Studert £ rrolmant
caegery wheve they currently are working. School Nutrition Program Dyvociorns an e ndhaduats responsible ion the operation of

school nutrition programs for all schoois under ™e Local Educational Agency (LEA)

Comgiele s fom and afach ol supporling educalionfwork expevences. io doc
Prodessional Stardards Final Rule, afectine July 1, 2015,

ADE TRACKER FORMS == e B

T LEA OCTOBER ENROLLMENT: 2,499 OR LESS
Mew School Hutntion Program Dinkctons — thoss hired on o after July 1, 2015 — are subject to the now education reganrsmants
Appiic i Nase: Balow. Exiling Soiodl Nutrison Progiam Directonk wil b grandiahadd in el Cuemenl polliond &6 wol & i e Studinl
Enrolimant category where ey cumoniy ore working. School Nutntion Program Binecion ane the indnadunls resporsibie for the
Highviil Lirvil of Bt it opedalion o school nulrison programs fer al schools under the Local Educational Agency (LEA)

Compiete thes form and atinch all SLPPOMNG eUCADON WONK SXPENeNCEs 10 GOCULITMS
Professanal Standaids Final Rule. efactive July 1. 2015

The ADE New Director Hiring Forms outline e —

The Applicant must qualtty for one of Sw Education Stancards for LEAS with 2.500-9.999 stuser)

CiBacheiors degres, or eguvikeni sducamonsl sxpenience”_ wih acdemic maf

the applicant’s job title, hire date, food safet s

ClAppiieant dobs hol el criena.
“Eigutvaten sducatonal sxpasence refers 15 collsge crects complsted by Bn indiviaual whi
g

training, and education/experience. et —

NEW DIRECTOR HIRING FORM
LEA OCTOBER ENROLLMENT: 10,000 OR MORE

USDA PROFESSIONAL STANDARDS DIRECTOR HIRING STANDARDS
Herw Schood Nulrition Progeam Drecion — Sose hired on of afier July 1, 2015 — are subject io the new education requiremenis
Bavborw, Exisling Soieend Musdritios Progessn Direcions will Be grassfatharned in ibeir oumesd postions o well as in @ Student
En il EANBGETY WhEdn thiry CulTenlly Bré working. Schodl Nutition Program DRectors s the individuals iespoeadis fof he
cparation of sehool muirtion prograsms. for il schoois under the Local Educational Agency (LEA)

i EDUCATI APERIENCE DOCUMENTA

Comgleds the form and afiach ol supporing educabon’work sopernences fo documend Dweclor hiing compliance wilh the LISOA
Professonal Standards Final Rule, sfective July 1, 2015,

Tho Appiicant must quality for one of S Edacation Standarchs for LEAR with 2490 or loss itucel _
——— ) Bachoior's degres. o pquivaient coucationsl experiorce, with scadenic LEA Driser Envoliment
o ) Asncciate’s degron, or squhaient scucatonal g rpenence”, with academic m)
el el fariee malEr s

o " 3 = g Sohool Dipioema of GED. and a1 leas! Twee yemrs 0f reievant 5000 sersoe ol Vi ol Desception Amsched|
g = — For LE A with les than 500 students anty) ADE approval lottor inresponsa
[ s ncersicad St e LEA must P docamntaton readty makatis for he A tussieral stanenids sl s ke, Ihan Shies yoars’ expafianss GENERAL INFORMATION
usprarts, o the nane tire has met the educaton standsec o aicn Ha ol sl ah
! [ s uonssomutnos st if e narw hire doses not hae sight Bours of fods salety e *Equivalend educational sxperience refers ko caliege credits comploted by an individual wh AppALary Mama:
L brtwnd coavighilt ekt hours wilhin 30 calecds’ days of it diale dagres
LiNew hite compleled eight hours of food salely Farng oh _______ SEpmede mappt mem of toreerabon kool s nutiton. lood serme ranagereent S Haghwsi Lavel of Tducaton earn of School Murison Frperience

i e Wil e i COMplite eaght Pours of dood sy Iening by S BN, Culinary ST DUBnEss. oo 8 retatad Redd

to ensure all hiring standards have been =
met. This form can be filed with the
applicant’s hiring packet (i.e. resume, e
transcripts, etc.) and can be used to

demonstrate compliance with the hiring "Ewmjj;:::fj;ﬂ;;m“::jm
standards during an Administrative Review.

The Appicant must qually for one of e Education Standardy for LEAS with 10900 stasnts of mans. [Check one)

(CMiachator s tegras. or eouivalent suatonal s EIence’ wath BCBGHTAE MG i KFACIC BHEs™

(Titachotors degres i any scatem majr and 1Nl £ VAR AXpETSNCS I mangeTeTL of lhool fulron

2 (Cierograma Appieant dees not mest creria
Itim undersicod et the LEA must have documentrion sty salabie for the A

=" supporis how the new hine has met the sducation standards "Tquivalent sducalional axpersccs reden ko colege credits Compleied by an indcual wihe does ol posiess 2 Sachelons oF an Aol
dagren

DM irw comgieled sight o of lood ealely Sawing on Aachad Trairing Rucords
()M i W neet 1o compists: Eigtd houn of lood sately binig By ; Agctes Trasning Fscoet

18 e iAo e e e Wil Nl B NIt 0 (OCTENE 17 ML OF b8 pescifa: rainare) S8 ¥ TraT year

\L’_ The ADE New Director Hiring Forms are

- - specific to district size and can be found at

http://www.azed.gov/hns/nslp/forms
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HIriNg Standards

SP 05-2020

Please review the frequently asked
guestions and answers specific to the hiring
standards found within the USDA guidance

SP 05-2020: Questions & Answers Regarding

Professional Standards for State and Local
School Nutrition Program Personnel

Chapter 1: Hiring Standards

—
VI. REGULATION: QUESTIONS AND ANSWERS

The following are frequently asked guestions and answers specific to the hiring
standards found within the US0A guidance SE05-2000 Ouestions & Answers
BEegording Professiornal Standards for Stote gnd Looal! Schoal Mutrition Droqram
CEi'-; on maf

