Contents

Topic Page
Preface......c.ooomiiiiiii e v
ACKNOWIEAZIMENLS .........cocvviiiiiiieiiieiee e et sree e e eeaeas vi
Using the Professional Practices Manual ........................ccccooocueevveeenieeenienananann. ix
Chapter
1. ProfessionaliSm.............coooiiiiiiiiiiiiiiiii e 1.1
1.1 Legal Impact
1.2 Integrity
1.3 Community Involvement
2. OrganizZation .............cccooeiviiiiiiiiiiiiie et e e e e e e e e eaaee s 2.1
2.1 Vision/Mission
2.2 Structure
2.3 Policies and Procedures
R N o P21 1) 1111 TSRS 3.1
3.1 Annual Situation Analysis
3.2 Long-Term Planning
33 Short-Term Planning
4. MArKEUING ....oooiiiiiiii e e s 4.1
4.1 Market Research/Assessment
4.2 Marketing Plan
43 Customer Relations
44  Advertising
4.5  Merchandising and Promotions
4.6  Public Relations
5. Operational Controls...............ccoooiiiiiiiiiiiiiiecieceeee e 5.1

Professional Practices in College & University Food Services, Fifth Edition
Copyright © 2009 The National Association of College & University Food Services. All rights reserved.

5.1 Data Management

5.2 Financial Accountability
53 Cashier Controls

54  Wage and Payroll Controls
5.5 Tax Reporting



6. Human ReSOUICES ............cooiiiiiiiiiiiiiiiiie et 6.1
6.1 Recruitment and Staffing
6.2  Wage and Salary Administration
6.3 Personnel Benefits
6.4  Collective Bargaining Agreements
6.5 Orientation
6.6 Training and Coaching
6.7  Employee Relations
6.8 Career Development
6.9  Performance Reviews
6.10 Employee Recognition
6.11 Employee Discipline
6.12  Employee Resignation or Involuntary Termination
6.13  Personnel and Payroll Records
6.14  Electronic Personnel and Payroll Records
6.15 Posting of Human Resources Information

7.  Menu Management ..............cccueeviuiieeiiieiiiieenieeeiieeeieeeeieeesreeeaeesaeeesaee e 71
7.1 Menu Planning
7.2  Menu Review
7.3 Standardized Recipes
7.4  Food Production
7.5  Holding and Distribution
7.6  Flow of Food
7.7  Food Presentation
7.8 Portioning

8.  Purchasing, Receiving, and Storage..................cccceeiiiiniiiiniieneeeeeen 8.1
8.1 Purchasing Functions—General
8.2  Purchasing Specifications
8.3 Vendor Relations
8.4 Ordering
8.5  Receiving
8.6  Storage
8.7  Issuing
8.8  Inventories
8.9 Payables

Professional Practices in College & University Food Services, Fifth Edition
Copyright © 2009 The National Association of College & University Food Services. All rights reserved.



9. FOOd SAfety .........oooiiiiiiee e 9.1
9.1 Food Safety Codes
9.2 Hazard Analysis Critical Control Point (HACCP)
9.3 Personal Sanitation
9.4  Preparation
9.5 Cooking
9.6  Holding and Distribution
9.7  Cooling and Storage
9.8  Production Planning and Reheating Foods
9.9  Cleaning and Sanitizing
9.10 Inspections
9.11 Food Allergies

10. Service Management...............cooouiiiiiiiiiiiiniieeiieeee et 10.1
10.1  Service Philosophy
10.2  Service Controls
10.3  Board Operations
10.4  Retail Operations
10.5 Nutrition Education
10.6  Catering Operations
10.7  Alcoholic Beverage Operations

11.  Safety and SeCUTItY .......ccooviiiiiiiiiie e 11.1
11.1  Safety and Security Regulations
11.2  Emergency Response Plans
11.3  Security
11.4  Safety and Security Training

12. Facilities Management..................cooiiiiiiiiiniiiiniieeiee e 12.1
12.1 Regulatory Considerations—General
12.2  Design Utilization
12.3  Sanitation and Housekeeping
12.4  Maintenance
12.5 Waste Management

13, TeChNOIOQY.......oooiiiiiiiiiiee e e 13.1
13.1  Analysis of Technology Needs and Strategies
13.2  Selection and Implementation of Technology Systems
13.3  Use of Technology Systems
13.4 Maintenance of Technology Systems
13.5 Security of Technology Systems
13.6  Future Technological Development

Professional Practices in College & University Food Services, Fifth Edition
Copyright © 2009 The National Association of College & University Food Services. All rights reserved.



14. Capital Improvement .................cccceoiiiiiiiiiiiieceeeee e 14.1

14.1  Capital Improvement Planning
14.2  Capital Budgeting
14.3  Regulatory Impact of Capital Improvements
14.4  Design of Capital Improvements
14.5 Capital Equipment Purchases
15, Contract SEIVICES .......c...ooouiiiiiiiiiiiieiicete e 15.1
15.1 Philosophy
15.2  Planning
15.3 Requests for Proposals, Bids, and Contracts
154 Contract Compliance
15.5 Controls
15.6  Assessment
15.7  Other Types of Contracts
15.8  Operating as a Contractor
16, Sustainability ...........ccccoooiiiiiiiii e 16.1
16.1  Service
16.2  Food Production
16.3  Purchasing
16.4 Energy Conservation
16.5 Water Conservation
16.6 Waste
16.7 Fats, Oils, and Grease
16.8 Drains and Housekeeping
16.9  Air Emissions
16.10 Equipment
16.11 Administration
16.12 Communication and Education
16.13 Collaborative Relationships
16.14 Capital Improvements
Appendices
Appendix A: Definitions of Terms as Used in the PPM ................cccccvvvnenee. 171
Appendix B: Additional Comment Forms.................cccccceeviiiiiiiiiniiiinieeeeens 18.1
Appendix C: Key Word Index.............cccooiviiiiiiiiiiiieeeieeeeeeee e 19.1

Professional Practices in College & University Food Services, Fifth Edition
Copyright © 2009 The National Association of College & University Food Services. All rights reserved.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


