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INTRODUCTION

Problems of management and decision making have become
increasingly complicated with the growth of large-scale food
establishments, multi-feeding operations, and extensive product
selection. Ove£ one-fourth of the food sold in the United States
is eaten away from home, thus creating an industry needing more
personnel at all levels.

The food service industry currently is faced with a critical
shortage of managers and supervisors, according to Beck (1970),
yet college enrollment of institution management majors is lower
than 10 years ago. Increasing demands for management personnel
have caused educators to evaluate the education of individuals
for effective managerial performance. Food service management
requires a high degree of managerial ability and many recent
graduates have expressed the feeling of having too much theory
and not enough opportunity for practical application of knowledge
(Miller, 1962).

Educators realize improvement in teaching food service
administration at the university level is needed according to a
survey conducted by Food Executive (1968). Daniels and McCullough
(1962) recognized the need to develop persons with management
skills and recommended five abilities needed to carry out manage-
ment functions. The graduate should be able to:

1. Look at food service operation objectively.

2. Make decisions that will be useful and productive.

3. Use verbal, written, and visual tools for communi-
cation.



4. Direct personnel that includes delegation of
responsibility and subsequent follow=through.

5. Apply technical knowledge effectively.

Opportunity for management development and decision making
is not always possible in a laboratory setting in a college or
university. One method that can be used to strengthen, supple-
ment, and provide laboratory experience is simulation.

Greenlaw et al. (1962) defined business simulation as a
sequented decision-making exercise structured around a model of a
business operation in which participants assume the role of
_ managing the simulated operation. Although sophisticated forms
of simulation have developed within the last 20 years, the basic
concept has been used for centuries. War games are the oldest on
record; business games have been used in recent years to teach
management development in higher education., Management games
have been used for individual study in institution management at
several universities.

The in-basket has been gaining in acceptﬁnce as a simulation
technique. Lopez (1968) defined the in-basket exercise essen-
tially as a model, a simulation of reality. As a model, its
utility lies in the fact that it is a dynamic representation of
reality moving through a telescoped time sequence. The in-basket
presents a participant with a hypothetical work situation in
which a written course of action must be taken on several letters,
memos, and papers found in the incoming mail. Decision making is
based on the ability to analyze the work situation. The in-

basket exercise has been used for assessment, education, training,



and testing. In-basket tests have been developed to fit specific
backgrounds or needs, but these are not interchangeable.

The purpose of this study was to develop an in-basket test
for possible use as a pre-~ and post-test for an undergraduate
institution management course in Food Production Management.

Test items were based on work experience and production problems

applicable to a simulated residence hall food service.
REVIEW OF LITERATURE
Preparation of Students in Institution Management

Preparation for the role of food service administrator has
changed, according to Robinson (1965), because of increased labor
costs, differences in food production processes, and new manage-
ment techniques. The administrator must have knowledge and skill
in planning for effective and efficient operation, in setting
realistic objectives, and in developing policies to implement
attainment of goals. Dietitians not only must establish and
maintain high standards 6f quality and satisfaction in food
production and service, but must be experts in business manage-
ment.

Ad justment for graduates from an academic situation to a
position of managerial responsibility is difficult, according to
Miller (1960), but curriculum development of technical and manage-

ment skills could improve this transition.



Undergraduate Curriculum. Modern-day educational theorists

have defined curriculum, according to Dressel (1963), as all
experiences of the learner that are controlled by the school.

King (1966) stated the chief function the college performs is the
curriculum. If a student is to master the significant concepts

of a field, stated Kreutz (1969), the curriculum must be organized
in such a way that learning is efficient and effective.

Present curriculums in institution management are being
evaluated, according to Miller (1960), to insure that qualified
professional personnel are provided for the future. Miller
further added that subject matter basic to careers in food
service management must include managerial and technical skills.
For undergraduate curriculums ih food service administration,
Moore (1968) advocated specialization because of the expansion of
knowledge and the complexity of functions in the profession. She
also believed that education should stress development of fundé-
mental skills such as problem solving, analysis, evaluation, and
understanding of basic principles. Donaldson (1965) thought
problem-orientated teaching on theoretical concepts and principles
should be emphasized. Opportunity for solving problem situations,
according to Atkinson (1953), could help the student think for
himself. Students must be guided in developing their capabilities
to their fullest potential.

An extensive study by Miller (1960) revealed that certain
inadequacies in academic preparation for management were due to

insufficient coverage rather than omission,



Problems and needs within a profession change constantly.
Effective education should provide students with a kind of
knowledge and attitude of mind that gives facility and flexi-
bility to meet the needs of tomortow, according to Mongeon (1964).
What to teach is regarded a value judgment by Kreutz (1969).