(3) How are the State and local directors affected by the new hiring

standards?
State agency directors of school nutrition programs and State agency directors
of distributing agencies in their positions prior to July 1, 2015, 2= well as SFA
directors of the school nutriticn program in their positions prior to Juby 1, 2015,
may continue to serve in their existing positions without having to meet the
hirimg skandards. Directors hired on or after July 1, 2005, must mest the hiring
standards included in the regulations. Directors hired on or after April 30, 2019,
rnay use the flexibilities provided by the Hiring Flexibility Under Professional
Standards rule

(&) What are the career advancement/enrichment options for current school

nutrition program directors who do not meet the hiring standards established

by the regulations?
An individual serving a=s a program director prior to July 1, 2005 in an 53FA may
rermain in the same position, or diversify their experience by applying to 2
similar pasition in any LEA of the sarme or smaller size categony without having
to meest the hiring standards for new directors, A current director who wishes to
mowe to 3 director position at a larger size LEA is required to meet the hiring
standards for that LEA size. See the Cuide to Professional Standards for School
Mutriticn Progrars for 3 breakdoswen of hiring standards based on enrollment at
bttt et fns usda govischool-meals/guide-professional-standards-
=C hool-nutnition-proorarms

(7) Are sample job descriptions available to help local operators determine who
Is covered by the professional standards for program directors?
ez A sample job description for & prograrm director can be found online at

]—_I'_Ln:'....'hei.'t '[g.‘ici‘-'EEQ! |'Fer-3-z-jﬂt- descr pl‘iﬂn- temiplate

According to the Institute of Child Mutrition, the job responsibilities that are
performed by 8 program director on 8 daily, weskly, seasonal, or yearly basis can
be group=ad as fiollows:

Facilities and Equipment Management;
Financial Management;
pod Production and Operation Management;

Food Security, Sanitation, and Safeny;

" & & @&


https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
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SECTION 3 TRAINING STANDARDS

Training Standards

OVERVIEW

e Each SFA must ensure that all new and current school nutrition program staff meet minimum
annual training requirements with the intent of helping employees enhance their knowledge,

skills, and abilities particular to their position.

e All school nutrition program staff will be identified in each job category and must complete their
required minimum number of training hours per year (see chart on next slide).

o Trainings must align with the employee's job duties and must achieve one of the USDA

Learning Objectives.

e |n order to be in compliance, SFAs must retain documentation for each of their employees' training
hours that supports their training was job-specific and met one of the USDA Learning Objectives.



SECTION 3 TRAINING STANDARDS

All Directors

All Managers

Other Program
Full-Time Staff

Other Program
Part-Time Staff

Non-Program
Staff

12 hours minimum of annual continuing
education/training.

**This required education/training is in addition to the food safety
training required in the first year of employment.

10 hours minimum of annual continuing
education/training.

6 hours minimum of annual continuing
education/training.

4 hours minimum of annual continuing
education/training.

4 hours minimum of annual continuing
education/training required only for those
non-program staff members that provide

support to school nutrition programs
THROUGHOUT the school year.

SLIDE 42

Iramning
Standaras

MINIMUM TRAINING HOURS

All school nutrition program staff
will be identified in each job
category and must complete their
required minimum number of
training hours per year.
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Training Standards

ADE’S TRAINING CURRICULUM

e ADE has created a specialized training
curriculum based on job duties to help school
nutrition professionals in Arizona get started
creating training plans for the year.

e Each curriculum provides suggested trainings
relevant to a specific role.

e The Training Curriculum for Arizona School
Nutrition Professionals can be found in ADE's S T o T
Training Brochure on the Training and
Professional Standards webpage.

CLICKHERE TO ACCESS THE TRAINING CURRICULUM



https://www.azed.gov/sites/default/files/2021/03/NSLP%20Training%20Curriculum.pdf
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Training Standards

CURRICULUM ROLES

INn this brochure, there are eight different designated
roles:

o New Director

o Experienced Director

o Student Eligibility Specialist

o Menu Planner

o Kitchen Manager

o Kitchen Staff

o Procurement/Processing Specialist

o Wellness Coordinator/Nutrition Educator

*Please note job duties for each role often vary from LEA to LEA, therefore the trainings provided on
this list may not be sufficient for every role or job title.
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Training Standards

PLANNING TRAINING HOURS

e |t isimportant that all SFAs track and plan their annual
training hours to fulfill all employees’ training
requirements for their specific job categories.

e The Training Curriculum for Arizona School Nutrition
Professionals is a tool to help directors plan out training
for the year for themselves and all employees.

e This tool highlights trainings available and allows school
nutrition professionals to easily plan out their training
classes.
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irector

12 TRAINING HOURS

e Directors are the individuals responsible for the
operation of school nutrition programs for all schools
under the LEA. This is the individual who plans,
administers, implements, monitors, and evaluates all
aspects of the school nutrition program.

e The person performing the majority of these
duties must complete 12 training_hours each year.
If director duties are performed by a staff member
without the title of Director, that staff member for
purposes of Professional Standards, must be
recognized by the SFA as performing Director duties
and must comply with Professional Standards
Director training requirements.

SLIDE 46

DUTIES

Duties generally include:

sanitation,

food safety,

employee safety,

nutrition and menu planning,
food production,

facility layout and design,
equipment selection,
procurement,

financial management,
record-keeping,

program accountability,
marketing,

customer service,

nutrition education,

general management,
personnel management and
computer technology.
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Vianager

10 ANNUAL HOURS DUTIES
e Managers have direct responsibility for managing Duties generally iﬂC|Ud§1
the day-to-day food service operations at one or * day-to-day food services
more sites at the LEA. operations at one or more sites

e All managers must complete 10 training_hours
each year.
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Other Staft

4 OR 6 ANNUAL HOURS DUTIES

Duties generally include:
e prepare and serve meals,
e process transactions at point of
service, and
e review the free/reduced price
applications
e other routine work

e Other staff is a staff person involved in the operation of
food service. Typically, other staff do not have
mManagement responsibilities.

o Staff working on program activities for 20 or more
hours per week must complete 6 training hours each
year, meeting the full-time training requirements.

o Staff working on program activities less than 20
hours per week must complete 4 training hours each

year.



