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The increasing costs of labor and food accompanied by 1imited
budgets are some of the problems facing the school foodservice di-
rector. A plausible solution for cost increases is more efficient
use of time. The purpose of this research is to develop a method to
determine the time spent in common job functions by schoél food-
service directors with an outcome of providing an initial time data
base for ultimate time and performance evaluations.

A two part questionnaire of all sixty-eight school foodservice
directors in Oregon was conducted to identify how time was allocated
among job functions identified by the American School Food Service
Association, 1978, and among routine office tasks. Part one: an
estimation of time allocations per job functions and demographic
information was requested. Part two: a time study in which the
school foodservice director kept a record of activities for a five-
day period. The response rate was fifty percent.

0f the school foodservice directors surveyed, there were no
significant differences in the estimated and actual amount of time

spent in job functions for eighty percent of the sixty-one job



functions surveyed. Of the twenty percent with significant differ-
ences, the majority were overestimates of time spent in job functions.
Demographic variables correlating with significant differences in the
estimated and actual time spent in job functions were: (1) education
level, (2) number of years in the foodservice profession and (3) num-
ber of days of administrative assistance. The majority of school
foodservice directors surveyed accurately plan their time to complete

Jjob functions.
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Time Allocations to Job Functions of School

Foodservice Directors in Oregon
INTRODUCTION

The director of a school foodservice operation assumes respon-
sibility for the planning, organizing, directing and administration
of the foodservice program. Van Egmond (1) identified important
objectives for the director of a school foodservice including meeting
the needs of students by serving quality, nutritious food and op-
erating the foodservice program within budgetary guidelines. Some
of the problems facing the school foodservice director are the in-
creasing costs of labor and food accompanied by limited budgets.
Students, parents and teachers are demanding quality in both food
and service while administrators are seeking cost effectiveness in
resource utilization. A plausible solution to this situation is more
effective uti]izatidn of resources and increases in productivity.

The basic resources available to the school foodservice director
are people, money and time. People can be hired, trained or trans-
ferred and money can be saved, borrowed or redistributed thus ex-
hibiting the flexibility of these resources (2). However, time is
an inflexible, irreplaceable resource that cannot be expanded or
compressed. According to Marvin (3), once this resource is lost,
it cannot be replaced. To use time more effectively, one first must
know how time is presently being used.

For the past two decades, attention has been focused on pro-

ductivity. Methods have been devised for exolaining, measuring and



increasing this component of the work environment. There has been
concern for the slowing of aggregate United States labor productivity
growth as well as methods for measuring productivity within organi-
zations (4). Adam, et al. (5) reported that two-thirds of the work
force of the economy is employed in the labor intensive service
sector which includes the foodservice industry. Adam, et al. (5)
also stated that productivity measurement within the service sector
is more difficult because of the intangible nature of services due
to the lack of a product to be measured. Bowen (6) also affirmed
that productivity measurement methods and studies are more prevalent
in manufacturing industries and the average level of productivity is
Tower in services than in manufacturing.

Productivity may be defined as output per unit of input (7).
Output is a measureable criterion such as units of é product or
services rendered while input can be expressed in terms of time,
money or other resources. The ratio resulting from output as the
numerator and input as the denominator is the productivity ratio.
Pope (8) stated that setting standards for nerformance is one of
the most important ways to increase productivity.

Productivity measurement has occurred within the foodservice
industry. Matthews (9) has reviewed productivity studies related
to foodservice and stated that the comprehensive concept of produc-
tivity is in its beginning stages of research. Studies measuring
Tabor productivity in hospital foodservices have been conducted by
Klein (10) and Griesbaum (11). Other studies relating to produc-
tivity in foodservice include a work sampling method by lelch and

Hockenberry (12) designed to increase employee efficiency, while



Chappell (13) utilized flow charts to identify time consuming activ-
ities to thus increase the productivity of foodservice workers.

Measurement of managerial oroductivity has been a complex task
with much diversity among viewpoints. The management skills involved
in business also apply to foodservice (1). Likewise, the same basic
management principles are used in various foodservice operations:
hospitals, restaurants and school foodservice (14). It is management
who sets the work pace and attempts have been made to measure mana-
gerial productivity within the business sector (15, 16, 17). Bagley
(18) has stressed the importance of effective management and the
utilization of basic management techniques to obtain increases in
productivity for workers in foodservice. However, research aimed at
measuring managerial productivity in foodservice is scarce. Produc-
tivity data of dietitians occupying management positions have been
combined with total labor hours for productivity determinations (10).
David (19) has reviewed work measurement methods and stated the neces-
sity for evaluating the effective use of management resources. The
managerial position of public health nutritionists has also been the
subject of productivity research (20, 21). However, documentation of
specific methodology for productivity measurement was not included in
published reports of these studies.

School foodservice is considered a major business which requires
qualified management personnel. In 1980, the National School Lunch
Program was the world's largest institutional feeding program with
sales totaling close to ten billion dollars (22). The school food-
service director is a unique individual who must possess a myriad of

skills to function effectively and serve the students, personnel and



governing school board. The role of the school foodservice director
embodies a management level position, expertise in nutrition and
foods, knowledge of quality food production and an endurance to
interpret and comply with detailed federal rules and regulations
(1.

Actual productivity research in the area of school foodservice
is not abundant. Early studies, 1952-1958, involved observations of
individual workers and continuous time studies determining labor time
per meal (23, 24). More recent studies related to school foodservice
include work sampling and flow charting (12, 13). However, specific
studies involving school foodservice directors in productivity
studies have not been recorded.

The purpose of this study is to develon a method to determine
the time spent in common job functions of school foodservice direc-
tors. An outcome of the study is to provide an initial data base
for the development of time standards. The establishment of job
function time standards would allow quantifiable performance and
time evaluations and ultimate productivity comparisons to be made.
This would allow the school foodservice director to view how time
is allocated to job functions and to provide bench marks for future
comparisons. According to David (19), standard data resulting from
work measurement studies can be a useful managerial aid.

The objectives of the study are: (1) identify time spent in
job functions by school foodservice directors in Oregon, (2) iden-
tify a demographic profile of the school foodservice directors and

(3) identify demographic variables affecting the allocation of time.



The hypothesis of this study is: no significant difference exists
between the estimated time and actual time spent in common job

functions of school foodservice directors.



REVIEW OF LITERATURE

A search of the literature has identified five areas of study
pertaining to this research. They are: (1) the effective manage-
ment of time as a resource, (2) defining the concept of productivity,
(3) methods to improve efficiency and increase productivity in food-
service, (4) managerial productivity in business and foodservice and

(5) school foodservice.

I. Time as a Resource

The importance of time as a resource and the need for effective
time management has been reported in business and in foodservice
(2, 3, 25, 26, 27). Drucker (25) suggested that time is the primary
resource and effective management of time is necessary before other
management functions can occur. Craig and Turner (2) perceived time
as the most perishable resource since it cannot be stored, substi-
tuted or borrowed. Therefore, time lacks the flexibility of other
resources such as people and money. Marvin (3) confirmed the perish-
able nature of time stating that once time is lost, it cannot be
replaced. Lakein (26) stated that time is irreversible as well as
irreplaceable and achieving control of time allows for personal flex-
ibility and the accomplishment of tasks. Davis and Dahl (27) stated
that time, as a resource, represents the ultimate energy crisis since
it cannot be expanded or contracted.

To use time more effectively, it must first be determined how
time is being used. Craig and Turner (2) stressed the importance in

determining actually how time is spent and stated that estimates of



how time is spent are usually incorrect. To determine the actual use
of time, Craig and Turner also suggested keeping a record of activ-
jties for a period of one to two weeks. Recording the amount of time
spent in job categories would allow the identification of areas where
time is wasted, thus needing corrective action. In a hospital-wide
time management study, Davis and Dahl (27) collected random time ob-
servations with the objective of identifying and improving the use

of the study participants' time. An estimate of time spent in spe-
cific job functions was initially obtained and compared with the
actual time. The results identified sianificant differences between
the estimated and actual use of time, indicating the participants

did not have a clear picture of how time was being spent. Davis and
Dahl1 also stated that the effective management of time is necessary
before other effective management can occur.

In an executive time management study, Marvin (3) surveyed
managers to identify how time is spent among the managerial functions
of decision making, planning, organizing, delegating, staffing, im-
plementing, evaluating, controlling and innovating. A time analysis
worksheet was designed to allow the manager to increase effectiveness
through the analysis of how time was spent. Marvin recorded the
average percentage of time spent in management functions of the re-
spondents to allow any manager to make comparisons with the work
patterns of the survey respondents. Thompson (28) affirmed the need
for using comparisons to measure time spent in job functions by
stating that comparisons with pre-established time standards is the

most effective method to evaluate time spent in job functions.



II. Productivity: An Overview

The topic of productivity has been approached from many view-
points and on many levels. Likewise, the definition of this popular
topic has encompassed a wide variety of concepts ranging from pro-
duction input and outputs to human resources and the efficient use
of employee skills (29). Adam, et al. (5) gave a general definition
of productivity as a concept dealing with the conversion of inputs
to outputs. Ruch and Hershauer (7) said the simplest definition of
productivity is output per unit of time or the ratio of output to
input. McCarthy (4), dealina with national productivity, defined
U.S. labor productivity as the ratio of the gross national product
to labor hours employed. Sutermeister (30) and Sibson (31), empha-
sizing human resource management, defined productivity as the ratio
of output to man hours.

Ruch and Hershauer (7) suggested a problem exists when using a
simple definition of productivity. Ruch also stated that specific
terms be used for output and input. For example, specifying output
as a specific product or service rendered and a unit of time for in-
put. In Ruch and Hershauer's opinion, it is unlikely that a univer-
sal definition of the term will ever emerge, therefore, the term should
be used with appropriate modifiers conveying the intended meaning.

The fact that‘productivity growth has been declining during the
past fifteen years has received attention in the literature (4, 6,
32). The rationale of why there has been a slowing trend varies
with each of the following authors. McCarthy (4), focusing on U.S.

Tabor productivity, attributed productivity decline during the 1970s



to a sTow growth in the capital-labor ratio and the emergence of
large numbers of young, inexperienced workers into the work force.
Bowen (6), focusing on productivity within the private business
sector, agreed with McCarthy, but suggested four additional factors
that provide interacting influences believed to have adversely af-

fected productivity growth since the middle 1960s. These factors

are: (1) intersectoral shift--the movement of workers from farm to
work areas with higher productivity, (2) shift to services--a greater
increase in employment in services as compared to the increase in
employment in manufacturing, (3) federal regulation--which increased
rapidly during the late 1960s and (4) lack of growth in the economy--
as identified by a declining rate of growth in the grcss national
broduct beginning in 1966.