Although an attempt is made to teach practical application
of principles in a college curriculum, according to Bonnell
(1962), there is little time set aside for this practice.
Students must do more independent work so they can think in terms
of actual food service institutions and how to handle their
problems. Classroom lectures may be supplemented, according to
Baskin (1965), by simulation methods such as case study, role
playing, or in-basket technique to develop the students' skill in
understanding problem solving and decision making. Alexander
(1963) agreed that simulation techniques have been effective
methods for teaching food service administration. Weatherford
(1960) believed the use of simulation technique led to creative
thinking which generated expressiveness, inspiration, and respon-
siveness. The case approach, according to Merry (1962), has great
value in teaching because it adds dimensions to the generaliza-
tions and principles of theory.

Many institution management students complete a year's
internship following graduation. Preparation in management of
students entering an internship was evaluated in a study by
Mongeon (1964). Internship directors questioned in that study

noted inadequacies of interns functioning in an actual situation.



Blaker (1968) reported a weakness among dietitians in conceptual
thinking ability.

The internship phase of the dietitian's education has been
affected by her changing role. Dietitians today must employ
effective management techniques, according to Robinson (1963),
and routine supervision responsibilities must be delegated to
food service supervisors. Internships should build on the
principles and theories relating to decision making, control, and .

use of resources that were taught in college (Donaldson, 1965).

Laboratory Experience. A science-based college curriculum,

as stated by Reaves (1965), is a program of study in a technical
field planned to educate students so that they gain specific
knowledge in a certain practical field and receive a broad liberal
education. Miller (1960) believed students need to be motivated
through laboratory experience so they can relate classroom theory
to practical food service situations.

Butterworth (1966) stressed the importance of active partici-
pation of the student in the learning process. An instructor
needs to be concerned with helping to create a learning situation,
according to Umstattd (1964), and laboratory experience is a
necessary element. Laboratory experiences enable students to be
observant, to demonstrate initiative, and to observe the value, of
cooperation (Stollberg, 1953).

Laboratory activities stress practice in inquiry, in investi-
gation, in the collection of evidence, and in reaching decisions,

according to Hatch (1957). Shugart (1965) believed laboratory



experiences should be planned around creative and analytical
thinking rather than merely technical experiences. Blaker (1969)
cited the laboratory as an excellent place to bridge the gap
between theory and reality. Problems may be acted on by a person
or by several persons working toward a similar goal. The student
becomes aware of real life problems of food service, stated
Hunzicker (1965), and he develops an understanding of how to deal
with them.

The laboratory setting in a university program may be in a
campus food service, such as cafeterias and dining rooms in
university residence halls, union building, faculty clubs, or
tearooms, Laboratory experiences may be gained through affili-
ation with a public school system, a commercial food service, or
a hospital (Robinson, 1961).

Mongeon's study (1964) revealed a varied opinion about
laboratory experiences among responding internship directors and
faculty members. Since many universities lack facilities, the
internship directors believed laboratory experience in management
should be obtained in the internship. Over half of the faculty
members answering this questionnaire believed that a laboratory
experience must be provided prior to internship if a student is
to be successful. Further comments by faculty indicated it is
the responsibility of the college to provide this experience.
Additional results indicated that '"on-the=job experience' was
necessary to apply management principles. One faculty member

stated that laboratory experience in college: (1) provides



feeling of security, (2) helps in coping with problems, (3)
strengthens over-all management ability, and (4) gives insight

into the internship program.

Management. Welch (1962) defined management as the act of

getting things done through people. Management is a continuous
process, according to Newman and Summer (1961), and it is per-
formed through the application of principles. The responsibility
for directing and guiding an organization toward the realization
of established goals lies with management.

Ways and means of providing management experience have
caused some concern among those responsible for education of the
dietitian (Mongeon, 1964). As a result, several conferences have
been held for college and university institution management
faculties. These educators concentrated on the improvement of
education in management for dietetics students. Coleman (1965)
proposed two generalizations regarding management:

1. Management is an interpersonal relationship and is

present when one individual has authority over
another individual for performance in relation to a
stated goal.

2. Management is the use of formal authority to make

decision in order to direct, organize, represent,

and evaluate the contributions of responsible indi-
viduals in the use of resources to produce a product
and/or a service in order to reach institution '
goals.

Bonnell (1962) stressed the need for giving students an
opportunity to recognize problems of management, to evaluate them,

and to make decisions on scientific principles related to the

solution. Greenaway (1962) believed that skill in food service



management requires a high order of managerial ability.
LeTourneau (1957) stressed that management in the profession of
dietetics must be taught to keep abreast of the changing condi-
tions of society. Increased size of food service units, greater
diversification of services, and increased government control are
indicative of an increase in the complexity of the management
function. This complexity is evidenced by a greater volume of
business, an increased number of employees, and longer hours of
service. Technological advances require a continuing change in
the system of operation. Blaker (1969) agreed that increased
complexity will necessitate a change in management process. The
dietitian today must be a manager as well as a food expert
according to Hunzicker (1965).

