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NTR196 Dietary Manager’s Internship

PROJECT C: 
Human Resource Management									
Professional Practice





	Intern’s Name:
	     
	Date Submitted:
	   /  /      

	Facility Name:
	     
	Preceptor Name:
	     



	Project Overview
	
	INTERN MUST SUBMIT WORK IN BLACKBOARD

	The objective of this project is to perform and critique key activities involved in Human Resource Management.

Projects may be completed in any order. Before you begin, each project is a requirement and must be discussed with, and agreed to, by the Preceptor and Intern.

Course competencies are based on the Personnel & Communications Standards 1-3 and Business Operations Standards 1-4. 
These competencies represent the culmination of study in this area.

Thus, your project goals include:
Personnel & Communications: Standards 1-3 	28 Field Experience Hours
Business Operations: Standards 1-4	28 Field Experience Hours

Hour Requirements for this Project:
56  Total Intern required hours for this project 
10  Supervised Practice Field Experience Hours 
43  Report writing & assignments required in Blackboard 
	
Project Due Dates:
Fall and Spring Semesters-one DM Competency Checklist (project), Intern Briefly describe Form and all assignments are due every three weeks.

Summer Terms-one DM Competency Checklist (project).  Intern repots forms and all assignments are due every two weeks.



	
	Intern Project Report Form (this form)

· This is a fillable form. Save it to your hard drive/flash drive and type your responses.
· Follow DIRECTIONS for each standard to complete PROJECT C: Human Resource Management.
· It is estimated that a minimum of 10 hours in the facility is required to accomplish this and 43 hours for following the directions in this form and completing assignment to be submitted in Blackboard.
· During the course of the project, review the Intern Project Form and Supporting Documentation with your Preceptor.
· Unless otherwise instructed, all responses should be written in 250 words or less. 
· A rating of Needs Improvement for any direction must be repeated until at least the Entry-Level is attained.
· Log number of hours spent outside of the 10 supervised practice hours spent to complete this project.  All 4 projects must total a minimum of 100 hours outside of the specified supervised practice hours.
·  Upon completion of the entire project, submit the Intern Project Report Form and Additional Supporting Documentation (see below) in Blackboard.

NOTE: Personnel & Communications is 20% of the exam
Business Operations is 14% of the exam.




	

	
	
	

	#
	Competencies
	Directions
	Intern Briefly describe

	
	Personnel & Communications
Standard 1: Manage Staffing Requirements
• Identifying and documenting overall staffing needs
• Preparing and maintaining time schedules and work assignments to meet department needs
	
	

	
	1.0 Comply with all federal, state, and local laws/ regulations/requirements
	
	

	1-1.1
	Measure the workforce capacity by calculating Full-Time Equivalent (FTE) employees.

• An FTE represents the number of hours worked by one full-time employee. Typically, this is benchmarked at 40 
hours per week, which totals 2,080 hours per year.
• Determine the number of hours each employee is scheduled to work, including both full-time and part-time employees.
• For each employee, divide their scheduled hours by the standard fulltime hours (usually 40 hours per week). For example, an employee working 20 hours per week would be 0.5 FTE.
• Add up the FTEs for all employees to get the total FTE for the organization or department.
	
	     

	
	2.0 Identify Staffing Needs
	
	

	1-2.1
	Ensure optimal staffing levels and efficient use of resources by implementing a comprehensive performance standard that addresses budgeting, employee turnover, cross-training, and trends.

• Write clear and comprehensive job descriptions and update as needed.
• Staffing needs must be consistent with the budget.
• Calculate the employee turnover rate can help in forecasting staffing needs and planning for recruiting, hiring, and training.
• Cross-training is an effective way to meet the needs of the facility and provide full-time employment opportunities for staff members.
• Analyze trends and forecast future staffing needs using data from the foodservice or human resources department can help in planning for consistent coverage and optimal staffing levels







	
	     

	
	3.0 Maintain Department Schedules
	
	

	1-3.1
	Efficiently maintain department schedules through proper staffing patterns, creating accurate schedules, and following scheduling policies.

