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Learning Objectives
After completing this session, participants will be able to:

Whole Child   • Whole School •   Whole Community

 Recognize the importance of professional standards in school nutrition 
programs.

 Classify school nutrition program personnel into specific job categories 
for determining individual standards requirements.

 Apply the minimum hiring standards for new directors and minimum 
annual training standards for all school nutrition program personnel.

 Identify available training resources.

 Keep adequate records and maintain compliance with professional 
standards requirements.



Why Professional Standards?
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Presenter
Presentation Notes
USDA created these professional standards to help ensure the success of the National School Lunch Program and School Breakfast Program.The professional standards create a basis for school food authorities to recruit, hire, train, and retain qualified school nutrition staff.Having standards in place helps enhance the image of school nutrition professionals.Ongoing training builds skills and empowers staff to do their jobs well.With the complexity of school nutrition programs, ongoing training is necessary to keep up with regulations.Training of food handlers in food safety is very important for the health of our students.



Introduction

As part of the Healthy, Hunger-Free Kids Act 
(HHFKA), the USDA has established minimum 
hiring requirements for some, and training
requirements for all school nutrition employees. 

Whole Child   • Whole School •   Whole Community



School Nutrition Program 

Director

School Nutrition Program 

Manager

School Nutrition Program 

Staff

Those individuals directly responsible 
for the management of the day-to-day 
operations of school food service for a 
participating school(s)

Those individuals directly responsible 
for the management of the day-to-day 
operations of school food service for all 
participating schools under the 
jurisdiction of the school food authority

Those individuals, without managerial 
responsibilities, involved in day-to-day 
operations of school food service for a 
participating school(s)

Job Categories Definitions

School Nutrition Personnel
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Presenter
Presentation Notes
Professional standards vary based on these three job categories: director, manager, and staff. These categories classify school nutrition personnel based on their job duties and responsibilities for purposes of determining professional standards requirements. Regardless of their actual title, every school nutrition employee is going to fall into one of these job categories. The director is going to be the individual who is directly responsible for the management of the day-to-day operations of the school food service program for all participating schools under the jurisdiction of the school food authority.For some districts, this is its own stand-alone position. For others, this role might belong to a head cook or a business manager or, in a small district, even a superintendent. Each school food authority must designate at least one staff member as the school nutrition program “director”. The program director is the person designated to perform and oversee the majority of the program administration duties such as sanitation, food safety, nutrition and menu planning, food production, procurement, financial management, record keeping, marketing, customer service, nutrition education, and general day-to-day program management. **The person designated as program director MUST be an employee of the district; the director cannot be an employee of a Food Service Management company for purposes of meeting these requirements. If the Food Service Management company performs the majority of these duties, there still must be someone at the district who is deemed responsible for oversight of these activities to fulfill the director role.A manager is an individual who is directly responsible for the management of the day-to-day operations of school food service for a participating school or schools but is not responsible for the entirety of the program is considered a school nutrition manager.Individuals who don’t have managerial responsibilities but are involved in the day-to-day operational tasks of the school food service for a participating school or schools would be considered school nutrition staff. So the important things to remember are that each school food authority must have a director, and the category that you fall under is based on the type of responsibilities that you have, not necessarily your job title.



HIRING STANDARDS
for New Directors

7 CFR 210.30



- Existing directors are 
grandfathered in their 
current positions 

- Must meet minimum 
education/experience 
standards

- Must meet food safety 
training standard

Directors Employed Prior to July 1, 2015 Directors Hired After July 1, 2015

HIRING – New Directors    as of
July 1, 2015

Hiring requirements
apply to NEW Hires

as well as in 
the student 
enrollment 
category in 
which they 
are currently 
working

Directors
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Presenter
Presentation Notes
When the professional standards requirements went into effect, existing directors were grandfathered into their current positions and the student enrollment category in which they are currently working. The student enrollment category relates to the size of the Local Education Agency (LEA).This means, directors who were employed in their position prior to July 1, 2015Can continue to remain in their current positions without having to meet the hiring standardsMay fill a new director position for the same LEA enrollment category or smaller without meeting the hiring standardsBut, they must meet the hiring standards for a larger LEA enrollment category when applying for a director position within a larger enrollment categoryThe hiring standards include minimum education and experience requirements and food safety training.



