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How to Use the
Competency-Based Performance Plan Template
General Function and Scope
Competencies are the underlying characteristics within each functional area that lead to successful performance. Competencies are measurable patterns of knowledge and skills needed to perform and fulfill job responsibilities. With competency-based performance plans, school nutrition administrators can assess what an employee accomplishes, and how they do it. The School Nutrition Director Competency-Based Performance Plan provides school nutrition administrators with a tool to evaluate employee performance, guided by the competencies identified in the Competencies, Knowledge, and Skills of Effective School Nutrition Directors resource. This tool will help school nutrition administrators clearly communicate to school nutrition Directors the expectations for the position, providing a foundation for dialogue between school nutrition administrators and school nutrition directors about performance, growth, and career-related milestones. School nutrition administrators will also be able to establish performance benchmarks to improve the accuracy of observing, discussing, and evaluating school nutrition directors. Step-by-step instructions are provided within the performance plan to guide the review process. Each section of the plan addresses different elements of the review. 
Step 1: Position Information
In the boxes next to Employee Name, Position Title, Department, and Supervisor marked “Click here to enter text,” enter the information required for the performance plan. In the box Plan Type, check whether the performance plan is a “Probationary,” “Annual,” or “Review” performance plan. In the box Evaluation Period, calendars are provided for you to choose the start date and completion date of the performance plan.
Step 2: Essential Job Duties and Responsibilities
In this section, review the list of essential duties (competency statements) provided. In the last item under each functional area titled Additional Duties, you may use this row to add any additional duties required for the SN Director that are not listed. In the box marked “click here to enter text,” enter the additional duty. To the right of each essential duty, check whether the
performance of the essential duty rates as “Novice,” “Developing,” “Competent,” or “Proficient.”
**Please note that you can delete rows as needed to complete the performance plan. To do this, you must select and highlight the row(s) you want to delete using your computer mouse. Under Table Tools (at the top of the page), click the Layout tab. In the Rows & Columns group, click Delete. Select Delete Rows.
Step 3: Performance Goals
In the Essential Duty and Results and Comments columns, each row is marked “click here to enter text,” enter the information required for each row.
Performance Plan Template