Rockmore (32), compiling information from "preeminent experts"
in business, government and education, stated four reasons why U.S.
productivity growth is lagging. The reasons are: (1) American
workers are not motivated by a strong work ethic, (2) American in-
dustry is paying a high cost for labor safety and protective environ-
mental legislation, (3) inflation and tax laws that inhibit expansion,
(4) lack of investment in improving technology and equipment and (5)
shift to a service economy with sixty percent of the work force being
employed in services.

Bowen (6) stated that the average level of productivity is lower
in services than in the general economy, but warned not to look on
the service sector as a single entity, but as an aggregate composed
of many levels of productivity. Adam, et al. (5) and Rockmore (32)

emphasized the difficulty in measuring productivity in the service
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sector because of the lack of a product to be measured. Adam also
stated that any attempt to measure productivity within the service
sector should measure output as the number of services produced. How-
ever, for this to be accomplished, a unit of service must be estab-
lished. Carpenter (33) stated that a unit of service should be the

basic function or service within a department or organization.

IIT. Productivity in Foodservice

The aim of a foodservice facility is the efficient and econom-
ical production and service of quality food. Because of increasing
costs of food and labor, the efficiency of a foodservice should be
measured (34). David (19) stated that work measurement is essential
for increasing productivity in foodservice and defines work measure-
ment as:

"...a method of astablishing an equitable

relationship betw2en the amount of work

performed (output) and the manpower (in-

put) used to complete that work."
Production time standards derived from work measurement allows for
productivity comparisons. Standards can improve productivity in
foodservice by showing what is possible to achieve and encouraging
improvement (8). There are various work measurement techniques that
produce production time standards. These include: activity analysis,
activity or work sampling and predetermined motion time.

Activity analysis involves the continuous observation of ac-
tivities performed by individual workers (19). This technique was
used by Heinemeyer and Ostenso (35) to determine if labor time in

food production could be reduced by utilizing a central inventory

control system.
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The study involved continuous stop watch timing of six cooks in the
process of assembling supplies and ingredients. The time and tasks
involved were compared to the time and tasks utilizing a single em-
ployee issuing and delivering the supnlies and ingredients from a
central ingredient room. A significant amount of time was saved

using the central ingredient room, indicating the use of a central

inventory control system would allow more time for productive ac-
tivities.

Activity or work sampling involves making randomly spaced,
instantaneous observations of activities over a specific period of
time (19). The activities are classified as direct labor, indirect
labor or delay time with specific tasks defined and coded within each
classification. Wise and Donaldson (34) utilized the technique of
work sampling to analyze the work activities of seven hospital food-
service employees. The percentage of time the employees spent in nine
categories of work was analyzed to provide information for more effec-
tive classification and scheduling of employees. Welch and Hocken-
berry (12) have provided a step-by-step method of work sampling. Def-
initions and examples of forms to collect data were included to identi-
fy how a work sampling procedure could be conducted in a foodservice
facility. Yung, et al. (36) utilized work sampling in a study of
nursing home foodservice personnel. The purpose of the study was to
determine labor productivity by time spent in work and delay activities.

Predetermined motion time utilizes a system that identifies the
basic motions used to accomplish work and describes the conditions
under which the motions occur (9). A standard time value for the

performance of each motion is the result of this work measurement
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technique. The purpose of this technique is to establish a time
frame for performing a specific task without actually performing

the task. Therefore, a synthesis of time for the basic motions com-
prising the task is the result. Waldvogel and Ostenso (37) conducted
a study comparing svnthesized time values and stop watch studies of
actual production items. The synthesized time values resulting from
the study were identified as a valid and reliable indicator of time

involved in food production.

It has been stated the concept of productivity in foodservice
is in the beginning stages of research (9). Foodservice operations
should establish standards of productivity based on past, as well as
ideal, performance and work measurement rmust continue to determine

progress and the achievement of objectives (19).

IV. Managerial Productivity

A. Business Sector

The measurement of managerial productivity has been a complex
task with much diversity among viewpoints. The relevancy of using
the term productivity when referring to management has been raised
(31, 38). Sibson (31) states that the term productivity does not
apply to management and the term "productiveness" is more appropriate.
Deutsch (38) referring to the confusion arising when distinguishing
between productivity and performance, states that the performance of
chief executive officers and other top level managers should be
measured. However, the distinction between productivity and perform-
ance for the professional and managerial positions filled by the

educated white-collar employee is a "muddied shade of gray."
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The dual use of the terms productivity and performance for
measuring management effectiveness is further detected in the 1it-
erature (16, 17, 39, 40). Referring to productivity as a measurement
of management effectiveness, Conley (17) stated that using a manage-
ment by objective program will influence managerial productivity.
Kearney (16) suggested basing managerial productivity on behavioral
rating scales, with behavior determined from a job analysis. Refer-
ring to performance as a measurement of management effectiveness,
Kuin (39) suggested that management performance can be determined
by the optimum use of resources available to management and the rate
of growth in sales and profits. DeWitt (40) referred to measuring

management performance by the effective management of revenues,

expenditures and profits.

Robinette (41) stated that while subjective human relations
skills will always be a point of evaluation for management personnel,
objective measurements of the effectiveness of management are needed.
Robinette further stated that using resource consumption criteria as
a bases for evaluation will reinforce the importance of resource

management.
B. Foodservice Industry

By adopting increasingly sophisticated management techniques,
the foodservice industry has advanced to one of the most important
service industries in this country (42). Van Egmond (1) recognized
that management skills involved in business also apply to the food-
service industry. Van Egmond also identified foodservice management

responsibilities as:
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"...planning, directing and controlling the
foodservice in a sound financial manner and
serving good, nutritious foods..."

The importance of evaluating the effective use of management
has been reported in foodservice as well as in other businesses (43,
19). Drucker (43) suggested productivity measurements should include
the utilization of managerial time. David (19) stated measurement is
essential in the evaluation of the effective use of management re-
sources.

Bagley (18) discussed productivity in the foodservice industry
and stressed the sharpening of management techniques as a creative
approach to increasing employee productivity. However, managerial
productivity and effectiveness were not identified.

Foodservice management personnel have been included in work
measurement studies (44, 45, 46). A work sampling technique was
developed to classify and analyze the management activities of
dietitians and food production managers (44). Management activities
of college foodservice managers were classified in a study by San-
ford and Cutlar (45). The results of this study showed each manager
emphasized different categories of work. A work sampling study analy-
zing the activities of therapeutic dietitians showed time allocated
to activities was similar for all study participants (46). While
these studies do not involve actual productivity measurements, they
are initial studies for developing standards.

Productivity measurement is described in two studies involving
the middle management position of public health nutritionists (20,
21). These studies involved judgments made by the participants to

the occupancy, effectiveness and efficiency of work performed.
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V. School Foodservice

Prior to national legislation, school lunch programs were
financed by local organizations and governments with some federal
assistance to defray labor costs (47). The National School Lunch
Act of 1946 established the non-profit school lunch program with
the purpose of safeguarding the health of the children of this
country (1). Since 1946, school foodservice has grown to be the
world's largest institutional feeding program serving over twenty-
five million children per day (22).

The need for work measurement in school foodservice was recog-
nized by Bryan (48) who stated the lack of procedures and standards
as the cause of difficulties in handling school foodservice em-
ployees. Studies dating back to 1952 and 1958 involved observations
of individual school foodservice workers and continuous time studies
to determine labor time per meal (23, 24). These studies identified
variations of time allocated to work categories as more prepared
foods and modern equipment were introduced. More recent unpublished
research on time measurement in school foodservice operations has
been reviewed by David (19). These studies involved work sampling
to determine man hour production rates and labor minutes per meal.

Articles have been written giving instructions on work sampling
and flow charting as a means of achieving productivity increases in
school foodservice (12, 13). Welch and Hockenberry (12) gave the
school foodservice director a step-by-step work sampling method to
measure employee efficiency stating that lower labor costs are a re-

sult of increasing efficiency. Chappell (13) outlined the steps
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involved in flow process charting to enable the school foodservice
director to evaluate work flow. She indicated such an evaluation can

identify ways to make work more efficient thus increasing productivity.

Van Egmond (1) stated that a foodservice director must possess
sound leadership abilities including planning, organizing, directing
and administering the foodservice program in a school system. The
school foodservice director must also take the responsibility to see
that services are supplied in the most effective manner and be ac-
countable for resources (49). Much has been written identifying the
responsibilities and importance of the position of the school food-
service director. However, research studies involving this position
are almost nonexistent. Prentiss (50) identified characteristics of
. school foodservice administrators as compared to commercial food-
service administrators. Additional research focusing on the school
foodservice director's activities and time allocations have not been

found in the literature.
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METHODOLOGY

This study was conducted to initiate a data base for ultimate
productivity measurements for the position of school foodservice
director. For this to be accomplished, a method to determine the
time spent in common job functions had to be developed. Data col-
lected for the study included: (1) estimation of time spent in
common job functions, (2) actual time spent in common job functions
and (3) demographic data. Providing the school foodservice director
with data representing the amount of time allocated to job functions
would allow quantifiable performance evaluations and a basis for
determining productivity ratios.

A survey research design was selected to collect current infor-
mation regarding the use of time in common job functions of indi-
viduals occupying the position of school foodservice director in the
state of Oregon. It was intended that the information would provide
data to plan and implement the use of time effectively in the work
routine. Several criteria were formulated on which the design of
the study was based. The first criterion was that the method to be
developed to assess the time allocated to job functions by school
foodservice directors be flexible to allow utilization by all school
foodservice directors involved in the study, regardless of the job
tasks involved in the position. The second criterion was to achieve
a method that was simple in design. The final consideration was the
amount of time required to administer the method be minimal to en-

courage completion.
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Research Instruments

The research instruments were developed for recording data of
the estimated and actual amount of time the school foodservice
director spent in job functions. Demographic information was re-
quested to identify a descriptive profile of the responding food-
service directors. The research was divided into two phases:

Part I requested information regarding the estimated time spent

in job functions and demographic information, and Part II requested
documentation of the actual time spent in job functions for.a
specific five day work week.

The initial phase, Part I, of the study was composed of two
documents: a time estimation questionnaire, Table 5 (Appendix p. 58)
and a demographic questionnaire, Table 6 (Appendix p. 65). Table 5
required an estimation of time allocated to fifteen specific job
functions identified by the American School Food Service Associ-
ation (51). The major categories of job functions were:

1. Personnel - included responsibilities describing

the procurement, deve]opmeht and utilization of

personnel

2. Labor Management - defined responsibilities applying
effective labor management relations to the school

foodservice operation

3. Budgeting and Financial Control - described respon-
sibilities involved in the development and implemen-
tation of a budget and the collection of data and the

preparation of financial reports



10.