• Assess the department’s staffing requirements to ensure that the right number of employees are scheduled for each shift.
• Develop schedules that align with the department’s needs and consider employee availability and preferences.
• Adhere to established scheduling policies and guidelines to ensure fairness and consistency.
• Track and monitor the adherence to schedules and implement strategies to manage and reduce absenteeism.
• Ensure clear and timely communication with employees regarding their schedules and any changes.
	
	     

	1-3.2
	Effectively manage and control overtime within the department.

• Assess the department’s workload to ensure that it is evenly distributed and manageable.
• Adjust staffing patterns to align with peak workload time.
• Track overtime hours and identify trends or patterns.
• Offer flexible scheduling options, such as staggered shifts or part-time positions, to reduce the need for overtime.
• Ensure clear and timely communication with employees regarding their schedules and any changes that may affect their work hours.



	
	     

	
	Standard 2: Manage Department Personnel
• Following the organization’s protocols for selection and onboarding of new employees while complying with fair employment laws/practices for hiring and discharging of department staff
• Conducting interviews, select, and onboard new employees in accordance with organization policies and procedures
• Maintaining documentation of the training and onboarding process
• Providing and keeping record of education and in-service training for staff, including regulatory required trainings, i.e. sanitation, safety, customer service, ethics, disaster preparedness, infection control etc. as deemed appropriate per federal, state and organization policies
• Maintaining personnel records, conduct evaluations, coaching sessions, and recommend salary and wage adjustments
• Supervising, coaching, disciplining and terminating employees according to 
organization policies
• Complying with management laws and practices (e.g., union contracts, FMLA, etc.)
	
	

	
	1.0 Interview, select, and onboard employees
	
	

	2-1.1
	Maintain a high standard of personnel management by ensuring all employment practices comply with relevant laws and regulations.

• All hiring, promotion, and termination processes must strictly follow local, state, and federal employment laws to 
ensure fair and equitable treatment of all employees.
• The department must actively promote diversity and inclusion by providing equal opportunities for all employees, 
regardless of race, gender, age, disability, or other protected characteristics.
• All personnel involved in management and HR functions must undergo regular training on employment laws, anti-discrimination policies, and best practices.
	
	     

	2-1.2
	Establish effective interview questions, accuracy of candidate selection, and efficient onboarding procedures

• Create standardized interview guides with well-defined questions that assess both technical skills and cultural fit.
• Use behavioral interview questions that require candidates to provide examples of past experiences.
• Incorporate skills assessments, personality tests, and other evaluation tools to objectively measure candidates’ abilities and fit for the role.
• Develop comprehensive onboarding checklists and training materials that cover all necessary training and documentation.
• Regularly collect feedback from new hires about their interview and onboarding experiences. Use this feedback to continuously improve the processes.
	
	     

	
	2.0 Provide ongoing education and manage 
department meetings
	
	

	2-2.1
	Deliver engaging ongoing education through diverse in-service training programs and topics.

• Conduct surveys or assessments to understand the specific training needs and interests of employees.
• Create a training program that covers a wide range of topics relevant to different roles.
• Incorporate interactive elements such as group discussions, hands-on activities, and real-life case studies to make the 
training sessions more engaging.
• Utilize multimedia tools, online platforms, and virtual training sessions to enhance the learning experience.
• Encourage participants to provide feedback on the training sessions and use this feedback to make improvements.
• Acknowledge and reward employees who actively participate in training programs to motivate others.
	
	     

	2-2.2
	Effectively manage department meetings

• Define the purpose and goals of the meeting in advance.
• Create and distribute a detailed agenda to all participants before the meeting.
• Respect the scheduled start and end times to maintain productivity.
• Foster an inclusive environment where everyone feels comfortable contributing.
• Keep discussions focused on the agenda items to avoid unnecessary diversions.
• Clearly define tasks and responsibilities and assign them to specific individuals.
• Send out meeting minutes and follow up on action items to ensure accountability.