In a study of academic preparation for food service manage-
ment, Miller (1960) reported close correlation between the in-
adequacies expressed by graduates and by employers of these
graduates. Recommendations resulting from her study included
these four suggestions in the area of management:

1. Required courses need critical review of theoretical
coverage and availability of opportunities for real-
istic application of the principles presented.

2. Greater emphasis should be directed toward the study
of realistic problems in food service management,
operational control, and personnel administration.

3. Instructional materials and methods should be evalu-
ated, and increased opportunities for the student to
develop skills of effective communication and group
leadership should be provided.

4, Academic coverage should focus on the student's

transition from university environment to the busi-
ness world.
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Blaker (1969) reported that dietitians know how to ''talk"
management, but they can't '"do'" management.

Management is shifting from job-centered to employee-
centered supervision (Likert, 1961). Managers must possess
technical, administrative, and human skills. Human factor
problems cause managers the most trouble, according to Knudson
(1963), because a set of rules that tell how to deal more effec-
tively with people doesn't exist. Use of judgment and develop-
ment of communicative skills, according to Laboskey (1960), are
factors considered vital in managerial activity.

Mongeon's (1964) study revealed the need for emphasis in
personnel management at the college level. The apparent belief
that personnel management should be emphasized in the internship
may be due to lack of realistic laboratory experiences possible
at the college level.

The emphasis in education has been on decision making,
according to Harger (1963). A report at the Second Conference
for College and University Faculties of Institution Management
(Proceedings, 1963) revealed the concepts management and decision
making rank second and third, respectively, as being meaningful

and most representative of the field of institution management.
Evaluation

Education is a purposeful activity, and teachers seek to
have students learn what is taught. Evaluation is vitally
important as it assesses whether learning has taken place. It

involves quantitative and qualitative descriptions. In addition
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to numerical and verbal descriptions, evaluations include value
judgments (Gronlund, 1968). Teachers are concerned with evalu-
ating the achievements of a student, the effectiveness of instruc-
tion, and the appropriateness of curriculum.

Establishing objectives, teaching, and evaluation--the three
basic steps in the educational process--should be planned togeth-
er. Objectives must be defined carefully, according to Phillips
(1968), for effective evaluation of stated objectives translated
into specific educational outcomes. Any procedure appraising
the extent to which specified educational objectives have been
achieved is called educational evaluation by Lindvall (1967).
Today, according to Kreutz (1969), two concepts exist in the
evaluation of learning. They are the content reference score and
norm reference score. The norm reference score compares the
student with others in class to give information about his
achievement. The content reference score test gives a student's
standing in mastery of content studied. By giving a pre-test,
to determine that the student has the necessary background knowl-
edge to handle the content, there is evidence that instruction
actually does teach the content (Bloom, 1968). Bloom further
stressed assessment after each learning to determine whether the
student has acquired capabilities to continue on to the next
learning. Because of the lack of success in developing content
reference score tests, according to Lindvall (1967), test users
rely on norm reference scores. Several procedures for assessing
students and determining bases for grading are listed and ex-

plained:
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Pre-test. Gronlund (1968) stated the purpose of a pre-test
is to determine if a student has the background to benefit from
the course. It is given at the beginning of the course, and it

measures the student's readiness to learn material in the course.’

Mastery. The formative test is used, according to Bloom
(1968), wherever there are minimum essentials to be completely
mastered by all students. He maintains that '"it paces the
learning of the student, it helps to motivate them, and it gets
them started at the appropriate time." It is used throughout the
course, but principally at the beginning. It is a part of the
learning process and not to be confused with judging the capa-
bilities of the students or with grading. Mastery tests are

used for assessing students and assessing instruction,

Diagnostic Tests. Diagnostic tests are essentially the same

as mastery. If the student lacks mastery of a particular unit,
the formative test should reveal the particular points of diffi-
culty. It is important that when the difficulty has been revealed
that some specific prescription be given him so he can correct

the weakness, It may be additional learning, direction, or
guidance for correcting the learning, according to Gronlund

(1968).

General Achievement. This is a test designed to measure a

broad range of learning outcome (Gronlund, 1968). It ranks the
students in order of their achievement. It has to be comprehen-

sive and representative of the important features of the content.
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Bloom (1968) referred to this general type of classroom testing
as summative evaluation. Item analysis gives valuable data for
assessing instructional strength and weaknesses. The general

achievement test can be used for all purposes of evaluation, and

alone it can serve as a basis for grading.

Performance and Product Analysis. Bradfield and Moredock

(1957) described performance as appraising whatever happens as
it happens. Product analysis assesses an "artifact." It stands
still and can be reassessed. These procedures reflect teacher
bias, making it difficult to obtain reliable measures. Rating
scale is an example of this evaluation procedure. On the verti-
cal axis are the identified factors being observed and on the
horizontal axis are teacher judgments. On a rating scale, the
teacher makes a judgment as to the extent the factor is present.
Essay tests are examples of evaluation by product analysis. For
these, scoring keys are used to increase the reliability by
product analysis. The teacher states the factors being consid-
ered and gives a rating for each factor.