SECTION 3 TRAINING STANDARDS SLIDE 49

Other Statft

4 ANNUAL HOURS

e Non-program staff members who work part-time on
school nutrition program activities throughout the
school year must also comply with the part-time
training requirements. Non-program staff members
who work on school nutrition program activities for a
short period of time during the school year are not
required to meet the annual training standards;
however, these individuals should receive adequate
training specific to the task they will perform.

DUTIES

Duties generally include:
e providing part-time support to
operations.

e Non-program staff meeting this definition must
complete 4 training hours each year.

It is best practice to ensure volunteer, temporary, substitute,
or acting staff (in any position) receive adequate training.



Quliz Time

What are my minimum training hours?

| am the Business Manager for my district. | am also responsible for school nutrition program
personnel management, claiming, and menu compliance for the district. My district only has one site

and the cook distributes and evaluates income applications and point of service counts. What is my
Job Category and how many annual training hours must | complete?

A 12 annual hours
B 10 annual hours

C 4 or 6 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?

| am the Business Manager for my district. | am also responsible for school nutrition program
personnel management, claiming, and menu compliance for the district. My district only has one site

and the cook distributes and evaluates income applications and point of service counts. What is my
Job Category and how many annual training hours must | complete?

(' A 3J2annual hours . ‘ ‘
These duties best fit the role of a Director. As

B 10 annual hours such, the Business Manager must complete 12
annual training hours.

C 4 or 6 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?
My district has 12 schools. | work full-time at one of the schools. | run the register for point of service

but am responsible for ensuring all employees in my cafeteria are doing their jobs. What is my Job
Category and how many annual training hours must | complete?

12 annual hours
10 annual hours

4 or 6 annual hours

O 0o m »

4 annual hours



Quliz Time

What are my minimum training hours?

My district has 12 schools. | work full-time at one of the schools. | run the register for point of service

but am responsible for ensuring all employees in my cafeteria are doing their jobs. What is my Job
Category and how many annual training hours must | complete?

A 12 annual hours . .
These duties best fit the role of a Manager. As

(B )o annual hours such, they must complete 10 annual training
hours.

C 4 or 6 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?
| work full-time at my 4-site school district. | work in the district office and my title is Attendance

Clerk. About 10 hours per week throughout the school year | process the school nutrition program’s
applications, including running Direct Certification. What is my Job Category and how many annual

training hours must | complete?

A 12 annual hours
B 10 annual hours
C 4 or 6 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?

| work full-time at my 4-site school district. | work in the district office and my title is Attendance
Clerk. About 10 hours per week throughout the school year | process the school nutrition program’s
applications, including running Direct Certification. What is my Job Category and how many annual
training hours must | complete?

A 12 annual hours . . .
While this employee works full-time at the

school, these duties best fit the role of a non-
program staff considered part-time in NSLP. As
such, this employee must complete 4 annual
training hours.

( D ’rannual hours f)

B 10 annual hours

C 4 or 6 annual hours



Quliz Time

What are my minimum training hours?
| teach culinary classes at one of the high schools in my district. During lunch, | stand in the cafeteria

and ensure the students are eating and behaving. What is my Job Category and how many annual
training hours must | complete?

12 annual hours
10 annual hours

none

O 0o m »

4 annual hours



Quliz Time

What are my minimum training hours?

| teach culinary classes at one of the high schools in my district. During lunch, | stand in the cafeteria
and ensure the students are eating and behaving. What is my Job Category and how many annual

training hours must | complete?

A 12 annual hours R .
Training Is not required.

B 10 annual hours

( C )lone

D 4 annual hours



Quliz Time

What are my minimum training hours?
My district has one school where | am employed full-time. From 8-12 pm Monday through Friday |

cook meals for the lunch and breakfast program and from 12:30-3:30 pm | drive the busses. What is
my Job Category and how many annual training hours must | complete?

12 annual hours
10 annual hours

4 or 6 annual hours

O 0o m »

4 annual hours



Quliz Time

What are my minimum training hours?

My district has one school where | am employed full-time. From 8-12 pm Monday through Friday |
cook meals for the lunch and breakfast program and from 12:30-3:30 pm | drive the busses. What is
my Job Category and how many annual training hours must | complete?

A 12 annual hours .
This employee spends 20 hours a week

working for the NSLP program. As such,
they are considered Program Staff (full-

( C ;, or 6 annual hours time) and must complete 6 annual
training hours.

B 10 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?

| work in a district that contracts with 20 charter schools. | run the staffing and financial
management for all 20 of the schools and my position title is Food Service Director. My assistant, the
Food Service Coordinator, is in charge of monitoring all sites, food production/ordering, menu
planning, and reporting to ADE. What is my Job Category and how many annual training hours must
| complete?

A 12 annual hours
B 10 annual hours
C 4 or 6 annual hours

D 4 annual hours



Quliz Time

What are my minimum training hours?

| work in a district that contracts with 20 charter schools. | run the staffing and financial
management for all 20 of the schools and my position title is Food Service Director. My assistant, the
Food Service Coordinator, is in charge of monitoring all sites, food production/ordering, menu

planning, and reporting to ADE. What is my Job Category and how many annual training hours must
| complete?

( A )2 annual hours Job duties and job titles may differ from
district to district. If the school nutrition
B 10 annual hours program director duties are performed
by the program manager, then both the
C 4 or 6 annual hours director and the manager would be
responsible for meeting the training
D 4 annual hours standards for the program directors.
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e Each employee must be categorized into one of USDA's job
categories.