HIRING – New Directors
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Directors

The size of the LEA determines the hiring criteria

Criteria differs based on 
3 Enrollment Categories:

 2,499 or less students
 2,500-9,999 students
 10,000 or more students

as of
July 1, 2015

Presenter
Presentation Notes
When hiring a new director, the size of the Local Education Agency (LEA) is going to determine the hiring criteria. As enrollment increases, program demands and complexity also increase so the criteria is going to reflect that. Districts should use October enrollment counts to determine their LEA size.If a director oversees nutrition programs for more than one district, they must meet the hiring criteria for the category they fall under based on the combined enrollment amount of all the schools they oversee.



HIRING – New Directors
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Directors

Hiring Criteria Components

 Education Level
 Academic Major/Concentration
 Years of Experience
 Type of Experience
 Food Safety Training

as of
July 1, 2015

Presenter
Presentation Notes
These are the components of the hiring criteria. These are all the factors that must be evaluated to determine whether or not a candidate meets the minimum standard to be hired as a school nutrition program director.Districts must consider:What level of degree does the candidate have? Does their academic major fall under the specific program-related areas identified by USDA? How many years of relevant experience and type of experience do they have? Have they completed food safety training in the last 5 years or will they need to complete it upon hire?



Presenter
Presentation Notes
This table reflects the current minimum Hiring Standards for new School Nutrition Program Directors as it applies in IllinoisAs you can see, in each enrollment category, there are different combinations of education and experience that would qualify a candidate as a director. 



Presenter
Presentation Notes
A few key things to note:Some of these combinations allow degrees in any academic major (green), where others require degrees with specific areas of concentration (pink). The specific areas are going to include food and nutrition, food service management, dietetics, family and consumer sciences, nutrition education, culinary arts, business, or a related field.“Related field” refers to other college majors that would provide an applicant with specific knowledge and skills that are relevant for a school nutrition program director. For example: Food Science, Community Nutrition and Marketing, Hospitality ManagementWhere previous experience is required, there are going to be three different types of qualifying experience.



Presenter
Presentation Notes
In the largest LEAs – those with an enrollment of 10,000 or more – a director having a bachelors degree which is NOT in one of the program-specific academic majors is going to need at least 5 years of school nutrition program management experience.examples: management of NSLP, SBP, CACFP or Summer Food Service in a school setting



Presenter
Presentation Notes
In an LEA with enrollment that ranges from 2,500 to 9,999, a director having a bachelors degree which is NOT in one of the program-specific academic majors is going to need at least 2 years of relevant school nutrition program experience.



Presenter
Presentation Notes
For an LEA with student enrollment of less than 2,500 the required years of experience do not have to be school nutrition specific. Prior to April 30, 2019, school nutrition program experience was required, but that was changed with USDA’s passage of a new final rule, which now allows LEAs of this size to accept relevant food service experience to meet the minimum experience standard. Relevant food service can include experience such as working as a manager or a chef at a restaurant or a healthcare facility rather than experience exclusively in a school setting.



Presenter
Presentation Notes
And, regardless of the LEA size, all school nutrition directors must meet USDA’s food safety training requirement.



Food Safety
Requirement

At least 8 hours of 
food safety training 
is required either 

within 5 years prior 
to starting date or 

completed within 30 
days of employee’s 

starting date.

– for New 

Presenter
Presentation Notes
USDA requires that the school nutrition program director have at least 8 hours of food safety training either within 5 years prior to starting date or completed within 30 days after their start date. In addition to the initial training, program directors must maintain food safety certification while employed in the school meal program. 