Federal, State, Local Governmental Regulations -
defined responsibilities regarding the compliance
with legislation affecting the school foodservice

operation

Purchasing - defined responsibilities in the sys-
tematic procurement of food and non-food items for

use in the school foodservice system

Receiving and Storage - defined responsibilities for
developing and monitoring receiving, inventory con-

trol and warehousing

Distribution - included responsibilities defining
the planning, evaluating and monitoring of a dis-

tribution system for food and non-food items

Food Production and Service - defined responsibilities

of planning, assembly and service of food for the

operation

Menu Planning - defined responsibilities involved in

establishing and maintaining adequate nutrition through

the planning of menus

Merchandising - involved the responsibilities of
implementing systems to increase student interest
for the promotion of the consumption of nutritious

foods

19



11.

12.

13.

14.

15.

20

Nutrition Education Programs - defined the respon-
sibilities of setting program goals and objectives,
evaluating the program and participating as a re-

source person in the program development

Facility Planning, Equipment Specification and
Selection - defined responsibilities in the design
and utilization of space, equipment specification

and selection

Safety and Sanitation Standards - defined respon-
sibilities for the establishment, monitoring and
evaluation of safety and sanitation standards for

personnel and the foodservice operation

Communications and Public Relations - defined re-
sponsibilities for the promotion and maintenance of
communications and public relations within the school

foodservice operation

Professional Research, Growth and Self Development -
involved responsibilities for the maintenance of pro-
fessional knowledge through participation in profes-
sional organizations, seminars and reading current

research.

Two additional categories were added to account for miscellaneous

office related tasks and time spent in activities that were not

included in the categories identified by the American School Food

Service Association. The additions were:
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16. Office Related Tasks - involved responsibilities
such as instructing assistants, incoming and out-

going telephone calls, and sorting, reading mail

17. Break and Personal Time - provided a category for

the recording of time allocated to coffee and lunch

breaks and time spent away from the office
The second document included in Part I of the study was a demographic
questionnaire, Table 6 (Appendix p. 65). Information requested from
the foodservice directors included: (1) number of years in food-
service profession, (2) number of years in present position, (3)
availability of administrative assistance, (4) professional organi-
zation membership, (5) number of hours worked per five day week,
(6) number of students in school district, (7) student participation
and (8) education level.

The second phase, Part II, of the study was composed of two
documents. Job Functions for School Foodservice Directors, Table 7
(Appendix p. 69) restated job functions listed in Table 5 (Appendix
p. 58) to provide an aid to the school foodservice director in keeping
a time record. The time record, identified as a time log, Table 9
(Appendix p. 74), was designed in three sections: (1) dividing the
work day into one hour blocks, (2) recording of specific job func-
tion(s) accomplished during each one hour block and (3) recording the
actual amount of time spent in each job function. An example of the
time log and instructions for its use, Table & (Appendix p. 73), were

included in the materials mailed to each school foodservice director.
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Pilot Study

A pilot study was conducted to determine if the design criteria
had been achieved through the newly developed instruments. The pilot
study participants were representative of school foodservice direc-
tors, each performing the job functions identified by the American
School Food Service Association (51). The pilot study participants
were not a part of the actual study but completed and provided
written feedback of the instruments. Three school foodservice di-
rectors representing the school districts of Vancouver, Spokane and
Battleground Washington participated in the pilot study. The state
of Washington was chosen because of its close proximity to Oregon.

Responses from the participants indicated that the information
requested in the demographic questionnaire (Table 6 p. 65) was ap-
plicable to the position of the school foodservice director and was
clearly stated. A need was indicated for minor format changes in
the form for estimating time allocated to job functions and in the
time log for recording actual job functions. The suggested changes
were incorporated and the forms were re-designed to allow more space
in recording estimated and actual time spent in job functions. The
respondents indicated that the directions for estimating and re-
cording actual time spent in job functions were clearly stated and
the amount of time involved in completing the requested forms was

reasonable.
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Description of Population

The administrator or director of a school foodservice operation
assumes responsibility for the planning, organizing, directing and
administration of the foodservice program (1). All school food-
service administrators (N=68) in the state of Oregon were surveyed.
Titles other than director were indicated for the administrative
school foodservice personnel including supervisor of foodservices,
lunch supervisor and lunch coordinator. However, the population was
identified as administrative school foodservice personnel by the
School Nutrition Program of the Oregon Department of Education. To
maintain uniform terminology with the American School Food Service

Association, all positions were referred to as director.

Instrument Administration

The two phase research instruments were mailed to the popula-
tion in two separate mailings. The first phase, mailed February 9,
1981, included: (1) a cover letter, (2) a consent form, (3) a re-
print of the competencies for school foodservice directors identi-
fied by the American School Food Service Association (51), and (4)
Part I of the research instrument. The cover letter (Appendix
p. 50), constructed utilizing the method of Dillman (52), described
the study, explained that participants could withdraw from the study
if desired and insured confidentiality of responses. A consent form
(Appendix p. 51) was enclosed in compliance with Oregon State Univer-
sity Committee for the Protection of Human Subjects. A reprint of Rec-

ommended Competencies for School Nutrition Program Personnel, Table 4
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(Appendix p. 52) for the position of school foodservica director was
included to familiarize the participant with the document from which
the job functions listed in Part I of the instrument were taken.
Part I was composed of two documents: (1) time allocation question-
naire, Table 5 (Appendix p. 58) reauesting an estimation of time
allocated to specific job functions and (2) demographic question-
naire, Table 6 (Appendix p. 65) requesting information for a de-
scriptive nrofile of the respondents. A telephone follow-up was
carried out on February 18, 1981 to determine if the mailing had
been received, to answer questions regarding the instrument and to
encourage a response. An identification number was assigned each
respondent in the first phase of the study to assure anonymity of

response. The identification number was placed on the returned

time allocation questionnaire, demographic questionnaire and consent
form.

The second phase, mailed February 28, 1981, was sent to the
school foodservice directors who responded to the first phase. The
second mailing included: (1) a cover letter, (2) an addendum to
the demographic questionnaire and (3) Part II of the research instru-
ment. The cover letter (Appendix p. 67) thanked the respondent for
participation in the first phase of the study and described and en-
couraged the continuation of the second phase. An error in the
wording of the response categories of three of the demographic
questions necessitated an addendum to clarify the response (Appen-
dix p. 68). Part Il of the research instrument was composed of two
documents: (1) Table 7, Job Functions for School Foodservice

Directors (Appendix p. 69) enclosed as an aid in recording the time
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log and (2) Table 9, Time Log (Appendix p. 74) for recording actual
time spent in job functions for the five day week of March 9-13,
1981. An example of the time log and instructions for its use were
also included, Table 8 (Appendix p. 73). A telephone follow-up was
carried out on March 6, 1981 to determine if the mailing had been
received, to answer questions and to encourage a response. Return
of the time log was requested upon completion on the final day,

March 13, 1981.

Statistical Analysis

The estimated amount of time spent in job functions obtained
from Table (Appendix p. 58) was computed in hours per week for
comparison with the actual time recorded during the sample week
in the time log, Table (Appendix p. 74). The computer program,
Statistical Package for the Social Sciences (SPSS) (53), was used
in the analysis of the data. Subprograms of SPSS provided dis-
tributional statistics of demographic items and correlations between
demographic variables and differences in estimated and actual time
spent in job functions. Data of the estimated and actual time spent
in job functions by each respondent were paired. An additional sub-
program computed the t values for each pair and the differences in
the estimated amount of time spent in job functions and the actual
time recorded in the time Tog were analyzed for significance at the

.05 level.
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RESULTS AND DISCUSSIONM

Survey instruments were developed to determine the estimated
and actual time spent in job functions of school foodservice di-
rectors. The two phase study was mailed to all sixty-eight school
foodservice directors in Oregon. Data were collected identifying
three specific areas relevant to the study: 1) demographic infor-
mation, 2) estimation of time spent in job functions and 3) actual
time spent in job functions. Demographic information and estimation
of time spent in job functions composed Part I of the study. Demo-
graphic data were requested to identify a descriptive profile of the
school foodservice directors surveyed. Data were collected re-
acarding an estimation of time school foodservice directors allocated
to job functions. A time log for recording the actual time allocated
to job functions composed Part Il of the study. The sample five day
week was March 9-13, 1981. Data were analyzed from the school food-
service directors who returned both parts of the survey instruments

which represented a fifty percent response (n=34).

Descriptive Profile

The profile of the school foodservice directors identified from
the demographic questionnaire (Appendix p. 65) has been compiled in
Table 5 (p. 27). The total number of years spent in the foodservice
profession was requested to identify the experience level of the
school foodservice directors surveyed (Figure 1, p.30). The number of
years spent in the foodservice profession ranged from four to thirty-

five years with a mean of 16.3 years. Six percent of the respondents



Table 1

Demographic Profile of School Foodservice Directors in Oregon

Response Categories, Number of Respondents, Percentages and Means

s fsporse Respondents Regpondents Mevic?
(n=34) (%) Deviation
Total Years in Foodservice
4 years 2 6 16.3 + 8.1
5-10 years 7 20
11-15 years 6 18
16-20 years 11 32
21-25 years 2 6
26-30 years 5 15
> 30 years 1 3
Number of Years in Present
Position
1- 5 years 20 59 ' 7.1 + 8.1
6-10 years 5 15
11-15 years 2 6
16-20 years 7 20

Le



Table 1 Continued

Denagraphic Response Respondents Fespondents oot
¢ (n=34) (%) Deviation
Hours Worked pver Five Day Week
38-40 hours 1 32 43.9 + 4.2
41-45 hours 14 a1
46-49 hours 2 7
> 50 hours 7 21
Student Population per District
630- 4,999 students 21 62 6173 + 9009
5,000- 8,999 students 26
9,000-12,999 students
> 13,000 students
Student Participation per Day
0- 2,999 students 22 65 3662 + 5995
3,000~ 5,999 students 9 26
6,000- 9,999 students 2 6
> 10,000 students 1 3

8¢



Table 1 Continued

D hic R Respondents Respondents Mean,
emogrgp 1c Response Number Percent Standard
ategory (n=34) (%) Deviation
Availability of Administrative
Assistance .
Yes 21 62 NA
No 13 38
Membership in Professional
Organizations
American School Food
Service Association 23 68 NA
American School Food Service
Association and American
Dietetic Association 15
None 17
Education Level
High School 18 53 NA
College Cegree 16 47

*Not Applicable

62
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had foodservice experience of four years while the range from five
to ten years included twenty percent of the respondents. Eighteen
percent had foodservice experience ranging from eleven to fifteen
years. There were more school foodservice directors, thirty-two
percent; with sixteen to twenty years experience in the foodservice
profession. Only six percent of the respondents had foodservice
experience ranging from twenty-one to twenty-five years. Three per-

cent of the respondents had thirty-five years of foodservice ex-
perience.
Figure 1

Percent Distribution of Respondents by Total

Number of Years in Foodservice Profession
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‘The number of years worked in the present position of school
foodservice director was requested to determine the experience level
within the position (Figure 2). There was a range from one to twenty
years with a mean of 7.1 years for the number of years worked in the
present position of school foodservice director. More than one-half
of the respondents, fifty-nine percent, had been in the position five
years or less. Approximately fifteen percent had been employed in
the school foodservice position from six to ten years. Six percent
of the respondents were employed in the position from eleven to fif-
teen years while twenty percent of the respondents had been in the

position sixteen to twenty years.