« An employee is categorized by best understanding his/her
duties.

e Once each employee has been categorized, the employee
knows how many training hours are required each year.

e All LEAs will have at least 1 Director; LEAs are not required to
have a Manager, Other Staff or Non-Program Staff.
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Training Standaras

KEY AREAS AND LEARNING OBJECTIVES

e Each training completed by a school nutrition
program employee must meet at least one of
USDA's learning objectives.

e USDA Learning Objectives are published in the
USDA Learning Objectives handout.

USDA

.—_,_,_,--'_'_
_ United States Department of Agriculture

Professional Standards Learning Objectives

The Professional Standards Learning Objectives are a resource for school nutrition professionals
and trainers. This resource lists training topics in the four Key Areas of Nutrition, Operations,
Administration and Communications/Marketing. Each Key Area has seweral Training Topics and
specific leaming objectives that will assist those who are planning or taking training. These same
categories are used in the on-line database of trainings as well as in the optional Professional
standards Training Tracker Tool.

TRAINING TOPICS BY KEY AREAS

KEY AREAS TRAINING TOPICS

NUTRITION - 1000 Menu Planning {1100}
Nutrition Education (1200)

General Nutrition {1300)

OPERATIONS - 2000 Food Production (2100)

Serving Food [2200)

Cashier and Point of Service (2300}
Purchasing/Procurement (2400)
Receiving and Storage (2500}

Food Safety and Hazard Analysis and Critical
Control Point (HACCP) (2600)

ADMINISTRATION - 3000 Free and Reduced-Price Meal Benefits (3100}
Program Management [3200)
Financial Management (3300)
Human Resources and Staff Training (3400}

Facilities and Equipment Planning {3500)

COMMUNICATIONS AND

Communications and Marketing (4100)
MARKETING - 4000

CLICKHERE TO ACCESS THE HANDOUT

SLIDE 64



https://fns-prod.azureedge.us/sites/default/files/cn/ps_learningobjectives.pdf
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Training Standaras

KEY AREAS AND LEARNING OBIJECTIVES

EXAMPLE

1000 - NUTRITION
USDA has organized the learning objectives under
Training Topics which are further organized into
four different Key Areas: Nutrition (1000),

Operations (2000), Administration (3000), and 100 - MENU
Communications/Marketing (4000). PLANNING
Example
e Key Area= 1000, Nutrition 1170- PLAN FOR
e Training Topic = 1100, Menu Planning EFFECTIVE USE OF
e Learning Objective- 1170, Plan for effective use USDA FOODS

of USDA Foods.
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Training Standaras

TYPES OF INSTRUCTION

A variety of training formats may be used to count towards employee training hours.
Training formats include, but are not limited to:

e Conference Calls

e [ jve or Pre-recorded Webinars

e Online Classes

e /n-Person Trainings

e Classroom Training

e Self-directed Training with a self-administered Quiz
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Training Standaras

NON-INTERACTIVE INSTRUCTION

May count toward no more than two hours of annual training requirements. Examples
iInclude, but are not limited to:

e Self-directed Training without a self~-administered quiz
e Observing a Product Food Demo/Industry Exhibit
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Training Standaras

NON-ALLOWABLE INSTRUCTION

Instruction that does not count towards training standards would include instruction that
does not meet one of the USDA Learning Objectives and/or the content of the instruction

does not fulfill the intent of helping employees enhance their knowledge, skills, and
abilities particular to their position.

Examples include, but are not limited to:
e Back-to-school training on security procedures, building operations, etc.
e School Nutrition Association Leadership
e Motivational Speaker
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Training Standaras

LENGTH OF INSTRUCTION

e |[nstruction must last at least 15 minutes in order for it to count towards an employee’s annual
training requirement.

e Only time spent on instruction may count towards an employee’s annual training
requirement.
o Example: A training is from 8 am-1 pm, and has a scheduled 1 hour break from 11 am-12 pm.
The length of instruction the employee may document is 4 hours, not 5 hours.

e Online trainings that already have an established length of time, for example, 1 hour, must be
documented as 1 hour.
o Example: An online training for Offer vs. Serve states 1 hour. An employee completes the
online course in 1 hour and 30 minutes. The employee must document 1 hour of training,
not 1.5 hours.
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Training Standaras
TRAINING RESOURCES

e Here is a list of the many choices of free or low-cost training resources.

o USDA FOOD AND NUTRITION SERVICE (FNS): The USDA FNS online library of available
trainings is updated regularly. You can search by key areas, topics, type of training, and

more.
» https://www.fns.usda.gov/cn/professional-standards

o INSTITUTE OF CHILD NUTRITION (ICN): The ICN offers free training, both online and in
person. You can also download and use its resources for in-service training.
» http//www.theicn.org.

o ARIZONA DEPARTMENT OF EDUCATION (ADE) SCHOOL NUTRITION PROGRAMS: ADE
trainings offer a variety of Learning Topics that fulfill the USDA Professional Standards Rule.

These trainings are given in multiple formats.
» https://www.azed.gov/hns/nslp/training



https://www.fns.usda.gov/cn/professional-standards
http://www.theicn.org/
http://www.theicn.org/
https://www.azed.gov/hns/nslp/training
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Chapter 2: Training Standards

m g VI. REGULATION: QUESTIONS AND ANSWERS

The following are freguently asked questions and answers specific to the hiring
standards found within the USDaA guidance 5P 05-2000 Questions & Answers

Eeoarding Professional Standards for State and Local School Mutrition Prooram

Personne
(21} What forms of training may the State agencies provide to meet the 18
hours of training annually?

State agencies may offer SFEA training in a variety of ways. Training activities
miay include conference calls, live or prerecorded webinars, videos, online

classes, training documents, and in-person training. Although FNS encourages
SP 05 -2020 interactive or hands-on training, we recognize that it is not always possible or
practical. Therefore, State agencies have the flexibility to offer self-directed
training, such as information articles with a self~administered quiz.