Students want a variety of testing methods as they want to
learn results of the test immediately, according to Owens (1969).
Situational tests are considered a realistic approach to evalu-
ation. Evaluation seems to motivate students at the college
level, as research shows tests given one or two times per semester
provide as much motivation as weekly tests.

The evaluation process provides a means of determining the

extent to which the student has developed expected behavior
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weakness, assesses the effectiveness of the teacher, and indi-

cates the value of the curriculum.
Management Decision Making

The function of the manager is primarily decision making
(Barnard, 1964). Jackson (1966) concurred that making effective
decisions is the most important part of the businessman's job.

In the administrative process, the proper unit of analysis is the
decision,

Lopez (1966) stated: "A decision represents a choice, a
judgment, a final resolution and a conclusion of a conflict of
needs, means or goals and a commitment to action made in the face
of uncertainty, complexity and even irrationality." A degree of
freedom is implied on the part of the decision maker as it has
conscious and subconscious aspects. Decision making, according
to Lopez (1968), must remain a purely human responsibility since
it is predominantly volitional in nature. Gellerman (1968)
indicated that decisions still must be based on managerial intu-
ition. Decision making implies uncertainty, and managers earn
their salaries by taking action on the basis of incomplete infor=-
mation, by estimating probabilities, and by calculating risks.
Administrative decisions, Griffiths (1959) explained, are those
that establish criteria by which others in an organization make
their decisions.

Every good decision meets three conditiomns, according to

Foreman (1967). First, a good decision will be as technically
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perfect as possible. Supporting studies and research will be
done skillfully and completely. Second, by the way it is pre-
sented and it "rightness,'" a good decision will have a good,
built-in chance of being carried out successfully. Finally, a
good decision will produce as few as possible harmful side
effects. Foreman warned that a seemingly sound decision can
sometimes bring on difficulties in another area of the busine#s.

In the decision process there are three areas of concern:
the decision situation, the decision implementers, and the
decision maker. Lopez (1968) reported attention has been paid to
the decision situation in the literature of decision theory and
even more attention to the decision implementers through partici-
pative management, but little thought has been given to the
decision maker himself.

The central element can be the decision maker and the focus
of attention is the commitment he makes for the organization and
of himself (Lopez, 1968). Managers can be held accountable for
the decisions they make and the resources they commit. These
commitments will reflect the utility of the outcome to the
decision maker. He must be concerned with how his resources are
committed compared to the degree of personal risk to himself,

Hardwick and Landuyt (1966) believed that an administrator
faces four questions in decision situations: (1) Are my supe-
riors expecting me to make a decision? (2) What do they want me
to decide? (3) How do they want me to take action? (4) To what

extent do they want to be connected with the decision?
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The total decision commitment is the product of economic and
human factors .(Barksdale, 1963). A decision is also affected by
information and time, two limiting factors that increase both the
risk of making a poor decision and uncertainty about the outcome.
The information needs of management are varied and extensive
but seldom fully satisfied. Within this framework of uncertainty,
decisions must be made and action taken to meet the demands of
day=-to-day operations and the requirements of future planning.
Planning minimizes time pressure and makes decision making more
manageable.

Oliver (1964) described decision making as basically an
invisible process, one that isn't perceived mentally. If the
process can be made visible and understandable, a person can
improve his ability to make decisions.

Decision-makers also are affected by the complexity of the
decision situation, in the opinion of Cliftomn (1969). A decision
implies at least two options, but there can.be an indefinite
number. As the number of alternatives increases, the number of

separate evaluations required of the decision-maker also increases
© N(N-1)

2 L]
or not, resorts either to sequential decision making or to random

following the formula: The decision-maker, consciously
decision-making to reduce the uncertainty and complexity of a
multi-option decision. An example of sequential decision-making
is the decision tree often seen in the management literature.

Choosing by lots is an example of random decision-making.
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Technological advances cause an organization to assess the
decision-making abilities of management on both cognitive and
connative dimensions (Lopez, 1968). The decision-maker must have
the intellectual and technical competence to understand the
variables involved in a decision. Individual humans undoubtedly
have minimum and maximum levels of decision magnitudes with which
they can cope, just as they do in hearing sound frequencies.
Individual differences exist in ability to deal with decision
complexity. Lopez (1968) stated most people are comfortably only
with a two-option decision. Consciously or unconsciously, the
decision-maker will carefully weigh the personal risk involved in
making an organizational decision.

A person brings to his role a background of experiences in
decision-making that are independent of the requirements of his
role or of the organization structure. People with rigid person-
alities tend to be over=-cautious, conservative, and slow to make
decisions. Others, because of immaturity or of over-dependency,
may be inclined to impulsivity and overly decisive actions,
Managers lacking the cognitive skills will focus on minor deci-
sions and tend to avoid important decisions (Lopez, 1968).