	
	

	
	3.0 Conduct performance evaluations
	
	

	2-3.1
	Effectively manage department personnel by conducting comprehensive performance evaluations

• Define SMART goals for each employee and offer continuous feedback on their performance.
• Scheduleformal performance evaluations at regular intervals and maintain detailed records of employee performance
• Develop personalized plans to address performance gaps and provide training and resources to help employees improve.
• Acknowledge and reward outstanding performance to motivate and retain top talent.
	
	     

	
	4.0 Follow Disciplinary Procedures
	
	

	2-4.1
	Effectively manage department personnel by conducting comprehensive performance evaluations

• Monitor and document employee performance to identify areas needing improvement. Communicate specific 
performance issues to the employee, ensuring they understand the expectations and areas for improvement.
• Establish clear, measurable goals for the employee to achieve within a set timeframe. Provide the necessary support, training, and resources to help the employee improve their performance.
• Regularly review the employee’s progress towards the set goals and provide ongoing feedback. Keep detailed records of all corrective actions, feedback, and progress reviews. Assess 
the effectiveness of the corrective actions and determine if further steps are needed.







	
	

	
	Standard 3: Manage Goals and Priorities for Department
• Establishing short-term and long-term goals and expectations in the form of policies and procedures and prioritizing appropriately
• Clearly communicating goals, within department and organization
• Establishing contingency plans for the department to meet priorities, utilizing available resources
	
	

	
	1.0 Develop long-term and short-term goals
	
	

	3-1.1
	Effectively establish clear, measurable objectives and create actionable plans that align with the organization’s vision

• Understand the organization’s vision and mission
• Create objectives that are Specific, Measurable, Achievable, Relevant, and Time-bound (SMART)
• Divide objectives into smaller, manageable tasks, assign 
responsibilities, and establish a timeline
	
	

	3-1.2
	Implement a performance monitoring system that leverages advanced tools for data collection and analysis and facilitate 
clear and consistent communication

• Implement advanced tools for data collection and analysis to ensure accurate and timely information
• Ensure that communication is clear and consistent across all levels of the organization
• Continuously reassess goals and strategies to respond to changing circumstances and ensure alignment with the organization’s strategic vision
	
	

	
	2.0 Participate in development of policies and procedures
	
	

	3-2.1









	Actively participate in the development, implementation, and adherence to organizational policies and procedures

• Contribute to policy formulation
• Ensure compliance with established guidelines
• Continuously evaluate and improve departmental processes to align with organizational objectives
• Communicate these policies and procedures clearly and effectively to all relevant stakeholders
• Acknowledge and reward employees who actively participate in the training programs to motivate others
	
	

	
	Business Operations
Standard 1: Manage Budget
• Developing an annual budget based on facility needs, and operating within budget parameters
• Managing actual costs to budget in calculating costs for menu, equipment, supplies, and labor for the food service department
• Monitoring expenses and productivity, adjusting as needed
• Evaluating capital equipment needs, existing conditions, and future requirements
• Developing justification and preparing specifications for replacement as needed for new capital equipment
	
	

	
	1.0 Operating Budget
	
	

	1-1.1
	Effectively assess and document facility needs to ensure alignment with the operating budget.

• Ensure the budget supports the mission, goals, and objectives of the organization.
• Examine each source of revenue and anticipate changes.
• Determine expenses, including food, labor, supply, and other direct costs.
• Obtain census estimates and identify time periods for renovations or new units
• Divide annual expenses and revenues into monthly amounts for easier monitoring and control.
	
	

	1-1.2
	Accurately calculate and evaluate the cost of the menu and cost per patient day.