1 Traiming may be oifered by the State agency director or the State agency staff.
p | e a Se reVI eW t h e freq u e n t |y a S ke d In an:l-:li;m t-TI"E State E'Q'E":Ir':'_-.-' may seek ass :—Ttirce from universities, |:-r|:-f::;: cna
associations, industry groups, other advocates, and vendors to provide annua

questions and answers specific to the hiring o e T e
. . . Standards Training Tracker Toal. YRR e e e
standards found within the USDA guidance e JI R .
S is facilitating the exchange of training rescurces among State agencies.
SP 05-2020: Questions & Answers Regarding
. https)fprofessionalstandards.fns.usda.gowy.
Professional Standards for State and L ocal
. . (Z2) When maytraining_b_ia provided? ) _ _
SChOOl N utrltlo n p rOg ra m pe rson nel For any in-person trainings for school food service personnel, State agencies

and SFAs are encouraged to offer those trainings at no cost to local school food
service staff and held during normial working hours or at a timme of minima
disruption. In the event such a training is scheduled outside working hours,
State agencies and SFAs are encouraged to inform food service personnel that

the training is necessary.



https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf

Please refer to Chapter 3 Trammg
e Standards m the Des:gnmg Your
: Employee Trammg Plan Gu:de
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Tracking Training

e Each SFA must ensure that all Professional Standards requirements are met each school year. In
order to validate compliance with these standards, proper tracking is essential.

e I[N the section: Hiring Standards, we discussed tracking documentation required for hiring. In this
section: Tracking Training, you will learn how to use Arizona Department of Education (ADE)

Training Tracker forms to track and evaluate employee training plans.

e You will also be given an introduction on the USDA Professional Standards Training Tracker Tool.
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Tracking Training

TRACKING REQUIREMENTS

e SFA records need to document the
planned and completion of annual
training standards by all personnel
(orogram directors, managers, and staff).

e Supporting documentation for all
completed trainings, i.e., agendas, sign-in
sheets, certificates of completion, etc.
must be maintained on file.
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Tracking Training

DOCUMENTATION

e The Professional Standards regulation does not specify the kind of records that must be kept.
Records that list the employee name, position title, employer/school, training title,
topic/objectives, training source, dates, and total training hours would be appropriate to
demonstrate training completion.

e Records should be able to support that:
o MminimMum training hours have been met;
o trainings attended are job-specific; and
o only allowable training formats contributed to minimum training hours.
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Tracking Training

ADMINISTRATIVE REVIEW

e Documentation of Professional Standards training is part of the Administrative Review, so while
It is ideal for individual staff members to keep track of their own training, the SFA must ensure it

IS available for ADE or auditors to review upon reqguest.

e Whichever record-keeping method is used, SFAs must keep training records for five years plus
the current school year. For open audits, keep training records for five years or longer as needed

for audit resolution.
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Tracking Training ey

All School Mutrition Program Directors are subject fo the new training requirements below. A School Mutrition Program Director is the
individwal who plans, administers, implements, monifors, and evaluates all aspects of the school nutrition program. Complete this form

AD E I RAI N I N G I RA‘ KE R Fo R M s annually and attach all supporting training documentation (i.e. titles, fopics, dates, and howrs, etc.) to document training
compliance with the USDA Professional Standards Final Rule, effective July 1, 2015,

EMPLOYEE INFORMATION

Directors Mame: Tithe:

e These forms were desighed to assist School o
Nutrition Program Directors in documenting L B o s e e T

IDENTIFY CORE DUTIES/RESPOMNSIBILITIES IN APPLICABLE AREAS BELOW:

that each employee’s training plan is aligned —
with the Professional Standards training —— WS ————
requirements. e e EEES S ——

e Each form is specific to each job category’s s sayaces

EMPLOYEE TRAIMING PLAM

COMPLETED TRAINING

required annual training hours, as outlined in the mp——

PLAMNED LENGTH | TRAINING | DATE TRAIMING | COMPLETED | DOCUMENTATION

PLANNED TRAINING TITLE Ll [HOURS) CODE Was COMPLETED HOURS ATTACHED

Professional Standards regulation. There is a
form for directors, managers, full-time staff, part-
time staff, and non-nutrition staff.

June 2023 | Health and MNutrition Services | Arzona Depariment of Education | This institution is an equal opportunity provider.

CLICKHERE TO ACCESS THE FORMS



https://www.azed.gov/hns/nslp/forms
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Tracking Training oo

All School Mutrition Program Directors are subject fo the new training requirements below. A School Mutrition Program Director is the
individwal who plans, administers, implements, monifors, and evaluates all aspects of the school nutrition program. Complete this form

AD E I RAI N I N G I RA‘ KE R Fo R M s annually and attach all supporting training documentation (i.e. titles, fopics, dates, and howrs, etc.) to document training
compliance with the USDA Professional Standards Final Rule, effective July 1, 2015,

EMPLOYEE INFORMATION

Directors Mame: Tithe:

e Directors are able to record the employee’s —
position duties, training code, and the form e e L O s ot S st T

IDENTIFY CORE DUTIES/RESPOMNSIBILITIES IN APPLICABLE AREAS BELOW:

prompts a training agenda to be attached. By _ _ _ ps

COMMUMNICATIONS MARKETING

CO m p | eti n g t h ese fi e | d S’ t h e D i recto r iS a b | e to Menu Planning Food Production Meal Benefits Camemun leations ar d Marketing

. . . . . Mutrition Education Serving Food Program Mangagemeant

support that trainings attended are job specific. e R ———— —
Purchasihg Human Resosur ees.*sraﬁ Tlall'lll'lg

Receiving/Storage Facilities/Equipment Planning

Food Safety/HACCP

e Directors can pre-fill training hours and training
dates for their employee’s training plan. With P o il

PLAMNED LENGTH | TRAINING | DATE TRAIMING | COMPLETED | DOCUMENTATION

EMPLOYEE TRAIMING PLAM

PLANNED TRAINING TITLE Ll [HOURS) CODE Was COMPLETED HOURS ATTACHED

planning ahead, Directors can use this form to
monitor if the training was completed as
scheduled and provide reminders for upcoming
trainings.

June 2023 | Health and MNutrition Services | Arzona Depariment of Education | This institution is an equal opportunity provider.