Continuing Education/Training Standards



This is in addition to the food safety training that is 
required to meet the hiring standards for new directors

At least 12 Hours Annually

REQUIRED TRAINING FOR ALL SCHOOL NUTRITION EMPLOYEES

Part-Time
Staff

Staff

Managers

Directors

At least 6 Hours Annually

At least 10 Hours Annually

At least 4 Hours Annually
Part-time staff are those that work 
less than 20 hours per week

Annual requirements apply to the 12 months between July 1 and June 30

Employees hired January 1 or later are only required
to complete half the number of hours for the year

Presenter
Presentation Notes
The Professional Standards require a minimum number of training hours annually based on the job categories that we talked about. Directors are required to complete at least 12 hours of training annually. This is in addition to the food safety training that is required to meet the hiring standards for new directors. So, in the first year of hire, you cannot count the 8 hours of food safety training if it’s completed that same year.Managers must have at least 10 hours of training annuallyStaff must complete at least 6 hours of training annuallyAnd part-time staff must complete at least 4 hours of training annually. Part time staff are those who work less than 20 hours per week in the school nutrition program.Annual requirements apply to the 12 months between July 1 and June 30.Employees who are hired January 1 or later in the year are only required to complete half the number of training hours for the year. 
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Presenter
Presentation Notes
Every school nutrition program should have a training plan. It’s not a requirement to have a formalized plan -- USDA does not approve or require specific training programs; however it is important to assess your program’s individual needs and to have a plan in place to ensure all staff receive adequate training. 
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Presenter
Presentation Notes
When planning staff development, it is important to consider the needs of each individual employee. Obviously, a new hire with no prior school food service experience is going to have different training needs than a staff member who has been in their position for 10 years. A training needs assessment is something you can incorporate initially at the time of hire, and annually as part of staff evaluations. With that needs assessment as your basis, you can seek out and identify trainings during the year that pertain to the topics where additional training is most needed.
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Presenter
Presentation Notes
Training must be job-specific and intended to help employees perform their duties well. Trainings should align with the USDA Professional Standards Learning Objectives and Training Topics.



Professional Standards Learning Objectives:
https://fns-prod.azureedge.net/sites/default/files/cn/ps_learningobjectives.pdf

Presenter
Presentation Notes
This chart shows the four USDA Professional Standards key areas and training topics relevant to those key areas. USDA has also identified specific learning objectives that align with these training topics. The USDA Professional Standards Learning Objectives can be found at https://fns-prod.azureedge.net/sites/default/files/cn/ps_learningobjectives.pdf 

https://fns-prod.azureedge.net/sites/default/files/cn/ps_learningobjectives.pdf


Ask Yourself:
Is it RELEVANT?
Is it JOB-SPECIFIC?

USDA Training Hours – Does it count?
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Presenter
Presentation Notes
When determining if a training will count toward meeting the USDA annual training requirement – ask yourself: Is it relevant to the school nutrition programs? Does it focus on the day-to-day management and operation of the school nutrition programs? The best way to tell if it is relevant is to reference the USDA list of training topics, key areas, and learning objectives that we talked about in the previous slide.Is it job-specific to the employee’s role and intended to help them perform their duties well?



USDA Training Hours – Does it count?
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Annual
Civil Rights

Training



USDA Training Hours – Does it count?
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Annual
Civil Rights

Training

Presenter
Presentation Notes
Yes. Civil rights training may contribute to proper administration of the Program if it covers topics that are relevant for school nutrition program employees, such as the civil rights provision in §210.23(b) of the NSLP regulations, the FNS Instruction 783-2, meal substitutions for medical or other special dietary needs, and issues that may limit equal access to school meals. 



USDA Training Hours – Does it count?
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Active Shooter 
Training



USDA Training Hours – Does it count?
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Active Shooter 
Training

Presenter
Presentation Notes
No. Active shooter training is an important component of a school-wide safety initiative. However, this training isn’t specific to the day-to-day management and operation of the school nutrition programs.



USDA Training Hours – Does it count?
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Sexual
Harassment

Training



USDA Training Hours – Does it count?
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Sexual
Harassment

Training

Presenter
Presentation Notes
No. Sexual harassment training is a general training required of all employees and is not specific to operations of the school nutrition programs.