Figure 2

Percent Distribution of Respondents by

Number of Years in Present Position
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The educational level was relatively evenly distributed between
high school education and college degree. Fifty-three percent of
the responding school foodservice directors had a high school educa-
tion while forty-seven percent had a college degree (Figure 3).
Included in the college degree category were: associate arts degree,
nine percent; bachelor of arts or bachelor of science degree, eighteen
percent; master's degree, six percent. Fifteen percent of the di-

rectors had completed a dietetic internship.

Figure 3

Percent Distribution of Respondents by

Education Level
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The number of hours worked per five day week was requested to
determine the workspan of the school foodservice directors (Fig-
ure 4). The number of hours worked per five day week ranged from
thirty-eight to fifty-three hours with a mean of 43.9 hours. Thirty-
two percent of the respondents worked thirty-eight to forty hours per
week, while forty-one percent worked from forty-one to forty-five
hours per week. Only six percent worked from forty-six to forty-nine

hours per week while twenty-one percent worked greater than fifty
hours per week.
Figure 4

Percent Distribution of Respondents by

Number of Hours Worked per Five Day Week
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Information regarding the availability of administrative
assistance was requested to determine if the management function
of delegating was a part of the work routine of the school food-
service director. Sixty-two percent of the respondents had admin-
istrative assistance available to them ranging from a few hours
per day to eight hours per day. The assistance varied for each
director and included positions such as clerk typist, bookkeeper,
field specialist, warehouse and delivery assistance. The responding
school foodservice directors with administrative assistance repre-
sented the school district with a mean district size of 7,766
students. The school foodservice director without administrative
assistance represented the smaller school district with a mean
district size of 3,230 students. The information requested re-
garding administrative assistance was in the form of an open ended
question (Appendix p. 65) allowing the respondent to write in the
type and amount of assistance available. The question should have
been stated in a specific format that would allow a precise state-
ment regarding the type and amount of administrative assistance.

Information regarding membership in a professional organi-
zation was requested to determine if the foodservice directors were
involved in a proaram that offered professional growth. Sixty-eight
percent of the respondents were members of the American School Food
Service Association, the professional association representing
school foodservice personnel. Fifteen percent of the respondents
maintained membership in both American School Food Service Associ-

ation and American Dietetic Association, the professional association
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of dietetic practitioners. Seventeen percent of the respondents
had no professional affiliation.

The student population of the school districts represented in
the study varied greatly. The range was from 630 to 53,000 students
in the school districts in Oregon. The mean district size was 6,173.
Many of the school districts in Oregon are small. Thirty-five per-
cent of the population of the state reside in twenty-nine counties
while sixty-five percent of the population reside in eight
counties (54).

The participation of students in the school lunch program varied
over a wide range from 400 to 35,700 students per day. The mean
student participation was 3,662. Based on the mean district size of
6,173 students, the mean participation rate for Oregon was fifty-nine
percent, which is 1.8 percent lower than the national participation

rate of 60.8 percent (22).
Correlations

Correlations of + .5 or greater were identified between demo-
graphic variables and job functions which exhibited a significant
difference in the actual and estimated time. Three job functions
exhibiting a significant difference with an r value of + .5 or
greater were: (1) Job Function 5C, bidding and purchasing, (2) Job
Function 15A, participation in seminars, workshops, and (3) Job
Function 16D, instructing assistants (Table 2 p. 36).

Education level was positively correlated with Job Function
5C, bidding and purchasing, with an r value of .54. As the educa-

tion level of the school foodservice director increased, the
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Table 2

Job Functions with Significant Differences

and Independent Variable Correlations

Significant Independent Correlation

Job Functions Variable r value*
5C Bidding and purchasing Education level .54
Years in foodservice -.58

15A Participate in seminars,

workshops Education level .70
160 Instructing assistants Education level .51
Number of days of
administrative
assistance -.67

*
Significant at .05
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difference between estimated and actual time spent in the job func-
tion increased. The director perceived more time spent in the job
function than was recorded during the sample week and this mis-
perception of time increased as the education level increased.
Number of years in the foodservice profession was negatively cor-
related with Job Function 5C with an r value of -.58. As the years
of experience in the foodservice profession increased, the differ-
ence between estimated and actual time spent in the job function
decreased. This indicated that experience may have had some in-
fluence on the accuracy in estimating time spent in the job function.

For Job Function 15A, participation in seminars, workshops, a
positive correlation was identified with education level with an r
value of .70. As the education level increased; there was a greater
difference between estimated and actual time spent in the job func-
tion. This could be explained by the fact the sample week fell
prior to a state American School Food Service Association meeting.
The estimate of time was recorded without any knowledge of when the
sample week was to occur. The resulting underestimate of time
allocated to the job function possibly occurred as the school food-
service director with a higher education level was involved in
preparation for the state meeting.

Education level was positively correlated with Job Function
16D, instructing assistants, with an r value of .51. As the educa-
tion level of the school foodservice director increased, the dif-
ference between the estimated and actual time spent instructing
assistants also increased. This indicated that education level of

the director possibly had little if any effect on estimating time
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spent in the job function. The director perceived more time spent
instructing assistants than actually occurred during the sample week.
The number of days of administrative assistance was negatively cor-
related with Job Function 16D with an r value of -.67. As the num-
ber of days of administrative assistance increased, the difference
between the estimated and actual time spent instructing assistants
decreased. This indicated the availability of administrative as-
sistance could have had some influence on the accuracy in estimating

time spent in the job function.

Paired t Analysis

Job functions were analyzed using paired t analysis to determine
if the difference in the estimated amount of time spent in job func-
tions and the actual time recorded in the time log was significant.
Of the sixty-one job functions surveyed, forty-nine did not show a
significant t value indicating the school foodservice directors in
this study accurately plan their time to complete job functions.

The remaining twelve job functions had a mean difference resulting
in t values significant at the .05 level (Table 3 p. 39).

Six of the twelve job functions exhibiting a level of signifi-
cance related to the competencies of school foodservice directors as
defined by the American School Food Service Association (51) and
displayed in Table 4, (Appendix p. 52). The job functions with sig-
nificant differences were: (1) Job Function 3A, prepare required
financial reports, (2) Job Function 5C, participate in biddina and
purchasing, (3) Job Function 6A, develop and/or monitor receiving

procedures for quality and quantity control, (4) Job Function 8A,



Table 3

Significant Mean and Standard Deviation (SD) Differences

in Estimated and Actual Time Spent in Job Functions of

School Foodservice Directors in Oregon

39

Estimate Actual
Job Function Mean SD Mean SD
(Hours/Week) (Hours/Week)
3A Prepare financial reports 5.25 + 3.88 3.01 + 2.11*
5C Bidding and purchasing 3.10 + 3.34 96 +  71*
6A Monitor receiving for
quality/quantity control 2.08 + 1.61 .87 +  .49%*
8A Monitor food production
standards 4.95 + 3.66 2.54 + 3.18*%
88 Monitor system for
control of food
production 3.26 + 2.08 .64 + . 39*
15A Participate in seminars,
workshops 1.09 + .69 4.63 + 2.95*
16A Incoming phone calls 5.47 + 3.21 2.01 + 1.01*
16B Outgoing phone calls 3.79 + 2.22 1.43 + .79*
16C Sorting, opening,
reading mail 2.38 + 1.14 1.33 + .63*
160 Instructing assistants 3.23 + 1.25 .73 +  .54*
17A Coffee break 1.67 + .72 1.23 + .74%
17B  Lunch break 3.21 +1.37 2.59 + 1.05*

*Significant at .05
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establish and/or monitor standards for quality food production,
(5) Job Function 8B, monitor delivery schedule efficiency, and (6)
Job Function 15A, participate in seminars, workshops.

Job Function 3A, preparing required financial reports, contained
observations from fifty-six percent of the survey respondents. The
estimated amount of time spent in the job function was greater than
the actual amount of time recorded, with statistical significance
at the .05 level. Participating in bidding and purchasing of items,
Job Function 5C, contained observations from fifty-six percent of
the respondents. The estimated time spent in the job function was
greater than the actual time recorded and was significant at the .05
level. Job Function 6A, monitoring receiving procedures, contained
observations from fifteen percent of the respondents. The estimated
amount of time was greater than the actual time spent in the job
function and was statistically significant at the .05 level. For
Job Function 8A, monitoring standards for quality fcod production,
the estimated amount of time was greater than the actual time and
was statistically significant at the .05 level with a fifty percent
response. Monitoring a system for control of quality and quantity
food production, Job Function 8B, contained observations from twenty-
four percent of the respondents. The estimate of time spent in the
job function was greater than the actual time with significance at
the .05 level. Job Function 15A, participation in seminars, work-
shops, contained observations from forty-four percent of the respon-
dents. In this case, the estimated time spent in the job function
was less than the actual time spent with significance at the .05

level. This underestimation could be attributed to the fact that
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the spring, 1981 meeting of the Oregon School Food Service Associ-
ation was held for two days following the end of the sample week.
Many of the directors were involved in preparations for the meeting
during the sample week, resulting in more time spent in Job Func-
tion 15C.

The remaining six job functions of the twelve that exhibited
significant t value differences consisted of routine office tasks
and functions common to the on-going daily operation. These were:
(1) Job Function 16A, incoming telephone calls, (2) Job Function 16B,
out-going telephone calls, (3) Job Function 16C, sorting, opening,
reading mail, (4) Job Function 16D, instructing assistants, (5) Job
Function 17A, coffee break, and (6) Job Function 17B, lunch break
(Table 3 p. 39).

Job Function 16A, incoming telephone calls, contained observa-
tions from seventy-one percent of the respondents with significance
at the .05 level. Job Function 16B, out-going telephone calls, con-
tained observations from sixty-five percent of the respondents with
significance at the .05 level. The estimated time spent in these
two job functions was greater than the actual time recorded. Sorting,
opening, reading mail, Job Function 16C, contained observations from
sixty-two percent of the survey respondents. The estimation of the
amount of time spent in the job function was greater than the actual
time with significance at the .05 level. Job Function 16D, instruc-
ting assistants, contained observations from thirty-five percent of
the survey respondents. The estimation of the amount of time spent
in the job function was greater than the actual time recorded and

was significant at the .05 Tevel. Two job functions concerning break
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and personal time exhibited significant results at the .0S icvel.
Job Function 17A, coffee break, contained observations from fifty
percent of the survey respondents while Job Function 178, lunch
break, had an eighty-two percent response. Both estimates were

greater than the actual amount of time recorded in the job function.