[image: ]
How to Use the
[bookmark: _TOC_250001]Competency-Based Performance Plan Template
Step 4: Goal Setting
In the column titled Goal(s) enter text in each row marked “Click here to enter text.” In the column titled Date (which is found on each row), a calendar opens for you to choose the date needed.
Step 5: Overall Rating and Comments
In this section, check the box under the column Overall Rating Selection that corresponds with the overall rating that best represents the employee’s performance.
Step 6: Evaluator Comments and Chef Response
In this section, there are two areas that need to be completed. In each textbox marked “click here to enter text,” enter the information required for each area.
Step 7: Acquiring Signatures
Once the performance plan is complete, distribute it for review and approval as needed. These titles are examples and may be changed to fit the institution’s needs.
Additional Editing Notes
Any row in the document can be deleted to format the job description to meet the needs of your School Meal Program. To do this, you must select and highlight the row or rows you want to delete using your computer mouse. Under Table Tools (at the top of the page), click the Layout tab. In the Rows & Columns group, click Delete. Select Delete Rows.
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Position Information
Employee Name: Click or tap here to enter text.
Position Title: Click or tap here to enter text. Department: Click or tap here to enter text. Supervisor: Click or tap here to enter text.
Plan Type:	☐ Probationary	☐ Annual	☐ Review
Evaluation Period:
From: Click or tap to enter a date. To: Click or tap to enter a date.
Section 1—Essential Job Duties and Responsibilities
Instructions:
1. Select the rating that corresponds to your overall assessment of the employee’s performance (as described in the competency statement). Note: If performance in a competency requires improvement (novice), comments are required. If performance in a competency area is exceptional (proficient), comments are highly recommended. The rating scale is as follows:
a. Novice: Individuals at this level are new to the job function and have limited experience or knowledge. They require close supervision and guidance to perform tasks effectively. Novices may struggle to complete tasks independently and may make frequent errors.
i. Additional information: Beginners in the field of School Nutrition with limited experience and knowledge; completed basic requirements but have not yet gained practical experience; may require close supervision and guidance to perform tasks; and may have basic knowledge of School Meal program operations and USDA standards, but they require further training and experience to apply this knowledge effectively.
b. Developing: Individuals at this level have begun to gain some experience and knowledge in the job function but still require significant guidance and support. They can perform basic tasks with moderate supervision but may need assistance with more complex tasks. Developing professionals are in the process of building their skills and may still make occasional errors.
i. Additional information: Capable of performing basic tasks with moderate supervision; demonstrate an understanding of School Meal Program operations and USDA standards.
c. Competent: Individuals at this level have acquired a solid understanding of the job function and can perform tasks independently with minimal supervision. They demonstrate proficiency in executing tasks efficiently and effectively. Competent professionals may require occasional guidance on more complex tasks but can generally handle their responsibilities with confidence.
i. Additional information: Demonstrate proficiency in multitasking, time management, and organization in a school nutrition and administrative environment; demonstrate a good understanding of School Meal Program operations and USDA standards and can ensure compliance with these regulations in their school district operations.
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Instructions (Continued):
d. Proficient: Individuals at this level have mastered the job function and can perform tasks at a high level of proficiency. They possess advanced knowledge and skills in their area of expertise and can handle a wide range of tasks independently. Proficient professionals
consistently produce high-quality work and can effectively troubleshoot and resolve issues as they arise.
2. Tabulate the rating. Add up the number of checks for each rating scale. Here’s how you score job duties:
a. For each novice selection, give the individual 1 point.
b. For each developing selection, give the individual 2 points.
c. For each competent selection, give the individual 3 points.
d. For each proficient selection, give the individual 4 points.
To be considered:
· Novice, the total score must be 28 or below,
· Developing, the total score must be between 29 and 56,
· Competent, the total score must be between 57 and 84, and
· Proficient, the total score must be 85 or above.
In accordance with our commitment to accommodate the unique needs of each school district, please note that the scoring guide for this performance plan may be tailored to align with district-specific requirements. District administrators have the flexibility to create a scoring guide that best reflects the objectives, priorities, and expectations of their districts. We encourage collabo-ration between district administrators and employees to ensure that performance assessments accurately reflect the goals and standards of each district.

	RATING
	RATING DESCRIPTION

	Novice
	Requires close supervision/guidance/needs support to complete tasks.

	Developing
	Requires some supervision/guidance; able to perform basic tasks without supervision.

	Competent
	Requires little to no supervision/guidance; may require guidance for complex tasks.

	Proficient
	Advanced knowledge and skills; handles tasks independently.
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	Essential Duty
	Novice 1
	Developing 2
	Competent 3
	Proficient 4

	Financial Management

	Essential Duty #1: Develops and oversees a financial management system that supports school meal program operations and ensures alignment with program goals and regulatory requirements.
	☐	☐	☐	☐
	Essential Duty #2: Establishes cost control goals to effectively manage the school meal program.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Food Production and Operations Management

	Essential Duty #1: Develops a management system that upholds high standards for quality food production.
	☐	☐	☐	☐
	Essential Duty #2: Develops and implements operational systems that ensure effective management of food production and service.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Food Security, Sanitation, and Safety

	Essential Duty #1: Establishes policies and procedures to ensure food is prepared and served in a sanitary and safe environment.
	☐	☐	☐	☐
	Essential Duty #2: Provides leadership in creating safe work environments for school nutrition operations.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
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	Essential Duty
	Novice 1
	Developing 2
	Competent 3
	Proficient 4

	Emergency Preparedness

	Essential Duty: Develops a systematic approach to address emergency and disaster situations.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Human Resource Management

	Essential Duty #1: Establishes a human resource infrastructure for the school meal program that complies with school district policies as well as federal, state, and local regulations.
	☐	☐	☐	☐
	Essential Duty #2: Develops and implements a process for recruiting, hiring, retaining, and promoting qualified school nutrition staff in compliance with the school district’s written procedures and labor laws.
	☐	☐	☐	☐
	Essential Duty #3: Designs a comprehensive needs-based training infrastructure that enhances learning and improves job skills.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Marketing and Communications