USDA Training Hours – Does it count?
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Food Safety
Training



USDA Training Hours – Does it count?
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Food Safety
Training

Presenter
Presentation Notes
Yes. Food safety training can count toward the annual training requirement. The only exception to this is the 8 hours required upon hire of a new director which must be completed separately from the 12 hour annual training requirement in the first year of employment.



USDA Training Hours – Does it count?
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Bullying 
Prevention

Training



USDA Training Hours – Does it count?
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Bullying 
Prevention

Training

Presenter
Presentation Notes
No. Bullying prevention training is not specifically relevant to the operation of the school nutrition programs. Although it can be useful in the course of working with children in a school setting, it must be specific to the school nutrition programs to count towards the USDA training hours requirement. 



USDA Training Hours – Does it count?
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Food Show Exhibit
Up to 2 hours

In excess of
2 hours



USDA Training Hours – Does it count?
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Food Show Exhibit
Up to 2 hours

In excess of
2 hours

Presenter
Presentation Notes
The answer to this one is, it depends. Time spent on miscellaneous activities where information, materials, or equipment relative to the core training topics is provided or displayed may count toward no more than two hours of annual training.
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From a variety of sources:
• USDA Food and Nutrition Services (FNS)
• Illinois State Board of Education (ISBE)
• The Institute of Child Nutrition (ICN)
• Professional Associations and 

Organizations
− School Nutrition Association,
− Illinois School Nutrition Association, 
− Action for Healthy Kids, 
− Illinois Cooperative Extension, etc.

• Commercial Vendors
• Local In-Service Training

In a variety of formats:
• Virtual/web-based 

and in-person
• Including free or 

low-cost options

Training Resources

Presenter
Presentation Notes
The Standards allow for continuing education and training to be taken in a wide variety of formats and from a wide variety of sources.Training provided by FNS, ISBE, ICN, professional associations, commercial vendors, and in-house training are all potentially acceptable sources.



ISBE Nutrition Division
https://www.isbe.net/Pages/Nutrition-and-Wellness-Resources.aspx

Training Resources

Presenter
Presentation Notes
If you are looking for ISBE sponsored training:From the main Nutrition page (www.isbe.net/nutrition), you’ll see, right underneath of the “What’s New” section, this tile that says “resources, webinars, and workshops”. If you click on this tile, it will take you to ISBE’s Nutrition training resources page. 

https://www.isbe.net/Pages/Nutrition-and-Wellness-Resources.aspx


ISBE Nutrition Division
https://www.isbe.net/Pages/Nutrition-and-Wellness-Resources.aspx

Training Resources

Presenter
Presentation Notes
You’ll see that there are headers for each of our major nutrition program areas. If you click on the expandable headings, you’ll find information on workshops, webinars, and recorded training videos that are all currently relevant for each program area. 

https://www.isbe.net/Pages/Nutrition-and-Wellness-Resources.aspx


USDA Database of Professional Standards Trainings
https://professionalstandards.fns.usda.gov/

Training Resources

Presenter
Presentation Notes
The USDA Database of Professional Standards Trainings is an online resource created and maintained by USDA. The site allows school nutrition staff to search for training that meets their learning needs. The website has been recently updated. It now includes featured Trainings of the Month and Upcoming Events, such as webinars.More than 500 free or low-cost training resources are available in a variety of formats. The training listed in the database includes training that is available on-line, including webinars—as well as in-person training, and it is fully searchable by training category. Each listing contains information about the training, including how to access it, the developer, date, learning objectives covered, and more. 

https://professionalstandards.fns.usda.gov/


Institute of Child Nutrition
https://theicn.org/elearning

Training Resources

Presenter
Presentation Notes
The Institute of Child Nutrition eLearning Portal offers free, self-paced online courses that provide an excellent method of meeting professional standards requirements.  Courses can be taken over multiple sessions, on different computers and mobile devices, and they are coded with USDA Professional Standards Codes and Key Areas. The ICN also has resources that can be downloaded and used for in-service trainings if you want to do a staff training in house.