A compilation of the mean time spent in all sixty-one job functions

is exhibited in Table 10 (Appendix p. 75).

Study Outcomes

There were three major outcomes from this study. First, a
method to record time allocated to job functions and identify a
demographic profile of school foodservice directors was developed.
Second, an initial data base of time allocated to job functions of
school foodservice directors was established. The establishment
of job function time standards, obtained by additional time data
gathered from further research, would allow the school foodservice
director to make quantifiable time and performance evaluations.
Third, the results of this study indicated time estimates could
be used instead of recorded time for identifying time allocated to
Jjob functions. However, this outcome would need to be supported
by additional studies.

The results of this study allow for the acceptance of the
hypothesis that there is no significant difference between the
estimated time and actual time spent in common job functions of

school foodservice directors in Oregon.
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SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

A survey of all school foodservice directors in Oregon was
conducted to determine time allocated to common job functions. An
outcome of the study was to provide an initial data base for the
development of time standards. A demographic profile was identi-
fied and demographic variables affecting the allocation of time
were examined. Fifty percent of the school foodservice directors

surveyed participated in the study.

Summary

A demographic profile identified the school foodservice di-
rectors in Oregon as having sixteen years of experience in the food-
service profession with seven years in the present position. More
school foodservice directors (sixty-two percent) had some form of
administrative assistance and eighty-three percent of the directors
belonged to a professional organization. Fifty-three percent of the
foodservice directors had a high school education while forty-seven
percent had a college degree. The mean district size was 6,173
students and mean student participation was 3,662.

Demographic variables correlating with significant differences
(.05) in the estimated and actual time spent in job functions were:
(1) education level, (2) number of years in the foodservice profes-
sion and (3) number of days of administrative assistance. An in-
crease in the education level of school foodservice directors in
Oregon had no apparent effect on how time was perceived and actually

allocated to job functions. The number of years in the foodservice
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profession and number of days of administrative assistance had a
positive effect on the perception and actual allocation of time to
job functions of the respondents.

There were no significant differences in the estimated and
actual amount of time spent in job functions for forty-nine of the
sixty-one job functions surveyed. The results indicated the per-
ception of the amount of time spent in job functions parallels the
actual time school foodservice directors spent in job functions.

Of the twelve job functions with a significant difference in esti-
mated and actual time spent in the job function, eleven were over-
estimates. The responding school foodservice directors perceived
the amount of time spent in these job functions as greater than the
actual time recorded. Only one job function, 15A, participation in
seminars, workshops, involved an underestimate of the time spént in
the job function as compared to the actual time recorded in the time

log.
Conclusions

A survey of all school foodservice directors in Oregon (N=68)
yielded a fifty percent response (n=34). The perception of the
amount of time the respondents spent in job functions paralleled
the actual time recorded in a time log. This indicated the school
foodservice directors in this study accurately planned their time
to complete job functions.

Correlations were identified between demographic variables and
job functions which exhibited a significant difference in the actual

and estimated time spent in the job function. Significant differences
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in job functions correlated with three demographic variables:
(1) education level, (2) number of years in foodservice profession,
and (3) number of days of administrative assistance.

The above conclusions were based on results identified from
this study of school foodservice directors in Oregon. Generaliza-
tions were not made to school foodservice directors outside this

study.

Recommendations

A data base of time allocated to job functions would provide
time standards necessary for quantifiable time and performance evalu-
ations and ultimate productivity determinations for the position of
school foodservice director. Therefore, additional research to
gather data to establish input time standards should continue.
Further studies should be pursued to collect additional time data
and establish time standards. The method developed for estimating
and recording actual time spent in job functions could be adapted
for other school foodservice positions identified by the American
School Food Service Association. This would enable the school
foodservice director to quantitatively evaluate the use of time
of other school foodservice employees. Studies expanding to in-
clude other states, then regional studies and ultimately a national
level study would allow any school foodservice director in the nation
the opportunity to compare individual use of time against a national

standard.
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Otegon

Schoot of tate
University | Corvaliis. Oregon 97331 (so3) 7se-a881

Homs Economics

February 9, 1981

We are conducting a study this winter to determine how school
foodservice directors in Oregon are focusiang their time. The
increasing costs of labor and food accompanied by limited budgets are
some of the problems facing the school foodservice director today.
Therefore, we are interested in the time demands that are imposed
upon you. All school foodservice directors in the state are being
surveyed and since this is a relatively small anumber, your
contribution will be extremely valuable.

All responses will be treated with total confidentiality. Your name
will not appear on any of the returning information or im the
published results. A summary of the study results will be made
available to enable you to see where school foodservice directors, as
a group, are focusing their time. Please indicate your interest in
obtaining the results on the consent form on the following page.

The study consists of two parts including a consent form. Part I is
a questionnaire to be completed and returned with the comsent form in
the stamped, self-addressed envelope provided by February 20, 1981.
Upon the return of this information, Part II will be sent for you to
complete. If you have any questions regarding this study, please
call the Department of Institution Management at 754-3101.

Thank you for your assistance.

Sincerely,

[Z»”.’/I/Vl /7/] ' ////,LM’-; Ra% \.7“'['( 42 el /ﬁ(éﬂ//:«a/

Ann M. Messersmith, Ph.D., R.D. Suzanne R. Curtis

Associate Professor and Graduate Teaching Assistant
Head, Institution Management Institucion Management

/pal

Enclosures
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School of

e .
Home Economics Univer Slty Corvallis, Oregon 97331 (503) 754.3551

Research Study
Department of Institution Management

CONSENT FORM

I, ., give my consent to participate

in a research study in the Department of Institution Management
at Oregon State University. I understand that the study is to
examine how School Foodservice Directors use their time and the
results will be made available to me upon completion of the
study. I realize that my participation is voluntary and that

I may withdraw from the study at any time. I understand that

any questions which may arise "'will be answered by the researchers.

Participant

Date

/ / Please send me a summary of the study results.



Table 4

Recommended Competencies for
School Nutrition
Program Personnel

American Schoo! Food Service Association

Denver, Colorado
1978
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Table 4 Continued

Foodservice Director ! and 1l

Job Summary

A person wno plans. orgamzes, directs, and
administers a school foodservice and nutntion
intormation program for a scnoo!l district Basic
resoonsioiities incluoe program glanning. resource
allocation. designing of tooQservice facihities, ao-
ministration ol the looOservice system, consultation
ano acvisement to scnool aistrict otfficials, ano active
particioanon :n a program af nutrition snfarmaton
tor stuoents.

Job Functions

1. Implements a program for continuous profes-
sional growth and seif-oevelopment.

2. Implements ano evaluates sanitauon stan-
dards and system lor control ot microbiotogical
infecnon among personnel and for quakty
lood preparation. foodservice, and faciity
maintenance.

3 Implements and evaluates safety standaros
and a system lor upholQING SUCh standards 1n
facility design. and in the purchase. use, and
maintenance of equioment

4 Prepares and implements a system for food
proQuction, integrating available human and
tac:hitating resources

S Plans ano evaluates a system for tne assembly
and serving of food.

6. Plans ano evaluates a system fOr the distribu-
tion ot 130d. nonfood tems, and supplies.

7 Establishes a system of food saies ano mer-
cnandising,

8. Implements a program providing foodservice
for special schooi-related and community
activities and occasions

9. Estatlishes asystem for the procurement of all
1000 and nonfood matenais.

10. Estaonishes a system for tne receiving, storage,
ano atiocation of food and nontood materials.

11 Assists in tne development Ot and implements
a system of buogeting anad financial control.

12, Estabhshes the organizatonal framework
necessary for acmeving program goals and
objecuves.

13. Assumes responsibility for a program of
personnel procurement, development, and
utiization,

14 Agplies effective lapor-management relations
to the foodservice ogeration.

15, Aoministers and directs the total loodser-
vice/scnool nutnition programs of a schcol
Qistrict.

16 Provides teadership to iIndividuaf schaool 1000+
service units witnin tne district by setting up
proceoures and prigrities (or their effective
functiohing.

17. Evaluates and determines the effectiveness of
ndividual sSChool too0service units in order (o
achieve program goals and objectives

18 Estachisnes ettective working relationsmaos as
a memoer of the aoministrative team amongall
cepariments within the $chool district

19. Promotes and maintains an effective commu-
nications and public relations program.

20. Parucipates in facihty planning. equipment
specitication. ano selection

21. Estabusnes ano maintains a programto ensure
adequate nutninon 1or ailconsumers, including
special feeqing programs.

22. Provides leadershio in the develogment and
implementation of nutntion education pro-
grams,

23. Oirects program activities in compliance with
feceral/state/local governmental regulations

24, Initates foodservice management research,
innovative programs. ano technological ad-
vances,

Job Function 1

Impiements a program for continuous protessionai

growth and self-develooment,

Caompetencies required to carry out job function 1:
A Imitiates plan for continuing self-Qevelooment

and eoucation

Assumes active roles in professional organi-

zations,

A0apts to the changing roles and functions of

the school foodservice director

Evaluates current research data and apphes

that which s relevant.

Participates perigoicatly 1n seminars ano

waorkshops and enrolis in courses Offered at

institutions of hugher learning.

m o 0@

Job Function 2

implements and evaluates sanitation standaras and
system f{or control of micromological nfection

© among personnel and for quality 100d preparation,

foodservice, ang facility maintenance.
Competencies required to carry out |0b function 2:

A. Establisnes samitation standards for person-
nel, equipment. and facilites to comply with
federal. state, and locai heaith andrestaurant
codes.

8. Devetops and approves basic procedures
used n the cleamng of work areas, utensils.
and equipment to maintain sanitary condi-
tions,

C. Maintains and evaluates a system of cleaning
ano samtizing lor all food preparation ano
service functions.

D Estabhishes and maintains an eftective insect
and rooent control system
Estabhishes and maintains a system of gar-
bage and retuse Q1300sal. 1100f Mmaintenance.
and storage and hanoling of cleaning sup-
plies.

. Ensures tnat prnincioles of samtation and
safety are observed in f00d Nanoning. storage
of raw anQ cooked !000s, and storage of
nanedibte materals

G. Estadlishes and evaluates personal standaros
aof grooming :nCluQing dress, acpearance.
cleaniiness. and Naois.

H. Estaclisnes an On-going traiming program 1o
keeo employees inlormeo of rules regula-
toNs. and grocedures relating to sanitary 'ocd
systems tor quanty 1000 preouct:on ang ser-
vice.

Job Function 3

Imolements ano evaluates safe'y standards and a
system [0r uQONOIOING SUCN $1anN0arQs 1n facihity Qe-
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Table 4 Continued

$1gn. and in the purchase. use. and meintenance of
equipment.
Competencies reouired 1o carry out |00 function 3:

A. Implements safety rules estaplished by fed-
eral {QSHA). state. and local governmental
agencies that apply 10 schoof foodservice
ooerations.