Few executives are selected on the basis of their ability to
make sound decisions in the face of complexity and uncertainty
according to Lopez (1966). Management of the future must base
its selection and development of managers on organized, accurate

evaluation of their decision-making capacities.
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In an academic setting, opportunities for practical manage-
ment decision-making may be limited due to increased size of food
operations and complex organizational procedures. Simulation,
according to Oliver (1964), is an alternative method to teach

improved decision-making.
Simulation

Simulation has been defined by Greenlaw et al. (1962) as
"a sequential decisione-making exercise structured around a model
of a business operation in which participants assume the role of
managing the simulated operation.” Business simulation assumes
many forms: among them the case study, role playing, computer
games, and in-basket technique.

Development of managerial abilities can be provided for in
a "real life" situation within an organization or synthetically
in the classroom. Situational tests, described by Gellerman
(1968), are only an approximation of real managerial behavior;
but they are a closer approximation than can be provided by
objective tests, interviews, and other off-the-job procedures.

Greenlaw et al. (1962) called simulation '"one of the most
promising approaches to management development which has come
along in recent years; simulation exercises are a unique oppor-
tunity for development of the ‘'doing' part of human skill."
Simulation techniques are thought by Ward (1962) to be in line
with the tradition of using materials that are realistic and

having problems in a form that come directly from experience
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rather than theory or a systematic organized academic course.
Simulation exercises provide opportunities for the student to
put his thinking into action (Knudson, 1963).

The concept of simulation has been used for centuries. War
games are the oldest on record; business games have been used in
recent years to teach management development in higher education.
The attempt to arrange situations that mirror in many ways various
aspects of a managerial position is of recent origin (Ward, 1964).

Hemphill (1962) attributed the quick acceptance of these
management games to their novelty. Participant performance in
hypothetical work situations is the common characteristic in the
various simulation techniques. Simulation exercises, according
to Oliver (1964), place a person into a life-like situation that
allows him to learn the fundamentals of the decision-making
process.

Simulation makes the solving of day-to-day business problems
involve an understanding of problem-solving and decision-making
within time restrictions (Lopez, 1966). Greene (1959) found the
business game to be the best educational method to use in teach-
ing decision-making. Simulation techniques arouse the partici-
pants' interest, involve them emotionally, and make them carry
out their own decision-making process (Knudson, 1963). In train-
ing situations, according to Gellerman (1968), simulation spurs
enthusiasm and 1ifts morale. The different techniques are
organized and compact,

Hemphill (1962) pointed out that simulation techniques have

some drawbacks. The expense of material and time limits the
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accurate reproduction of an organization., Statistical evidence
regarding the educational effectiveness of simulation techniques,
in comparison with conventional teaching procedures, has not
been reported. Lopez (1966) cited additional difficulties as
achieving realism, allowing adequate time fbr simulation adminis-
tration, and reliable evaluation methods.

Simulation, according to Knudson (1963), teaches the student
increased effectiveness in dealing with people and increased
awareness of the presence of individual and organizational goals
in a managerial situation. Business games provide most students
with their first opportunity to solve the problems of a business
in its totality; to develop the ''commercial courage'" required in
a risk-based private enterprise economy; and to originate, place
in effect, and experience the results of long-range planning
(Greenlaw et al., 1962).

Because the in-basket exercise is a simulation of reality and
requires the individual to call upon both administrative and
social skills to solve the problems with which he is presented,
it is properly classified as a situational test by Gellerman

(1968).
In=-Basket Technigue

The in-basket exercise, according to Lopez (1966), is essen-
tially a model, a simulation of reality. As a model, its utility
lies in the fact that it is a dynamic representation of reality
moving through a telescoped time sequence. Barksdale (1963)

indicated the in-basket approach was designed to capture the
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excitement of an ongoing organization and create an operational
environment.

The in-basket exercise takes its name from the in-basket or
tray on a manager's desk in which a steady stream of inputs are
deposited for his attention and action (Crooks, 1968). The |
inputs are mainly in the form of letters, reports, telephone
calls, memoranda, and other papers; typical of the problems a
manager faces on his job. By simulating a management job in a
prescribed setting under given conditions and asking a partici-
pant to handle a cross-section of problems likely to be encoun-
tered in this job (as if he were indeed in this job), a sample of
his administrative behavior is obtained. In-basket exercises,
according to Knudson (1963), contain elements of pressure,
frustration, and complexity which are part of most managerial
positions.