CLICKHERE TO ACCESS THE FORMS



https://www.azed.gov/hns/nslp/forms
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SR

L] [ ] L]
DIRECTOR TRAINING TRACKER FORM: 5Y ___
12 Annual Required Training Hours
All School Mutrition Program Directors are subject fo the new training requirements below. A School Mutrition Program Director is the

individwal who plans, administers, implements, monifors, and evaluates all aspects of the school nutrition program. Complete this form
annually and attach all supporting training documentation (i.e. titles, fopics, dates, and howrs, etc.) to document training

P R a CTI C E compliance with the USDA Professional Standards Final Ruwle, effective July 1, 2015.

EMPLOYEE INFORMATION

Directors Mame: Tithe:

e Please click here to download the Director TRT—

I fuired on or after July 1, 2015) Date Director completed eigiht hours of Food Safety Training [MMN YY)

T r a C ke r F O r m fo r t h e n ext a Ct iV i ty. Directews hired an or after July 1, 2015 must complete 8 hours of food safety trafning every 5 years.

IDENTIFY E DUTIES/RE SIBILITIES IN APPLICABLE AREAS BELOW:
1000-MUTRITION 2000-OPERATIONS I000-ADMIMISTRATION 4000-
) : : COMMUNICATIONS/MARKETING
M M Merl Planning Food Production Meal Benefits Cammunications amnd Mar hE'lir’\g
¢ YOU May type Irect \Y INTO The Torm or choose to
Mutrition Education Semving Food Program Mangagement

print it off to complete the fields. v | Conerenaioa || s

Purchasing Hurman Resources/Staflf Training

Receiving/Storage Facilities/Equipment Planning

Food Safety/HACCP

EMPLOYEE TRAIMING PLAM

PLANNED TRAINING HOURS! 2 COMPLETED TRABIEC

HOURS TO DATE: n2
PLANMNED
LENGTH | TRAINING | DATE TRAIMING | COMPLETED | DOCUMENTATION
PLANMED TRAIMIMG TITLE TRAINING
DATE [HOURS) CODE Was COMPLETED HOURS ATTACHED

June 2023 | Health and MNutrition Services | Arzona Depariment of Education | This institution is an equal opportunity provider.

CLICKHERE TO ACCESS THE FORMS



https://www.azed.gov/sites/default/files/2017/04/PS_Training_Director%20Adobe.pdf?id=58eea5306f53b709505997a1
https://www.azed.gov/sites/default/files/2017/04/PS_Training_Director%20Adobe.pdf?id=58eea5306f53b709505997a1
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Tracking Training

PRACTICE

At the top of the tracking form, fill out your name, title, hire date and school year.
(fg"af',’@)
N

DIRECTOR TRAINING TRACKER FORM: SY
12 Annual Required Training Hours

All School Nutrition Program Directors are subject to the new training requirements below. A School Nutrition Program Director is the
individual who plans, administers, implements, monitors, and evaluates all aspects of the school nutriti am. Complete this form
annually and attach all supporting training documentation (i.e. titles, topics, dates, and hours, € document training
compliance with the USDA Professional Standards Final Rule, effective July 1, 2015.

EMPLOYEE INFORMATION

Director's Name: A|hus Percival Wulfric Brian Dumbledore TteHeadmaster
Hire Date {MM;’YYYY):OZ/‘I 966

(If hired on or after July 1, 2015) Date Director completed eight hours of Food Safety Training (MM/YYYY): N/A
Directors hired on or after July 1, 2015 must complete 8 hours of food safety training every 5 years.
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Tracking Training

PRACTICE

e When tracking employee trainings, it is required to report the employee’s duties.
e Check off your duties on your form. You should check off all that apply to your position.

IDENTIFY CORE DUTIES/RESPONSIBILITIES IN APPLICABLE AREAS BELOW:

1000-NUTRITION

2000-OPERATIONS

3000-ADMINISTRATION

4000-
COMMUNICATIONS/MARKETING

Menu Planning

Food Production

Meal Benefits

\Commu nications and Marketing

Nutrition Education

Serving Food

Program Mangagement

Ceneral Nutrition

Cashier/Point of Service

Financial Management

Purchasing

Human Resources/Staff Training

Receiving/Storage

Facilities/Equipment Planning

Food Safety/HACCP

SLIDE 81
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Tracking Training

e Enter in the title of the session.

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING

PLANNED TRAINING HOURS: 0 /12 HOURS TO DATE: 0 /12

PLANNED
LENGTH | TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION
PLANNED TRAINING TITLE TRSLT;G (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan |
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Tracking Training

PRACTICE

e Putin the date the session is planned.
o |f you did not previously plan to complete this training, put in today's date.

PLOYEE TRAINING PLAN

COMPLETED TRAINING

b
PLANNED TRAINING HO HOURSTODATE: 0 /12

PLANNED
PLANNED TRAINING TITLE TRAINING
DATE

LENGTH ] TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION
(HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan| 8/15/24
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Tracking Training

e Enter the training length. Please note, attendees must document the amount of training hours
iIndicated on the training despite the amount of time it takes to complete it.

EMPLO AINING PLAN

COMPLETED TRAINING
PLANNED TRAINING HOURS: 0 /1 ‘ HOURS TO DATE: 0 /12
PLANNED | LENGTH | TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION
PLANNED TRAINING TITLE m;:_"r'g"c (HOURS) | CODE |WAS COMPLETED| HOURS ATTACHED




SECTION 4 TRACKING TRAINING SLIDE 86

Tracking Training

e Enter in the USDA Learning Training Code.
o A learning code always needs to be reported.

EMPLOYEE T ™~
COMPLETED TRAINING
PLANNED TRAINING HOURS: 0 /12 HOURS TO DATE: 0 /12
PLARNED 1 | ENGTH | TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION
PLANNED TRAINING TITLE TRAINING

DATE (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan| 8/15/24 | 1.50 | 3430
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Tracking Training

PRACTICE

e Enter in the date the training was completed.