Establishes satety standaras for loca! schoot
foodservice units,

C. Establishes and evaluates safety systems
used 1n ooeration, cleaning, and care of
equipment.

D. Assistsin the cesignot facilities incorporating
safety standaros, prooer sefection ano layout
of equipment, and gesignation of matenaels,

E. Soecifies equipment neeos, taking into con-
sideration all satety requirements.

F. Establishes an accident reporting system,

G. Establishes rules lo be followed following an
accident.

H. Prowides first aid and safety courses for
employees.

Job Function 4

Prepares and implements a system tor tood produc-
tion, integrating aveilable humen and facilitating
resources.

Competencies reouired to carry out job tunction 4:

A. Establishes cnteria and standards tor quality
food proqucts.

B. Estavblishes a system for standaraization of
recipes to control quality and yreld.

C. Selects ano implements types of production
ano service Systems best suited to the dis-
trict's needs within budget limitation.

DO. Estadblishes a production system to produce
the menu and other food products selected.

E. Determines tasks |0 be pertormed and estad-
fishes procedures based upon time and motion
study pnnciples.

F. Evaluates production orocedures penodicalty
ana revises as necessary

G. Assesses employee capability and oerfor-
mance to ensure optimum production and
efficiency.

M. Assesses equipment utilization to assure
maximum production and schedule.

I. Sets work standerds and prepares a pian to
measure productivity.

Job Function 5

Plans and eveluates a system for the assembly and
serving of 100d.
Competencies required to carry out job function §:

A. Estaplishes serving methoas and procedures.

8. Selects serving equipment and prepares lay-
Qut for serving area

C. Selects portion controf ulensils and defines
portion sizes.

D. Sets stancards for the attractive service of

appetizing tood to clientele.

Jab Function 8

Plans and evaluates a system for adistnbution of

food. nonfood items. and supolies.
Competencies requireo to carry out job function 6:
A. Develops a system of transport aporopnate
for the district’'s selected production end ser-

vice System
B. Selects transport equipment and vehicles.
C. Reviews delivery scnedules based uoontime,
temparature, and efticient use of labor.

Job Function 7

Estabhishes a system of tood sales and mer-
chandising.
Competencies required to carry out job function 7:

A. Implements merchandising programs that
coordinate foods oftered with classroom
activity, i.e., ethnic, socief, and health stuqies.

8. Develops and oravides “point-of-saie” mater-
iafs 10 increase intarest and consumption of
nutntious toods.

C. Provides school foodservice personnet with
training sutficient to ensure their capebdilty in
merchendising and marketing nutntionally
sound and chient-acceptedle items.

0. Establishes food sales procedures thet ensure
orompt, courecus, and etticient service to
clients.

€. Evaluates on a continuing basis food con-
SuMOtion in sChool foodservice 0oerations to
getermine the effectiveness of food sales/mer-
chendising efforts.

F. Uses available resources toplan effectiveana
efficient food sales and merchandising pro-
grems.

Job Function 8

Imptements e program prowviding toodservice for
special school-related and community activitiés and
occasions.
Competencies required to carry out job function 8:
A. Serves as initial contact between the com-
munity and school toodservices
8. Schedules and coordinates special aclivities
for optimum cooperation between schoof and
community.
C. Delegates responsibility tor preparation and
service of special activities.
Evaluates activities through observation.
written raports, and community acceotance.

Job Function 9

Establishes a system for the orocurement of all food
and nonfood materiels.
Competencies required to carry out job function 9:
A. Samples and compares products currently
available tor value. quality, and aporopriate-
ness for school use
8. Develops specifications for ‘oods angd non-
fooa materiais most appropriate 'o the fooa-
service sysiem
Determines quantities necessary to meet
adequate production neeos.
Particioates 'n tne 0100ing and purchasing
process of the school aistrict.

Job Function 10

Establishes a system for the receving, storage. and
altocation of 1000 and nonfood materals.
Competencies required to carry out 0o function 10:
A, Devetoos receiving procedures for quality
and quantity control
8. Establishes a control procedure for peroetual
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andg physicel inventory.

C. Develops ang provices for proper ware-
NousINg ano storage of dry. retrigerated. ana
frozen matenais.

D. Prepares a proceoure for ordering, receving,
ang nvoicing of prooucts for indivigual
SCnoOo} units.

€. Implementsthe systam of delivery of all items
to sndividual Schoot units.

Job Function 11

As35181S 1n the oevelopment of and 'mptements a
system of budgeting and financial control.
Campetencies reouireo o carry out job function 1t:
A Establisnes proceoures for the maintenance
of recoros.
8. Collects gata ang prepares profit and loss
Dalance sheet ano required financai reports.
C. Calculates 100d costs. labor costs. ano oper-
ating and overheed cOsts within an estanhished
fiscal fremework
D. Prepares departmental budget and recom-
mendations for future expanditures.

Job Function 12

Estabtisnes the organizetionel tramework necessary
for achieving program goals and objectives.
Competencies reouired to carry out job function 12:

A Detines personnel positions ano establishes
interrelationsMmps oetween positions.

8. Celegates supervision of production and ser-
vice personne! 10 a stalf of assistants ana,'or
unit managers.

C. Estabhisneslines of communication for effec-
tive cepantmental operation.

Cevelops a coordinated system of record-
keeping and repornung.

Job Function 13

Assumes responsibility for a program of personnel
procurement, deveiopment, and utiization.
Competencies required to carry out job function 13:

A. Preoares job descnptions and establishes

statfing requirements.

8. Participetes in the procurement of depart-

mental personnel.

C. Selects an0 assigns personnel to meet staf-
fing requirements and provides posilive
working and growtn experiences.
Establishes personnel orientation procedures.
Provides tor emotoyee training and protes-
sional growth at all levels.

Devetops a career lagoer for tne agvancement
ot emoioyees within the system.

AssI8ts 1n the Oevetopment of salary schedules
ano innge benetits.

Drirects preparation of gepartmentat payroti.
Evaluates utihzation of labor ang staft ano
recommenos necessary aojustments.
Evaluates olfice ano manager:al staft ang
reviews all otner employee evaluations,

mo

»

-1 O

~

Job Function 14

Applses ettective iabor-management relations 1o the

toooservice operation

Cocmpetencies reouired 1o carry out ;ob tunction t4
A Acceots management responsibiiies as oe-

tined in labor contracts.

Cooperates with representatives of organized

employee dargaining groups.

Provices oata concerning foodservice em-

ployees to the management bargaining teem.

Evaluates cause and effect of bargaining

proposals.

Agsumes responsibility for the education of

all management personnel in terms of con-

tract and grievance proceoures.

F. Understands and participates in arditration
proceedings

mo oo

Job Function 15

Administars and directs the totai foodservice/scnoot
nutrition progrems of a school oistnct.
Competencies required to carey out job function 15:
Cetermines and evaluates avaiieble resources,
Sets short-term and long-term goats tor the
foodservice program.

Reletes tha departmental goels to the pnios-
ophy and policies set by thegoverning board.
Analyzes the operation of sub-units in rele-
tion 1o the over-all goals of the progrem.
Prepares goal-onented objectives comptete
with time lines for acmevement.

l0entifies and resoives operationel problems
as they occur.

Collects 0ate. evaluates alternative solutions,
and makes necessary 3ecisions.

Utilizes, wnere possibte, 0ata processing to
assIst In Making Mmanagement OecisIONs and
i Centroing and lorecasung.

I 0 mm O O m>»

Job Function 18

Provides leedersnip 10 individual school toooser-
vIC8 units within the distnct By selting up procedures
and priorities for thetr effective tunctioming.
Competencies reouired to carry out |ob function 16:

A. tdentities priofity needs within the 3chool
foodservice program, and develops proce-
dures ano/or recommends necessary policy
changes to meet such needs.

8. Communicates operational/administrative
procecures and their purposes to school
toodgservice personnei.

C. Evaluates the effectiveness of 0etined proce-
dures 10 determine theiwr vahidity and can-
sistency.

D. Obtains periodic reactions trom school tood-
service personnel regarding the relevancy of
procedures to program etfectiveness and
etficiency

€. Communicates school foodservice program
procedurat oecisions 10 members of the ao-
ministrative team of tne l0cal schoo! unit.

F. Devetops a protessional, business-ike ciimate
ano :centities roles reaedeo for local scnoot
statf

Job Function 17

Evaluates ano Oetermines the etftectiveness of 1n0:-
vidual scnoot foo0service units in order 10 achieve
program goals ano adjectives
Compatencies reouires to carry out job function 17
A, Estanlishes criteria tor evatuation of :noi1vio-
ual scnoo! toouservice unis.
8 Commumcates evaluation critena to person-
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net wnose lpooservice programs will be
evalualed.

Oeveloos and pubhishes the evaluation
schecule for the following year.

ldentifies or Oevetoos necessary records and
evaluation insiruments.

E. Conducts avaluations ot inoividual school
foodservice units using sound evaluation
technques.

F. Communicalesevaluanon rasuits to the per-
sonnel of the indivioual school foodservice
unit aftected

G. Prepares and implemants recommandations
for the mprovement of :ndividuai schooi
loodservice umit oparations, based upon
evaluation resulls

H. Oevelops evaluation reports that are distrib-
uted 10 other members of the edministrative
leem.

Job Function 18

Estabhshes ettective working relationships as a
mempber of Ihe administrative teem among all
deoartments within the school district.
Competancies required 10 carry out job function t8:

A. Aporises other a0ministrative team memboars
ot school foodservice department goais end
objectives.

8. Provides other administrative team members
with pariodic reports indicating school food-
service program status, needs, and future
directions.

C. Worxs closely with curriculum specialists 10
ensure that a nutnhon education program s
oefined and implemented.

0. Obtains necessary suoport from administra-
tive team members 10 0lan and implement an
on-going protessional growth program tor
the district's school foodservice personnel.

E. Estadhisnes and maintains mutuaily satistac-
1ory business practicas with members of the
aomimistrative team responsibie for pur-
chasing. fiscal control, and payroll .

F. Oeveiops procedures to facilitate cooperative
intaraction wilh maintanance cepartment.

G. Coooerates with parsonnel deoartment to
assure availapiily of qualified persons to fill
fooaservice positions.

H. Oemaonstrates adbiity to suQoort program
goals and objectives of othar aoministrative
team memoers.

Job Function 19

Promotes and maintains an effective communication
and pudbhc relations program.
Competancies reouired to carry cut job tunction 19:

A. Establishes within the school foodsarvice
cepartment the means an0o cooortunities tor
parsonnei to communicate concerns, needs,
and accomphishments

B. Relates oerio@ically to other agministrative
team memopers the concerns. needs. and
accompiishments ot district schoo! foodser-
wice oarsonnal.