Basically, most in-basket exercises contain instructions,
background material, a set of problems, and appropriate feedback
procedures (Hemphill, 1960). The instructions provide the setting
for the participant, who he is, what his job consists of, and
something about his associates. The background material usually
includes organizational charts, data about the organization, and
current conditions. The problems range in level of difficulty,
may be interrelated or even be trivial. The problems come from
many sources: subordinates, peers, superiors, customers, and
outsiders. In=-basket problems call for decisions, provide infor-
mation, or request information. Lopez (1966) stated that the

employment of letterheads, handwritten notes, and actual
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organizational forms add to realism of the problems to be acted
upon. The participant must make a number of decisions during a
brief time period without being able to consult other people or
obtain additional information. Participants are requested to
write decisions on a designed action form giving priority, what
action was taken and why. The essential purpose of any ine-basket
game, according to Frederiksen (1966), is to provide analysis of
the participant's performance and feed it back to him. Thornton
(1964) described the in-basket exercise as a more meaningful
means of job knowledge than conventional essay examinations. In
a study conducted by Huse (1968), results showed the in-basket
measured skills rather than personality. It is important for
each participant to be himself and handle each problem as if he
were actually on the jobe.

Roberts (1965) was of the opinion that the in-basket exercise
should be representative of the organization in which it is to be
used. Crooks (1968) stressed gearing the in-basket exercise
around the job level at which participants move into management.
Limited use of the in-basket technique at the operational level
has been reported, according to Crooks (1968).

To illustrate a procedure for creating a new in-basket, a
composite 1list of developmental steps from several authors is
given (Hemphill, 1960; Gibb, 1962; Crooks, 1968). Suggested steps

arec:

1. Decide objectives of the in-basket study.

2. Study the job to be simulated to establish activi-
ties encompassed within the job.
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3. Copy paperwork associated with the job.

4. Observe surroundings, design setting and back-
ground material to enable the writing of instruc-
tions.

5. Select and develop in-basket problems and pre-test.

6. Eliminate, rewrite, and add additional problems to
improve quality for a final version of the exercise.

7. Develop guidelines for scoring.

8. Administer and evaluate.

In discussing criteria for in-basket items, Lopez (1966)
stated that items must: (1) call for utilization of personal
judgment, (2) have a wide range of solutions, and (3) occur in
the normal process of the business.

Authors vary on the number of items to be included in an in-
basket. For a two=-hour in-basket, Hemphill (1960) found 25-30
items to be a heavy load of work for an average participant. 1In
studies conducted by the Educational Testing Service (Proceedings
1960), between 8-19 in-basket items per hour were required to
create a time pressure factor.

Lopez (1964) found it essential to begin administration of
the in-basket with a briefing session that should include: what
the exercise is, how it was developed, and what its purposes and
uses are.

Various advantages of the in-basket technique have been
reported by several authors. Greenlaw (1960) outlined five ad-
vantages:

1. Provides participants an opportunity to actually

perform managerial skills in a realistic labora-
tory situation.



3.

4.

5.

Provides an opportunity for both individual
decision-making and group problem solving and the
two can be tied together.

Provides excellent opportunity to receive feedback
from others in a group as to the appropriateness
of their decision-making approach.

Provides material covering a wide variety of
problems which are faced by managers.

It is easy to develop and flexible to use.

Additional advantages have been identified by Lopez (1966):

1.

2.

3.

Merry (1962) added the discrimination between
action and the necessity of deciding priority
advantages of the technique. Since each item creates a problem
to be solved, Bray (1960) judged it difficult
in constructing an in-basket exercise.

own decisions on in-basket items and are not faced with making

Action is the essence of decision-making and an
in-basket is an action tool.

Subjects must use written communication which will
help develop and improve their ability to prepare
clean and concise letters, memoranda, and reports.

Previous managerial exper1ence is not necessary 1o
perform satisfactorily on an in-basket exercise.

to make a mistake

Participants make their
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relative sources of

of time as definite

choices among predetermined alternatives is a merit substantiated

by Myers (1962).

Comments from management personnel after taking an in-basket

exercise were summarized by Hemphill (1962):

1,

2.

Appreciation of how a company and its operations
appear to top management.

Showed importance of management activity for having

a successful operation.
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3. Pointed out difficulties in setting company poli=

cies and implementing them in everyday operating
decisions,

4, Participants learned more about their own manage-

ment potentialities and capabilities and regarded
it as a fairer evaluation of their management
skills than abstract exercises.

The lack of suitable in-basket materials has hampered its
use, according to Roberts (1965), and Greenlaw (1960) pointed out
the difficulty of finding capable and competent discussion
leaders. He further stated that it is not easy to define pre-
cisely what the in-basket does teach since participation causing
behavioral change has not been reported. Lopez (1966) listed

some additional shortcomings of the in-basket exercise:

1., The in-basket is but a representation of reality
and not the reality itself.

2. The transformation of in-basket performance into
numerical categories is subject to error.

3. The construction and evaluation lack a theoretical
framework.

The cost of materials, administration, and evaluation in terms of

time and money are other weaknesses supported by Thornton (1964).