	Essential Duty #1: Works collaboratively and effectively within and outside the school meal program to achieve program-related goals.
	☐	☐	☐	☐
	Essential Duty #2: Develops and implements customer-oriented approaches to achieve and maintain quality service and engagement.
	☐	☐	☐	☐
	Essential Duty #3: Actively promotes the school meal program to internal and external stakeholders.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
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	Essential Duty
	Novice 1
	Developing 2
	Competent 3
	Proficient 4

	Menu and Nutrition Management

	Essential Duty #1: Develops guidelines for planning menus that comply with nutrition objectives and support operational goals of the school meal program.
	☐	☐	☐	☐
	Essential Duty #2: Provides leadership to support the nutrition and wellness initiatives within the school district.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Procurement and Inventory Management

	Essential Duty #1: Develops procurement guidelines that comply with established regulations and support operational goals of the school meal program.
	☐	☐	☐	☐
	Essential Duty #2: Establishes operational procedures to effectively manage receiving and inventory systems.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	Program Management and Accountability

	Essential Duty #1: Establishes a system to ensure nutritional, financial, and regulatory accountability of the school meal program.
	☐	☐	☐	☐
	Essential Duty #2: Provides leadership to position the school meal program as an integral component of the school district.
	☐	☐	☐	☐
	Additional Duty:
(Click or tap here to enter text.)
	☐	☐	☐	☐
	OVERALL RATING FOR COMPETENCY-BASED JOB DUTIES
	
	
	
	



Section 2—Performance Goals
Instructions:
1. Review the essential duties and the level of proficiency the director demonstrates.
2. For all essential duties where the director is rated as novice, discuss with the director and rank the duties in order of priority.
3. List the essential duty by priority rating in the “Essential Duty” column.
4. Under the results and comments column, add an appropriate comment for each essential duty based on your discussion with the director.

	Priority Rating
	Essential Duty
	Results and Comments

	1
	Click or tap here to enter text.
	Click or tap here to enter text.

	2
	Click or tap here to enter text.
	Click or tap here to enter text.

	3
	Click or tap here to enter text.
	Click or tap here to enter text.

	4
	Click or tap here to enter text.
	Click or tap here to enter text.

	5
	Click or tap here to enter text.
	Click or tap here to enter text.


Section 3—Goal Setting
Instructions:
1. Identify any performance goals that you and the school nutrition director have set for the coming year in Section 2.
2. Discuss with the school nutrition director and create goal statements that are specific, measurable, achievable, relevant, and time-bound (SMART) that you and the director have agreed upon.
3. Collaborate with the school nutrition director to choose a date when the goal should be achieved and enter the date in the ‘Date” column.

	Goal(s)
	Date

	Click or tap here to enter text.
	Click or tap here to enter date.

	Click or tap here to enter text.
	Click or tap here to enter date.

	Click or tap here to enter text.
	Click or tap here to enter date.
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Section 4—Overall Rating and Comments
Overall Rating Guidelines:
Review all your total ratings in Section One. Enter the overall rating that best represents your overall rating of this employee's performance during the evaluation period.
To be considered:
· Novice, the total score must be 28 or below.
· Developing, the total score must be between 29 and 56.
· Competent, the total score must be between 57 and 84.
· Proficient, the total score must be 85 or above

	
Rating
	
Rating Description
	Overall Rating Selection

	Novice
	Requires close supervision/guidance; needs support to complete tasks.
	Click or tap here to enter text.

	Developing
	Requires some supervision/guidance; able to perform basic tasks without supervision.
	Click or tap here to enter text.

	Competent
	Requires little to no supervision/guidance; may require guidance for complex tasks.
	Click or tap here to enter text.

	Proficient
	Advance knowledge and skills; handles tasks independently.
	Click or tap here to enter text.



Evaluator Comments: Discuss your assessment of the director's performance plan, suggest ways you plan to support the director in meeting the goals, or additional information not already conveyed.
	Click or tap here to enter text.



Director Response: Discuss your thoughts about the evaluation and identify ways the school nutrition administrator can help you meet your performance goals or additional information not already covered.
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