C. Seexs active invoivement of siyoents in the
planning and /mpiemantation of toooservice
orogram components Oirectly aftecting them,
e0.g., Youth Advisory Councils considering

meny planning and nutrihon education

0. Invoives oarents in the /mplementation of a
nutntionally sound school foooservice pro-
gram.

E. iInstructs scnool 10ooservice personnel 1o
oeveloo and maintain posilive working rela-
tionships with 01strict teachers and adminis-
trators.

F. Maintains regular contact withiocal media to
aporise them of school foocservice progress
with emphasis upon individual accomplish-
ments,

G. Oemonstrates knowiedge of ouolic relations
regsources and techniques avaiiable through
governmental agencias ano professional
organizetions.

Jab Function 20

Participates in facility planning, equipmant specifi-

cation, and selection.

Competaencies reguired to carry outjob function 20:
A. Asgists with olanning the ytiization of s0ace

for a loodservice unit according to menu

production systems.

Oetermines tasks to be pertormad and selects

required equioment.

Establishes work flow and assists in the

design of the work centers,

Prepares layout to orovioe efficiant tiow of

f0ods and maeteriais through Ihe facility.

Writes eouiomant specifications for purchase

of reguire0 eouipmaent

Assi5i5 1n the selaction of materials and

finisnes in the toooservica lacility

Provides for equipment maintenance and

reQair

Provioes justufication lor the renovanon of

existing school foodservice laciities and/or

the replacement of obsolete equioment.

mm o O o

T 0

Jab Function 21

Establishes and meintaing a program to ensyre agce-

ouate nutrition lor all consumers, including soecal

teading programs

Compataenciesreouired to carry out |00 tunction 21:

A. Ptang nuiritionally adeouate menus in COM-

phlance with current orogram constrants,

Identifies consumer orotiles and uses asdata

10 olan acceotable menus.

Selacis 10008 lor golimum nutrtional value.

Identifies oreoaranion orocedures that ore-

sarve maximum nutritionai value.

Imtiates orograms ano activilies 1o stimulate

interest ano increase participation in scnool

‘eeQing orograms

F. Estaolishes standards for qualily too0 oreo-
araton and i1s aestneti¢ presentaton o
chienteie

m o0 @

Job Function 22

Provides ieaoershio in the Oevelooment ano imple-
mantalion ot nutnthion egucanon crograms

Competancias reouired to carry out (0B lunction 22;

A. Usesknowledge ct human growth ano devel-

coment 0 olan nutrilion educanon programs,

8. Cooparates ~ith instructional stalt in cevel
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oping nutrition education curriculum ang
materiais.

Reviews and selects sciantifically valid nutn-
uon information for use 1n educational pro-
grams.

Serves as a resource oarson {or and assistsin
presentatuon of nutntion programs.
Provides for the use of the school feeding
programs as learning laboratories for nutri-
tion equcanon.

Uses the manu as a tool for nutnition educetion.
Provices stalf and suooiies to sypport the
program.

Evatuates the effectivenaess of nutrition edu-
canon,

Job Functlon 23

Directs program activities in compliance with fed-
erai/statesiocal governmental reguletions.
Competencies required 10 carry out job function 23:

A

Complies with federal/state/local legisiation
that directly atfects distnict schoot foodser-
vice operations.

Reviews school foodservice progrem opera-
tions as required by changes in federal/stete
and local requlations.

Communicares to other administretive team
members information pertaiming to feceral
and state ragulations governing school tood-
service operations.

Informs school foodservice decartment per-
sonnel on a reqular basis of federal/statesiocal

reguletions as they atfect program operations.

E.  Maintains an effective working relationship
with tne director and staff members of the
state depertment agency responsible for
school foodservice program administration.

F. Cooperetes with federal agencies and per-
sonnai responsidie for the admimistration and
review of distnct foodservice programs.

G. Informs tocal/state/lederet personnel, con-
cerned with school foodservice programs, of
needs to alter policias affecting said programs
In ordar to improve them.

Job Function 24

Initiates toodservice manegement research, inno-
vative progrems. and tachnoiogical advances.
Compatencias required to carry out job function 24:
A, Subscribes to and reads current trade. tech-
nical, and professional publications.
B. Establisnes a reference librery for school
foodservice.
C. Implements innovative programs end proce~
dures.
D. Apprises district toodservice personnel of
current management researcn and innovative
program and tecnnological advances.
Encourages stalf to contribute research in-
formation and innovative 10eas.
F. Appnses district and local scnool staft ano
foodservice personnel of ¢changes and inno-
vations to be introduced.

m
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Table 5

FREQUENCY AND EsTimaTeD TIME ALLOCATIONS PER
JoB FuncTion FOR ScHooL Foobservice DIRECTORS
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Check (V) the aporopriate frequency and estimate the amount of time
spent in each job function.

EREQUENCY ESTIMATE
JOB FUNCTION
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1. PERSONNEL
A.

Prepare and/or revise job
descriptions

. Establish and/or revise

staffing reacuirements

Participate in personnel
selection

O] O

Participate in personnel
orientation

. Provide employee training

and professional growth

. Direct preparation of

payroll

[p!

. Evaluate personnel

2. LABOR MANAGEMENT

A. Participate in bargainina/
arbitration proceedings

B. Provide labor related in-
formation concerning food-
service employees

C. Evaluate bargaining

oroposals
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Table 5 Continued

FREQUENCY ESTIMATE
JoB FUNCTION
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3, BUDGETING AND FINANCIAL
CoNTROL

A. Prepare required financial
reports

B. Calculate food costs, labor
costs, operating costs

C. Plan and prepare budget

Y4, FeperaL/StaTE/LOCAL
(GOVERNMENTAL REGULATIONS

A. Compliance with federal
leaislation that directly
affects district school
foodservice operations

B. Compliance with state
legislation that directly
affects district school
foodservice operations

C. Compliance with Tocal Tegis-
lation that directly affects
district school foodservice
operations

5. PURCHASING

A. Evaluate quality and value
of current products avail-
able for school use

B. Determine quantities appro-
priate for needs

C. Participate in bidding and
purchasing of quality items




Table 5 Continued
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JoB FuNcTION

FREQUENCY ESTIMATE
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6. RECEIVING AND STORAGE

A. Develop and/or monitor re-
ceiving procedures for
guality and quantity control

B. Develop and/or maintain con-

trol procedures for per-
petual and physical inventory

7. DISTRIBUTION

A. Develop and/or monitor
delivery system to accom-
modate production and
service

B. Monitor delivery schedule

efficiency as to length of
time, temperature of food
items, efficient use of
labor and vehicles

8. Foop ProDUCTION AND SERVICE
A.

Establish and/or monitor
standards for quality food
production

. Establish and/or monitor

a system for control of
quality and quantity food
production

. Evaluate production pro-

cedures for effectiveness

. Set and/or monitor work

standards

Set and/or monitor standards

for attractive service of
food




61

Table 5 Continued
FREQUENCY ESTIMATE
JoB FUNCTION
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9, Menu PLANNING AND
PARTICIPATION
A. Plan nutritionally adequate

menus with regard to
consumer need

10, MERCHANDISING AND FOOD SALES

A. Develop and/or provide mate
rials to increase interest
and consumption of nutri-
tious food

B. Train school foodservice
personnel in merchandising
technigues

C. Establish and/or evaluate
food sales system to enable
prompt, courteous efficient
service

11, NUTRITION EDUCATION PROGRAMS

A. Set nutrition education
program goals

B. Set objectives for achieving
goals

C. Coilect information and eval-
uate existing programs

D. Participate as resource
person in developing
nutrition education

materials




Table 5 Continued
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FREQUENCY ESTIMATE
JoB FUNCTION
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12, FaciLiTy PLannING, EQUIPMENT

SPECIFICATION AND SELECTION

. Desiagn work centers and

pattern work flow

Pattern efficient foods and
materials flow

Prepare equipment
specifications

oF O

. Select equipment

Provide for equipment main-
tenance and repair

13,

SAFZTY AND SANITATION
STANDARDS

Establish and evaluate safety

standards for equipment, per-
sonnel, food and facility

. Participate in accident

reporting

Provide first aid and safety
programs for employees

Set sanitation standards for
personnel, equipment, food
preparation, foodservice and
facilities

. Monitor sanitation standards

. Provide training programs in

sanitation procedures for
employees
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JoB FUNCTION

FREQUENCY ESTIMATHE
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14, CoMMUNICATIONS AND
PuBLIC RELATIONS

. Establish and/or maintain

communication lines within
the foodservice department

. Seek student involvement in

applicable activities, i.e.,
menu planning, etc.

C. Seek parent involvement in
applicable activities, i.e.,
menu planning

D. Develop positive relations

with non-foodservice
personnel

15, PrOFESSIONAL RESEARCH, GROWTH
AND SELF DEVELOPMENT

A. Participate in seminars,
workshops

B. Participate in porofessional
organizations

C. Read current research

16. Orrice ReLATED TASKS

A. Incoming phone calls

B. Outgoing vhone calls

C. Sorting, opening,
reading mail

D. Instructing assistants
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Table 5 Continued
JoB FuncTION FREQUENCY ESTIMATE
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17, Break/PersoNaAL TIME
A. Coffee break

B. Lunch break

C. Away from office other
than school business

D. Restroom break
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Table 6
DEMOGRAPHIC QUESTIONNAIRE
COMPLETE OR CHECK THE APPROPRIATE RESPONSE

1. How many years have you worked in the foodservice profession?
A.  One year to less than three years

B. Three years to less than five years

C. Five years to less than ten years

D. More than ten years

E. Other; Number of years

2. How many years have you worked in your present position?
A. Six months to less than one year

B. One year to less than three years

C. Three years to less than five years

D. Five years to ten years

E. Other; Number of years

3. If administrative assistance is available to you on a routine basis,
please identify the assistance and amount of time worked (example:
clerical help - 4 hours, 5 days/week).

4. Do you belong to any professional organizations related to your
position?
Yes

____No
5. If yes to question 4, please identify.
A.  American School Food Service Association
B. American Dietetic Association

C. Other (identify)




Table 6 Continued

khat is the average number of hours worked per five day week?

What is the number of students in your school district?

How many persons participate in the total school foodservice
program?

Students
Faculty and staff
What is your highest level of education?

A.  High School

B. College University Degree

___Associate Arts

___Bachelor of Arts

___Bachelor of Science
Other

C. Masters Degree

D. Other (identify)
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Oregon

Schoot of tate .
University| Corvallis, Oregon 97331  (son 754-3551

Home Economics

Thank you for your response to Part I of our study. Your participation is
greatly agpreciated and your input will be beneficial in determining how
Oregon school foodservice directors focus their time.

Part II of the study is enclosed and consists of:
1. Table 3 - Job Functions For School Foodservice
Directors, a summary of the job functions identified in Part I.