Development and Assessment, The in-basket has been used in

a variety of ways. Evidence on the utility of the in-basket as a
development and assessment tool for managers is available. Most
organizations that have incorporated this game in their manage-
ment development program report it a useful and popular way of
making the learning of management skills more attractive (Lopez,
1966). The Bell Telephone system was the first to use the in-

basket as part of an assessment program, according to Bray and
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Grant (1966). McNamera (1960) reported International Business
Machine participants have responded favorably and that the in=-
basket program is quite profitable to them as a learning exper=
ience. Results of the elementary school principal's in-basket
exercise, according to Hemphill et al. (1962), further demon=-
strated that the technique is a convenient way to assess on-the=

job administrative performance.

Training. The in-basket exercise has been utilized in
management training programs in a wide assortment of formats and
for a number of purposes. Goals for an in-basket exercise as a
training tool are improvements in the trainee's ability to
delegate, to organize his work, to separate the important from the
trivial, to deal with conflict, and to make on-the-spot decisions
(Lopez, 1966). The aim of in-basket training, according to Ward
(1964), is to provide a series of activities in which managers
could learn useful skills which they could apply later on in
their own jobs. Barksdale (1963) maintained the in-basket an
effective training device since it bridges the gap between class-
room instruction and business application. In-basket problems
should be designed to conform to training objectives, noted Lopez
(1966). Serif (1964) reported the Small Business Administration
~ used in-basket training techniques to teach assistant managers
the art of making decisions quickly.

Proctor and Gamble, according to Mollenkopf (1962), has used
the in~basket to expose student trainees to the management field

within their organization. The enthusiastic reaction of students,
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management, and teachers to this game indicated it was a success
as an aid in the orientation of college students to a potential
career in plant management. Crooks (1968) wrote that the in-
basket approach was used in Medicare workshops to teach the law
and its application to nursing home administrators across the

United States.

Education. The in-basket possibilities appear to be un-
limited in the educational process. Greenlaw (1960) believed
that the in-basket problem provides a real contribution to the
repertoire of teaching instruments.

An in-basket exercise causes the student to face everyday
problems in a job situation as contrasted to the classroom where
problems are more clearly defined (Lopez, 1966). Students ex-
posed to in-basket teaching programs, according to Ward (1964),
learn to see other students' point of view, learn that there are
many different ways to solve a particular problem, and are stimu-
lated to think. Barksdale (1963) suggested designing in-basket
problems to supplement classroom lectures, textbooks, and labora=-
tory work.

In addition to its popularity with players, sound learning
principles were shown by Lopez (1966) to justify the use of the
in-basket in management education. It helps participants under-
stand management theories more fully by observing how they apply
to the solution of a series of problems in a particular organiza-
tional setting. Clapp (1969) regarded the in-basket technique a

useful teaching device when a managerial role is involved,
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Barksdale (1963) published in-basket exercises to improve
students' analytical skills and to provide insights into opera-
tional decision-making on marketing research,

The in~basket technique has been used in several colleges
and universities offering institution management. Espeland (1967)
developed an in-basket problem to supplement institution manage-
ment teaching. The study attempted to assist students to under=-
stand the process of decision making and to recognize the func-
tions of management. Enthusiasm on the part of the students and
staff members of the Institutional Management Department at Kansas
State University, concluded Espeland (1967), indicated that the
in-basket technique was worthy of inclusion in lesson plans for
courses. Results pointed out that the in-basket technique pro=-
vided an opportunity to use logic and judgment in a realistic
setting, and it produced a high degree of self~involvement.
Hubbard (1967) believed the results of her studies on the in-
basket problem at Ohio State University encourage its use for
teaching institution management. An in-basket problem to improve
the students' decision-making abilities in institution management
was developed at Purdue University by Hartt (1969). For an
organization and management course in dietetics at the College of
St. Catherine, St. Paul, Minnesota, Konhauser (1969) developed a
hospital in-basket exercise. Results indicated student interest
and motivation to strive for improved decisions during the dis-

cussion that followed the in-basket problem.
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Testing. An advantage of the in-basket not to be over-
looked, according to Thornton (1964), is the acceptability of
the exercise as a test. Several in-basket tests developed to
fit different needs were noted by Crooks (1968), but there is no
standardized in-basket test available at the present time.
Hemphill (1962) defined an in-basket test as: '"A collection of
documents which presumably accumulate in the in~basket of an
administrator and are awaiting his attention. The documents
constitute the test items and the participants' response to the
items are his answers." Gibb (1962) stated that the in=-basket
test is a job sample test to determine specific skill performance.
Fredericksen (1962) suggested that the in-basket can be consid-
ered as a personality test. The in-basket test, verified by
Hemphill (1962), meets the psychologist's definition of a test:
a systematic procedure for comparing the behavior of two or more
persons. Lopez (1966) created an in-basket test for the American
Management Association as well as several other instruments.
Bray (1966) reported in-basket tests used at American Telegraph
and Telephone to evaluate college students immediately after
employment were the most effective predictors of managerial
ability and potential. The Educational Testing Service has
developed several in-basket tests for a variety of purposes which
are not available to others (Crooks, 1968). However, the Con-
solidated Fund In-Basket Test is an assessment instrument avail-
able to outsiders. General Electric (1961) found the in-basket