• Use foodservice management software to cost meals and menus, leveraging standardized recipes, portion sizes, and 
ingredient costs.
• Determine whether specific food products should be made in-house or purchased commercially, considering factors such as quality, nutrition, labor, and cost.
• Calculate Daily Raw Food Cost Per Meal and Per Patient Day (PPD).
	
	

	1-1.3
	Consistently monitor and analyze expenses to ensure they remain within the operating budget.

• Measure and monitor productivity metrics, such as: Total patient days per month; total patient meals per month, meals per labor hour, labor cost per meal, labor cost PPD, labor minutes per meal, supply cost PPD, total cost per meal, total cost PPD 
• Use internal and external benchmarks.
	
	

	
	2.0 Capital Budget
	
	

	1-2.1
	Effectively identify and document capital expenditure requirements.

• Conduct a thorough assessment of facility and operational needs.
• Evaluate options for existing capital equipment to determine their life expectancy.
• Complete a cost-benefit analysis to analyze replacing or repairing equipment.
	
	

	1-2.2
	Develop and present comprehensive budget proposals for new capital.

• Gather supporting materials to develop a budget proposal.
• Compose an equipment specification based on needs

	
	

	
	














Standard 2: Manage the Purchasing Process
• Implementing purchasing processes including purchasing specifications, group purchasing, bidding, returns, recalls, and inventory management practices
• Adhering to budget restrictions, purchasing policies, and maintain inventory records
	
	

	
	1.0 Identify purchasing policies and procedures
	
	

	2-1.1
	Accurately define clear and actionable purchasing specifications that align with budgetary and operational needs.

• Develop specifications that accurately describe the desired product’s quality, performance, and suitability for intended 
use.
• Engage suppliers to identify additional details, options, and cost-effective alternatives like house-brand products.
• Align purchasing choices with organizational objectives, balancing quality, branding, and budgetary constraints.
	
	

	
	2.0 Manage Inventory
	
	

	2-2.1
	Implement inventory management practices.

• Use inventory management methods based on facility’s needs.
• Establish and maintain a complete and up-to-date inventory list.
• Conduct regular physical inventory counts, adjusting frequency based on organizational guidelines and control 
needs.
• Implement monitoring and auditing practices to detect and address discrepancies, theft, or wastage promptly.
• Optimize stock levels to balance availability with cost-effectiveness, ensuring timely replenishment to meet 
operational demands
	
	

	2-2.2
	Maintain detailed and accurate inventory records.

• Establish inventory systems based on facility needs.
• Incorporate lead units into inventory calculations to account for lead times and usage rates.
• Monitor and refine inventory forecasting methods to align with organizational goals.
	
	

	
	Standard 3: Generating Revenue and Cost Containment
• Managing business operations of the foodservice department, implementing costeffective procedures, and managing revenue-generating services, including retail/catering
• Implementing cost-saving measures for inventory control, purchasing, and operation of the foodservice department
• Reporting actual costs vs. budget variances and adjusting as needed
	
	

	
	1.0 Manage revenue-generating services
	
	

	3-1.1
	Research and identify new revenue generating opportunities

• Conduct market research and financial analysis to identify viable opportunities.
• Leverage in-house resources such as physical facilities, culinary talent, and existing client base.
• Develop a business plan and use financial ratios like Return on Investment (ROI) to evaluate project feasibility.
• Adapt offerings to meet consumer demands and foster satisfaction, loyalty, and repeat business
	
	

	3-1.2
	Establish a pricing strategy for retail and catering services.

• Define financial objectives, such as breaking even or achieving profit margins.
• Investigate competitor pricing to establish baseline market rates.
• Calculate production costs, including food, labor, supplies, and overhead expenses.
• Choose a pricing method, such as Food Cost Percentage or Factor Method, to determine sales price.
• Develop fixed pricing for catering menus to simplify coordination and planning.












	
	

	
	2.0 Implement Cost-Effective Policies
	
	

	3-2.1
	Monitor and evaluate purchasing decisions.