2. Table 4 - Time Log for Job Functions-~-for recording activities for
five consecutive days, Monday, March 9-Friday, March 13, 1981.

This final phase of the study involves an accounting of your time using the
orovided Time Log for Job Functions. The enclosed example will clarify how
the form is to be completed. The dates on the Time Log, March 9 - 13, 1981
must be identical for all school foodservice directors participating in
Part II of the study.

The enclosed yellow sheet is a revision of several questions asked in Part I
of the study. Details are included and it will require only a minute of your
time to complete.

Please return the completed Time Log for Job Functions for the five-day time
geriod and the yellow sheet in the enclosed stamped envelope upon completion,
Friday, March 13, 198l.

Your contribution as an Oregon school foodservice director is extremelv
valuable to our study. Thank you for your assistance.

Sincerely,

Ann M. Messersmith, Ph.D., R.D. Suzanne R. Curtis

Associate Professor and Graduate Teaching Assistant
Head, Institution Management Ingtitution Management

/bd

Enclosure
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QUESTIONNAIRE ADDENDUM

Because of a problem arising from the statistical interpretation of
the data, it is necessary to ask you to give more specific answers
to three (3) questions found in Table 2.

Example:
If you have worked in the foodservice profession for
20 years, your present position for 10 years and completed
high school and attended one year of college, your response
would be: :
1. Number of years experience in foodservice
20
2. Number of years experience in your present position
10
3. Highest level of education in years (check degree held)
13 v High School diploma

College degree
Masters degree

Other, Identify

Please indicate the appropriate number of years in the spaces provided.

1. Number of years experience in foodservice

2. Number of years experience in your present positon

3. Highest level of education in years (check degree held)

High School diploma
College degree
Masters degree
Other, Identify
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Table 7

JOB FUNCTIONS FOR SCHOOL
FOODSERVICE DIRECTORS

The following is a Tisting of the job functions for use in completing
the Time Log (Table 4).

JOB FUNCTIONS

1. PERSONNEL

ITOMMOO I

Prepare and/or revise job descriptions

Establish and/or revise staffing requirements
Participate in personnel selection

Participate in personnel orientation

Provide employee training and professional growth
Direct preparation of payroll

Evaluate personnel

Other

2.  LABOR MANAGEMENT

A.
B.

C.
D

Participate in bargaining/arbitration proceedings
Provide labor related information concerning food-
service employees

Evaluate bargaining proposals

Other

3. BUDGETING AND FINANCIAL CONTROL

OO >

A.
B.

Prepare required financial reports

Calculate food costs, labor costs, operating costs
Plan and prepare budget

Other

FEDERAL, STATE, LOCAL GOVERNMENTAL REGULATIONS

Compliance with federal legislation that directly
affects district school foodservice operations
Compliance with state legislation that directly
affects district school foodservice operations
Compliance with local legislation that directly
affects district school foodservice operations
Other
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Table 7 Continued

PURCHASING

A.

B.
C.
D

Evaluate quality and value of current products
available for school use

Determine quantities appropriate for needs
Participate in bidding and purchasing of items
Other

RECEIVING AND STORAGE

A. Develop and/or monitor receiving procedures for
quality and quantity control

B. Develop and/or monitor control procedures for
perpetual and physical inventory

C. Other

DISTRIBUTION

A. Develop and/or monitor delivery system to accommodate

. production and service

B. Monitor delivery schedule efficiency as to length of
time, temperature of food items, efficient use of
labor and vehicles

C. Other

FOOD PRODUCTION AND SERVICE

A. Establish and/or monitor standards for quality food
production

B. Establish and/or monitor a system for control of
quality and quantity food production and service

C. Evaluate production procedures for effectiveness

D. Set and/or monitor work standards

E. Set and/or monitor standards for attractive service
of food

F. Other

MENU PLANNING

A. Plan nutritionally adequate menus with regard to
consumer needs

B. Other



10.

1.

12.

13.

14.

Table 7 Continued

MERCHANDISING

A. Develop and/or provide materials to increase interest
and consumption of nutritious food

B. Train school foodservice personnel in merchandising
techniques

C. Establish and/or evaluate food sales system to enable
prompt, courteous, efficient service

D. Other

NUTRITION EDUCATION PROGRAMS

OO

E.

Set nutrition education program goals

Set objectives for achieving goals

Collect information and evaluate existing program
Participate as resource person in developing nutrition
education materials

Other

FACILITY PLANNING, EQUIPMENT SPECIFICATION AND SELECTION

Mmoo O >

Design work centers and pattern work flow
Pattern efficient foods and materials flow
Prepare equipment specifications

Selection of equipment

Provide for equipment maintenance and repair
Other

SAFETY AND SANITATION STANDARDS

A.

oow

Establish and evaluate safety standards for equipment,
personnel, food and facility

Participate in accident reporting

Provide first aid and safety nrograms for employees
Set sanitation standards for personnel, equipment,
food preparation, foodservice and facilities

Monitor sanitation standards

Provide training programs in sanitation procedures
Other

COMMUNICATIONS AND PUBLIC RELATIONS

A.

moow

Establish and/or maintain communication lines within the

foodservice department
Seek student involvement in applicable activities
Seek parent involvement in applicable activities

Develop positive relations with non-foodservice personnel

Contact with local media concerning district school
foodservice
Other
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15.

16.

17.

18.

Table 7 Continued

PROFESSTONAL GROWTH AND SELF DEVELOPMENT

A. Participate in seminars, workshops

B. Participate in professional organizations
C. Read current research

D Other

OFFICE RELATED TASKS

A. Incoming phone calls

B Qutgoing phone calls

C. Sortina, opening, reading mail
D Instructing assistants

BREAK/PERSONAL TIME

A. Coffee break

B. Lunch break

C. Away from office other than school business
D. Restroom break

OTHER, SPECIFY USE OF TIME IF OTHER THAN ABOVE -CATEGORIES
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TABLE 8 - TIME LOG - INSTRUCTIONS:

Using the job function categories as listed in Table 3, complete

the Time Log, Table 4, for the date listed.
the actual time is to total 60 minutes.

interval,

TABLE 4

FXAMPLE

Within each hour

DATE:
ACTUAL TIME
TIME JOB FUNCTION N MIRuTES
J:00 - '
8700 WorK on Mgu‘ 2-¢ b0 e
B:00 " e .
9:00 er.:( o A’-‘ﬁ& e é O
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DATE :

Table 9
TIME LOG FOR JOB FUNCTIONS
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TI

ME

JOB FUNCTION

ACTUAL TIME
IN MINUTES

:00
:00

10:

:00

00

10
1

:00
:00

11
12:

:00

00

12

:00
:00

:00
:00
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:00
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Table 10

MEAN HOURS SPENT IN JOB FUNCTIONS PER FIVE DAY WEEK
BY SCHOOL FOODSERVICE DIRECTORS IN OREGON

75

. Mean Time
Job Function (hours )

Personnel
A. Prepare and/or revise job descriptions A7
B. Establish and/or revise staffing requirements .36
C. Participate in personnel selection .49
D. Participate in personnel orientation .30
E. Provide employee training and professional growth 3.18
F. Direct preparation of payroll 1.49
G. Evaluate personnel .77
Labor Management
A. Participate in bargaining/arbitration proceedings N/R
B. Provide labor related information concerning

foodservice employees .94
C. Evaluate bargaining proposals N/R
Budgeting and Financial Control
A. Prepare required financial reports 3.01
B. Calculate food costs, labor costs, operating costs 2.64
C. Plan and prepare budget 1.98
Federal/State/Local Governmental Regulations
A. Compliance with federal Tegislation that directly

affects district school foodservice operations 1.36
B. Compliance with state legislation that directly

affects district school foodservice operations 1.90
C. Compliance with local legislation that directly

affects district school foodservice operations 2.94
Purchasing
A. Evaluate quality and value of current products

available for school use 1.33
B. Determine quantities appropriate for needs 1.45
C. Participate in bidding and purchasing of

quality items .96
Receiving and Storage
A. Develop and/or monitor receiving procedures for

quality and quantity control .87
B. Develop and/or maintain control procedures for

perpetual and physical inventory 1.51

N/R = No Response



Table 10 Continued

76

. Mean Time
Job Function (hours)
7. Distribution
A. Develop and/or monitor delivery system to
accommodate production and service .76
B. Monitor delivery schedule efficiency as to length
of time, temperature of food items, efficient
use of labor and vehicles .62
8. Food Production and Service
A. Establish and/or monitor standards for quality
food production 2.54
B. Establish and/or monitor a system for control of
quality and quantity food production .64
C. Evaluate production procedures for effectiveness 1.30
D. Set and/or monitor work standards 1.24
E. Set and/or monitor standards for attractive
service of food .89
9. Menu Planning and Participation
A. Plan nutritionally adequate menus with regard
to consumer need 2.43
10. Merchandising and Food Sales
A. Develop and/or provide materials to increase
interest and consumption of nutritious food .43
B. Train school foodservice personnel in
merchandising techniques .50
C. Establish and/or evaluate food sales system
to enable prompt, courteous efficient service .32
11. Nutrition Education Programs
A. Set nutrition education program goals .33
B. Set objectives for achieving goals .38
C. Collect information and evaluate existing programs .63
D. Participate as resource person in developing
education materials 1.21
12, Facility Planning, Equipment Specification and Selection
A. Design work centers and pattern work flow 2.92
B. Pattern efficient foods and materials flow N/R
C. Prepare equipment specifications N/R
D. Select equipment 1.18
E. Provide for equipment maintenance and repair .60

N/R = No Response



Table 10 Continued
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Job Function M?ﬁgull?e
13. Safety and Sanitation Standards
A. Establish and evaluate safety standards for
equipment, personnel, food and facility .58
B. Participate in accident reporting 1.16
C. Provide first aid and safety programs for employees .25
D. Set sanitation standards for personnel, equipment,
food preparation, foodservice and facilities N/R
E. Monitor sanitation standards .16
F. Provide training programs in sanitation procedures
for employees .25
14. Communications and Public Relations
A. Establish and/or maintain communication lines
within the foodservice department 1.77
B. Seek student involvement in applicable activities,
i.e., menu planning, etc. 1.25
C. Seek parent involvement in applicable activities,
i.e., menu planning 2.08
D. Develop positive relations with non-foodservice
personnel 1.73
15. Professional Research, Growth and Self Development
A. Participate in seminars, workshops 4.63
B. Participate in professional organizations 4.54
C. Read current research .76
16. Office Related Tasks
A. Incoming phone calls 2.01
B. Outgoing phone calls 1.43
C. Sorting, opening, reading mail 1.33
D. Instructing assistants .73
17. Break/Personal Time
A. Coffee break 1.23
B. Lunch break 2.60
C. Away from office other than school business 2.53
D. Restroom break .37
N/R = No Response