PLANNED TRAINING TITLE

EMPLOYEE TRAINING PLAN

PLANNED
TRAINING
DATE

PLANNED TRAINING HOURS: 0 12

LENGTH
(HOURS)

TRAINING
CODE

COMPLETED TRAINING

HOURS TO DATE: 0

DATE TRAINING | COMPLETED
WAS COMPLETED HOURS

/12

DOCUMENTATION
ATTACHED

ADE DesignEmployeePlan

8/15/24

1.50

3430

8/15/24

SLIDE 87
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Tracking Training

e Enter the actual time spent completing the training.

EMPLOYEE TRAINING PLAN

A

LENGTH | TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION
(HOURS) CODE WAS COMPLETED HOURS ATTACHED

PLETED TRAINING

PLANNED TRAINING HOURS: 1.5 /12 DURS TO DATE: 1.5 /12

PLANNED
PLANNED TRAINING TITLE TRAINING
DATE

ADE DesignEmployeePlan| 8/15/24 | 1.50 | 3430 | 8/15/24 1.50
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Tracking Training

e The slides at the end of every ADE HNS online training provide instruction on how to obtain a
Certificate of Completion. Once obtained, attach the certificate to the tracking form and write
Yes” in the “Documentation Attached” box.

EMPLOYEE TRAINING PLAN

COMPLETED TRAININY

PLANNED TRAINING HOURS: 1.5 /12 HOURS TO DATE: 1.5 N

PLANNED
PLANNED TRAINING TITLE TRAINING
DATE

ADE DesignEmployeePlan| 8/15/24 | 1.50 | 3430 | 8/15/24 1.50 yes

LENGTH | TRAINING | DATE TRAINING | COMPLETED | DOCUMENTATION

(HOURS) CODE WAS COMPLETED HOURS ATTACHED
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e ADE Training Tracker forms document employee training
planned as well as completed trainings.

e ADE Training Tracker forms document the employee has
planned/completed job-specific training.

o Note-If an employee has completed a training and the
training code does not align with the employee's job
duties that are marked on the tracker form, this training
would not fulfill the Professional Standards training
requirements. The only exception is the 1 hour Civil Rights
training that each employee is required to take annually.
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B= An official website of the United States government Here's how you know

m g USDA Professional Standards Training Tracker Tool

_’“ U.S. DEPARTMENT OF AGRICULTURE

Tracking Train

USDA TRAINING TRACKER TOOL

The Professional Standards Training
Tracker Tool (PSTTT)_for USDA child
nutrition programs helps school
nutrition professionals monitor their

Professional Standards Training Tracker Tool

mandatory yearly training hours. This OMB Number: 0584-0626

Expiration Date: 09/30/2026

web-based tool, known as PSTTT, is free
. . . The USDA Child Nutrition Program’s Professional Standards Training Tracker Tool (PSTTT) is designed to assist School Nutrition
to u Se a n d Offe rS S| m p | e n aV| g at | O n a n d Professionals in keeping track of their annually required training hours. For additional information on Professional Standards, please visit

] ) USDA Professional Standards site at hitps //www fns usda gov/cn/professional-standards.
user-friendly features to save time.

PLEASE NOTE: An USDA eAuthentication or Login.gov account is needed to access the tool. New and existing users who have either of
the accounts can proceed to the Tool by clicking on the ‘Login or Create a Profile’ button.

If you do not have an USDA eAuthentication Account or a Login.gov account, go to Create Account and you will be directed to create a
Login.gov account. You will immediately receive an email with a link to activate your account with one simple click.

Contact cnpntab@usda.gov for assistance in accessing the site.

Login or Create a Profile


https://pstrainingtracker.fns.usda.gov/
https://pstrainingtracker.fns.usda.gov/
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» » Professional
amm Standards

Tracking Training

USDA TRAINING Track Training Like a Star with the

. Professional Standards Training Tracker Tool!
The USDA has released two webinars

highlighting the latest updates, including e
a simplified method for inputting training Ebony James, MS, RD
titles, the option to deactivate employees, DA NS Child Hufrifion Frograms
and the opportunity to receive badges
upon finishing one or multiple trainings
within a particular key area, as well as
completing trainings across multiple key

Call-in Number: 1-415-527-5035; Access Code: 199 856 7305

Professional Standards
Training Tracker Tool 2.0:
Enhancements for

areas. o .
Training Tracking Success!

To watch the webinars select one of the P

following images. 1pm -2pm EST

USDA FNS Child Nutrition Programs
Kaushalya Heendeniya, MS, RD
Ebony James, MS, RD



https://www.fns.usda.gov/tn/webinar-track-training-star-professional-standards-training-tracker-tool
https://www.fns.usda.gov/tn/professional-standards-training-tracker-tool-20-enhancements-training-tracking-success
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Training
Stanaaras

SP 05-2020

Please review the frequently asked
qguestions and answers specific to the hiring
standards found within the USDA guidance

SP 05-2020: Questions & Answers Regarding

Professional Standards for State and Local
School Nutrition Program Personnel

Chapter 3: Tracking Training

Il. REGULATION: QUESTIONS AND ANSWERS

The following are frequently asked questions and answers specific to the hiring
standards found within the USDA guidance SP 05-2020: Questions & Answers
Begardin jonal St 3 [ Schos iti oQram

[

[,

(43) What documentation is required to demonstrate completion of the annual

training standards?
The regulation does not specify the kind of records that must be kept. Records
that list the employee name, employer/school, training title, topic/objectives,
training source, dates, and total training hours would be appropriate to
demonstrate training completion. Records must be maintained and made
available to the State agency upon request. SFAs should keep training records
for 3 years, plus the current school year. Open audits require different record
retention pericds. SFAs should check with their State agencies for guidance.

UsDA's Professional Standards Training Tracker Tocl 2.0
(httpsd/pstrainingtracker fns.usda.gov/) may be used to document the annual
training hours.

This free online tool provides great features, such as:
« Allowing manager to set up an employee roster and enter/edit training
records for multiple employees all at oncs;
» Auto-populating school contact information to easily set up profiles;
* Running reports; and
» A database of trainings to aute-populate training information.