• Monitor market trends for expensive items and adjust menus and purchases accordingly.
• Stay updated on vendor weekly product updates
• Utilize a Group Purchasing Organization or competitive bids for products.
• Track and obtain product rebates to reduce costs.
• Evaluate cost-effectiveness of nutritional supplements and tube feeding products.
• Research grade and quality of products, avoiding premium specifications when unnecessary.
• Evaluate make-versus-buy decisions to determine cost-effectiveness of convenience foods.
• Streamline ordering processes for improved efficiency.
	
	

	3-2.2
	Develop measurable performance indicators to assess the effectiveness of cost-saving departmental practices.

• Monitor productivity metrics.
• Monitor adherence to standardized recipes.
• Use cash register sales reports and food issuing logs to track sales revenues and identify discrepancies.
• Regularly verify receiving procedures and inventory practices, including FIFO rotation and shrinkage identification.
• Monitor use of alternative or cost-effective non-food supplies and ingredients to optimize resources.
• Set a permissible variance standard (e.g., 2-3%) for revenue discrepancies and investigate causes as needed.
• Evaluate the impact of self-service options in reducing labor requirements while maintaining service quality.







	
	

	
	Standard 4: Calculations for Menu Planning
• Calculating food costs and meal production metrics to support accurate budgeting, cost control, and operational efficiency in menu planning.
• Developing menu pricing to ensure cost-effective and efficient menu planning by applying food cost percentages and factors methods to determine accurate sales prices.
	
	

	
	1.0 Calculating food costs
	
	

	4-1.1
	Demonstrate the ability to provide a clear and accurate summary of food costs incurred during the monthly reporting 
period.

• Accurately calculate monthly food cost
	
	

	4-1.2
	Demonstrate the ability to provide a clear and accurate
summary of raw food costs incurred per meal during the 
reporting period.

• Accurately calculate raw food cost per meal
	
	

	
	2.0 Measuring meal production & calculating meal equivalents
	
	

	4-2.1
	Demonstrate the ability to provide a clear and accurate summary of the costs incurred for each recipe during the 
reporting period.

• Accurately calculate cost per recipe
	
	

	4-2.2
	Demonstrate the ability to provide a clear and accurate summary of meal equivalents served per labor hour during 
the reporting period

• Accurately calculate meals (equivalents) per labor hour
	
	

	4-2.3
	Demonstrate the ability to provide a clear and accurate summary of the total cost per meal, including raw food, labor, 
and supplies.

• Accurately calculate total cost per meal
	
	

	4-2.4
	Demonstrate the ability to provide a clear and accurate summary of the cost per patient, per day, including raw food, labor, and supplies.

• Accurately calculate cost per patient day (PPD)
	
	

	4-2.5
	Demonstrate the ability to provide a clear and accurate summary of retail meal equivalents used to convert retail sales income into meals during the reporting period.

• Accurately calculate retail meal equivalents used to convert retail sales income into “meals.”
	
	

	4-2.6
	Demonstrate the ability to provide a clear and accurate summary of raw food cost meal equivalents used to convert food items supplied to other departments at cost into “meals”. This would include items such as floor stock, snacks, nourishments, supplements, and tube feedings.

• Accurately calculate raw food cost meal equivalents used to convert food items supplied to other departments at cost 
into “meals.”
	
	

	
	3.0 Determining menu item prices
	
	

	4-3.1
	Demonstrate the ability to provide clear and accurate menu pricing using the food cost percentage method.

• Accurately calculate menu sales price using food cost percentage method.
	
	

	4-3.2
	Demonstrate the ability to provide clear and accurate menu pricing using factor method.

• Accurately calculate menu sales price using factor method
	
	

	
	
	Intern must log number of hours completed for Project C 
Minimum of 56

Submit this report form in Blackboard for Project C in assignments
	[bookmark: Text4]     
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