Food Service ljepartment
New Employee Evaluation
‘To Be Completed the 5% and 30™ Day of Employment

Name: Campus:
Meets Below
PERFORMANCE Expectations | Expectations Comments

1. Possesses ability to perform
essential functions

2. Completes duties as assigned

3. Follows instructions

4. Willing to learn

5. Demonstrates initiative

RESPONSIBILITIES

1. Follows policies and
procedures

. Follows safety procedures

. Follows sanitation standards

. Accepts constructive crilicism

. Punctuality

2
3
4. Cooperates with co-workers
5
6
7

. Attendance

PERSONAL QUALIFICATIONS

1. Professional conduct

. Follows dress code

2
3. Communication skills
4

. Promotes teamwork

5. Positive attitude

Commenis are required on all “Below Expeclations” ratings.

Do you recommend continued employment in your cafeteria? (Yes or No) , 1 "No”, explain.

Employee Signature/Date Manager Signature/Date
The signature of the employee indicates that he/she has received a copy of this appraisal.



Name:

New Employee Training Agenda

Campus

Trainer:

Date:

VERIFICATION: Initials below by new employee and trainer indicates that all tasks in category were attempted.
Date each task as complete prior to category verification.

DAY 1: SITE ORIENTATION

|

Kitchen Tour

Facility Tour

Discuss Safety/Sanitation
Discuss rules, breaks, & meals

DAYS 2-5:

A. GENERAL DUTIES & PRODUCTIVITY

i

B. WASHING POTS/UTENSILS

Receive food and supplies

Store food & supplies — inventory per FIFO
Handling laundry '

Trash removal

Swesp & mop kiichen floors, walk-ins, storercoms

Operate, clean, & name 2 pieces of heavy equipment

Equipment:

lce machine
Ladders

Back bracs/belt
Mop buckst
Goggles, mask

Use of garbage disposal Equipment:
Washing pots and utensils Compartment sink
Sanitizing of equipment Soap
Shoriage of equipment Sanitizer
Disposal

C. FOOD PREPARATION
Reading a menufproduction record Equipment:
Reading a recipe Can opener
Assembling ingredients Cutting boards
Using weights and measures inives
Preparing items of food for cooking Slicer
Preparing items of food for serving

’ Cleaning worktables

Food presentation

D. LINE SERVICE
Line setup, stock milk, breakdown Equipment:
Serving customers during meal Sieam iable
Reporting customer concerns & comments to manager Serving utensils
Using sanitizing solution for cleaning serving line Thermometers
Restocking during meal POS Register
Cashiering and identifying reimbursable meals
Taking temperatures on serving line

CERTIFICATE AWARDED:

EXTENDED TRAINING WITH 30 & 60-DAY ASSESSMENTS:

- POSITION ASSIGNMENT: MANAGER SIGNATURE:

Return to the Child Nutrition Office afier the 5 day assessment of the new staif member is compieted.



Food Service Staff Orientation

Date:

Employee Name:

Address:

Telephone Number:
Email:

Email Information to coordinators:
Email information to Chris:
Information to Linda:

Date Completed

1. Once all paper work is completed, send “official” letter of employment

Have employee's phone number listed on emergency call list. Establish email
User and Password.
3. Send employee list of important phone numbers and emails, nice to have you note

4. Have new employee schedule a time to met director to:

Distribute employee handbook — District and Department
Distribute uniform

Distribute a copy of all needed forms- Uniform, request for time off , etc.

5. Have employee complete Kitchen 101
6. Send “Welcome Banner” to school.

7. Assign Mentor;

8. Five Day Evaluation — Lists Training - Attach
9. Thirty Day Evaluation — Lists Training - Attach
10. “How Are You Doing” Evaluation — Attach — Yearly

Notes:




Food Service Team Member Evaluation

Employee: Location: School Year:
KEY: E=EXCEPTIONAL G =GOO0D F = FAIR NI = NEEDS IMPROVEMENT
A. WORK HABITS D. ATTITUDE
E G F NI NI
1 Performs duties efficiently 1 Demonstrates a positive feeling for work
2 Utilizes time appropriately 2 Accepts difficult assignments
3 Maintains organized an save work area 3 Accepts supervision re: direction, improvement
4 Insures confidentiality of information 4 Acts professionally on the job site
5 Adheres to regulations 5 Adheres to regulations
6 Produces quality work
7 Produces acceptable quantity of work Comments:
8 Completes work on schedule
9 Shows initiative
10 Demonstrates flexibility E. TECHNICAL SKILLS
11 Uses safety equipment when appropriate NI
12 Adapts and incorporates program and policy changes 1 Maintains and operates equipment
2 Performs assigned cleaning tasks
Comments: 3 Follows appropriate safety guidelines
4 Maintains accurate reports/records
5 Demonstrates overall knowledge of job requirements
B INTERPERSONAL SKILLS 6 Demonstrates knowledge of food quantities and calculations
E G F NI
1 Shows respect for others Comments:
2 Shows sensitivity to the needs of others
3 Displays effective listening skills
Communicates problems and concerns effectively and
4 courteously
F. OTHER
Comments: NI
1 Reports major repair needs
2 Wears proper uniform and footwear
C. DEPENDABILITY 3 Presents appropriate appearance
E G F NI 4 Provides emergency assistance when needed
1 Works independently of close supervision 5 Inspects work of individual department
2 Maintains an acceptable attendance record 6 Participates in and takes advantage of educational opportunities
3 Arrives on time and ready to work

Comments:

Comments:




SUGGESTIONS FOR GROWTH:

OVERALL COMMENTS:

EMPLOYEE: | have read the contents of this evaluation and understand that my signature does not necessarily indicate agreement. | have a right to attach my response
to evaluation.

Signature of Employee Date

Signature of Evaluator Date