The tool provides reminder alerts and email notification of how many training
hours have been completed and how many hours remain to be completed to
fulfill the annual training requirement. A certificate of completion for the
manager and all staff can be saved, emailed, and/or printed once the annual
requirement is met. Please contact cnpntabi@usda.gov with any technical
guestions about the tool.

Alternative training tracking tools may be developed by State agencies and/or
SFAs to keep track of and print reports of training hours, but must include at a
minimum the required fields listad in the USDA Professional Standards Training
Tracking Tool 2.0. These fields would include items such as the employee
information; training hours completed; and the Key Areas, Training Topics, and
Learning Objectives as listed in the Professional Standards Learning Objectives
and Topics with Codes. The Learning Objectives can be found on the USDA
Professional Standards Website. Visit https:)/www fns usda gov/school-
meals/professional-standards for more infermation.
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https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP05-2020os.pdf

Please refer to Chapter 4. o ot
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SECTION 5 MANAGEMENT COMPANIES

Management Companies

CONTRACTS

e Food Service Management Company (FSMC) is a commercial enterprise or a hon-profit
organization that acts on behalf of a School Food Authority (SFA) by managing or directing any

aspect of the school meal program(s) and must meet applicable program requirements.

e The SFA must request documentation from the FSMC to show compliance with the Professional

Standards.
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Management Companies

CONTRACTS
e |n the state of Arizona, when contracting with an FSMC, SFAs must be aware of the rules written

Into the FSMC contract:
o “The Food Service Director assighed to the SFA if awarded the contract, must meet the

Mminimum education and training standards for School Nutrition Program Directors set forth in
Public Law 111-296, Section 306, paragraph (g) (2015). The SFA reserves the right to approve the
selection of the FSMC's personnel and to refuse any applicants recommended by the FSMC to

which the SFA objects.”

e Contracts that do not include additional language to reflect compliance with Professional
Standards requirements, will need to be amended.
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Management Companies

MANAGEMENT HIRING STANDARDS

e There are varying structures within each SFA; therefore, the definitions for directors, managers, and

staff are intended to be general and describe the function/role in broad terms to be applicable to
most LEAs.

e These definitions apply whether or not an LEA is operated by an FSMC. Therefore, Director hiring
standards apply to FSMC employees performing School Nutrition Director-type duties.
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Management Companies

MANAGEMENT TRAINING STANDARDS

e All Professional Standards training requirements apply to all FSMC employees providing services
for the school meals program. The SFA must ensure that the FSMC employees have met the
required annual training requirements. Therefore, the SFA must require the FSMC to provide
documentation showing the training hours and topics completed by the employees. The LEA must
ensure that the FSMC staff has the knowledge and skills to supply safe and nutritious meals that
meet the meal requirements.

e When an FSMC staff person performs School Nutrition Director type duties, but reports, for
example, to a district Business Manager who is responsible for the school district’'s school food

service activities, both individuals would be responsible for meeting the training standards for
program Directors.
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Training
Stanaaras

SP 05-2020

Please review the frequently asked
qguestions and answers specific to the hiring
standards found within the USDA guidance

SP 05-2020: Questions & Answers Regarding

Professional Standards for State and Local
School Nutrition Program Personnel

Chapter 4 Management Companies

IV. REGULATION: QUESTIONS AND ANSWERS

The following are frequently asked guestions and answers specific to the hiring
standards found within the USDA guidance SB O5-2030 Ouestions & Answer
Begarding Professional Standards for State and Local School Muirition Procrar
Personnel

(53) Do the training standards apply to employees of an FSMC? Who is
responsible for providing the training?
Yes. The SFEA director must ensure that the FSMC employess providing services
for the school nutrition programs have the required annual training. Therefore,
the SFA must require the FEMC to provide docurmentation showing the traiming
hours and topics completed by the employees. Contracts that do not include
this language will need to be amended to include additional language to reflect
compliance with professional standards reguirements. The SFA director may
wiork with the FSMC To identify appropriate training resources, such as those
isted at the professional standards website at
hittps)/ professionalstandards.fns.usda go

[59) Who is responsible for tracking FSMC staff training hours?
The SFA must ensure that the FSMC staff has the knowledge and skills to
supply safe and nutritious meals that meet the meal reguirernents. The SFA
miust request documentation from the FSMC to show compliance with the
annual training standards. Contracts that do not include this language will nesd
to be amended to include acditional language to reflect compliance with
professional standards regquirements.

[55) If an FSMC staff person performs food service director type duties, but
reports to a district business manager whe is responsible for the school
district's school food service activities, who is required to comply with the
professional standards requirements?
The SFA maintains oversight and responsibility for planning, administering
rmplementing, monitoring, and evaluating the school meal programs;
therefore, the role of program director must remain with the SEA The SFA-State
agency permanent agreement names the individual consideraed the SFA
director or contact. This is the person who must meet the hiring standards for
new directors. Thus, in same cases, both the SFA contact and FEMC staff person
miust meet the hiring standards, depending on the duties of these indiiduals.
With regard to training, both individuals would be responsible for mesting the
training standards for program directors because they share director
responsibilities. SFAs should discuss unique situations with their State agencies.
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https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
Designing Your Employee Training Plan: A
Course for School Nutrition Directors.

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 3000 - Administration

Desighing Y .
sielrtine o‘.'lr. Learning Code: 3430
Employee Training Plan:
Length: 1.5 hours

A Course for School
Nutrition Directors

Please note, attendees must document the amount of training hours
P indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: Key Area: 3000 — Administration

Designing Your Learning Code: 3430
Employee Training Plan:
A Course for School

Nutrition Directors

Length: 1.5 hours

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and
INstitutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or
funded by USDA (not all bases apply to all programs). Remedies and complaint filing
deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint
and at any USDA office or write a letter addressed to USDA and provide in the letter all of the
Information requested in the form. To request a copy of the complaint form, call (866) 632-
9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of
Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