https://theicn.org/elearning


University of Illinois Extension
https://schoolnutrition.extension.illinois.edu/

Training Resources

Presenter
Presentation Notes
The University of Illinois Extension offers free online and on-site trainings for school nutrition employees.Their online courses can be completed at your convenience and include interactive modules, webinar-style recorded presentations, and video compilations. A menu of onsite trainings is also available on the webpage and you can submit a request for the trainings through their online form. 

https://schoolnutrition.extension.illinois.edu/


Record-keeping 
& Compliance
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Presenter
Presentation Notes
The School Food Authority is required to document compliance with hiring and training professional standardsThe Professional Standards regulations do not require specific records or a specific recordkeeping system. The following slides will provide examples of documentation that can be used to demonstrate compliance.



To demonstrate 
compliance with the 
hiring standards for 
new directors, 
documentation must 
show completion of 
the required education 
and experience 
requirements.

 Transcripts

 Resume

 Screening checklist

 Hiring documents

 Food Safety 
Certificate

Documentation:
Hiring Standards

Keep Records for 3 Year Period

Presenter
Presentation Notes
To demonstrate compliance with the hiring standards for new directors, documentation must show completion of the required education and experience requirements prior to hiring.Acceptable documentation might include transcripts, resume, screening checklist used by HR, or other hiring documents that contain relevant information showing evidence of the director meeting the education and experience requirements.The director will also need to provide evidence of their food safety certificate showing that the 8 hours of food safety training was completed either within 5 years prior or within 30 days of their start date.Keep all records and documentation for a 3 year period.



To demonstrate 
compliance with the 
annual training 
hours, supporting 
documentation for 
all completed 
trainings must be 
maintained on file 
for each employee.

 Agendas

 Sign-in sheets

 Certificates of 
completion

 Annual tracking 
report

Documentation:
Training Hours

Keep Records for 3 Year Period

Presenter
Presentation Notes
To demonstrate compliance with the annual training hours, supporting documentation for all completed trainings must be maintained on file for each employee. Acceptable documentation for training might include agendas, sign-in sheets, and certificates of completion. Reports from the USDA training tracking tool or a similar alternative tool is also acceptable to demonstrate compliance. Tracking methods and documentation must include, at a minimum, the required fields which are listed in the USDA Professional Standards Training Tracker Tool. Documentation must include the trainee’s name and job category, title of the training, the training provider, date completed, the School Year, the amount of creditable training time, and the professional standards Learning Objective. Those records should also be maintained for 3 years.



USDA Web-based Professional 
Standards Training Tracker Tool 2.0
https://pstrainingtracker.fns.usda.gov/

Documentation:
Training Hours

Presenter
Presentation Notes
Here is the address where you can find the updated Web-based USDA professional standards training tracker tool 2.0USDA Released the web-based version in November of 2017.Features include:Ability for managers to enter training for multiple employeesRun reportsShows how many hours taken & how many remaining hours are needed to meet the annual requirementAuto-populates trainings from a list of USDA Professional Standards Training Database that you can just select and all the course information will be filled in for youAbility to upload supporting documents

https://pstrainingtracker.fns.usda.gov/


Presenter
Presentation Notes
If you’re not using USDA’s tool, you’ll need to make sure your records and documentation contain certain required information. Here is that list of the information you need to be collecting with documentation to support your training activities.



Allowable and Unallowable Costs

 Providing annual continuing education and training 
to school nutrition program staff is an allowable
use of the nonprofit school food service account. 
Training costs must be reasonable, allocable, and 
necessary.

 The nonprofit school food service account cannot
be used to pay costs of an employee to take 
college-level classes to meet hiring requirements 
for the school nutrition program director position.



https://www.fns.usda.gov/school-meals/professional-standards

USDA Professional 
Standards Website

• Regulations
• Training
• Tracking Tool
• Technical Assistance
• Guidance Materials

Presenter
Presentation Notes
The USDA Professional Standards website is your primary resource for information on the Professional Standards, including the regulations, training resources, access to the USDA tracking tool to track your training hours, technical assistance and guidance materials.



ISBE Nutrition Division
www.isbe.net/nutrition

cnp@isbe.net
800-545-7892
217-782-2491
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