test provided valuable information not only in regard to a
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participant's ability to handle administrative aspects of a
managerial position, but alsoc in relation to his style of oper-
ating as a manager. A feature of this type of test is it allows
for identifying training and development needs of managers.
General Electric further reported previous managerial experience
is not necessary to perform satisfactorily on the in-basket test.
Fredericksen et al. (1957) suggested the in-basket be used
as a test at the beginning and end of a teaching period. Hubbard
(1967) conducted a study using a pre- and post- in-basket test
for an undergraduate institution management course. Results
revealed an increase of the mean score between the two tests. In
another study, Hubbard (1967) used an in-basket problem as a
final examination in a graduate institution management course,
Problems in Food Administration. Results of the study revealed
a positive student feeling toward this type of examination.
Participants have been found to be more satisfied with their
in-basket evaluation where they can see a relationship to the job

for which they are being tested (Thornton, 1964).

Evaluation., The evaluation and scoring of an in-basket has

varied widely. Little theoretical or impirical knowledge compar=-
ing scoring systems has been reported, according to Huse (1968).
For example, Bray (1960) found the following variables valuable
when evaluating an in-basket exercise: decision making, planning
and organizing, communicative skills, human relation skills, and
quality of decision. He further emphasized the need of an

interview at the conclusion of the in-basket experience in order
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to get the real quality of the decision. Huse (1968) and Crooks
(1968) agreed with Bray regarding the importance of the interview.
An analysis of the Bell scoring system by Bray and Grant (1966)
indicated the in-basket could be scored reliably by the following
categories: activity level, situational analysis, decisiveness
of judgment, planned work distribution, planned work organization,
delegation, and consideration of others. Grant (1964) advocated
the use of a simple quantitative scoring procedure. In a study
conducted by Lopez (1960), appropriate and correct answers to
in-basket items were based on experts' judgments in the field
being simulated. Hemphill et al. (1962) determined that factor
analysis of the School Administration In-Basket identified
measures of performance: preparation for decision making, taking
final action, and amount of work expended in handling the tasks.
Lopez (1966) developed a formal "objective'" scoring system in
which the participant taking the in-basket completed a multiple
choice questionnaire. The validity of this scoring method is
questionable and should be studied, according to Crooks (1968).
Results of studies involving undergraduate students by Frederick-
sen (1960), showed a high level of work output based on items
attempted and words written. From the viewpoint of face validity,
according to Lopez (1966), there is no reason to question the
in-basket exercise., In the Air Force Study, Fredericksen (1957)
found that the over-all test reliability was reasonably high. An
in~basket study conducted by Huse (1968) revealed that untrained

scorers could make reliable and valid judgments on scoring
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categories, but training will improve the reliability. One
difficulty in estimating the validity of an in-basket exercise,
revealed by Hemphill (1960), is inadequate real=life criteria
measures with which to compare in-basket performance.

Work with the in-basket technique by Lopez (1968) has
included the construction of several in-baskets and their admin-
istration to thousands of managers of every level in all types of
business., Conclusions on their utility were summarized by Lopez:

1. The in-basket exercise simulates most accurately
the functions of managerial or executive class of
positions.

2. The specific behavior elicited by the in-basket
exercise that differentiates one participant from
another in a unique manner is identified as deci=-
sion-making in an organizational context.

3. The decision-making behavior displayed in an in-
basket exercise is quite representative of the
participant's real-life decision-making in his own
organization,

4, The decision-making behavior of the typical manager
reflects his personal traits and his unique organi-
zational experiences and the perceptions he has of
the organization structure and climate in which he
makes his decisions.

5. The utility of the in-basket exercise and its
maximum potential as an administrative technique is
realized when it is used as diagnostic instrument.

Thornton (1964) stressed the continued use of the in-basket tech-
nique in expanded management areas with further analysis of

results and the sharing of findings with others.
PROCEDURE

The food production in-basket test developed for this study

was designed for possible use as a pre- and post-test for Food
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Production Management, an undergraduate institution management
course, Objectives for the test were:

1. To test the student's understanding of decision-
making process.

2. To learn if realistic problems typical of those
encountered by a residence hall food production
dietitian could be acted upon and answered by
students in an improved manner after a seven-week
laboratory experience.

3. To learn if simulated on-the-job decision-making
is related to grade point average and previous food
service experience.,

4, To learn if results of the in-basket test are
related to results of a pre-tested food production

management objective examination and the practical
final evaluation for the course.

Development of the Test

To provide a realistic setting for this in-basket test, a
residence hall food center serving 1200 students was simulated.
Since a majority of the graduates in institution management enter
food production management positions in their first jobs (Moore,
1962), a food production dietitian's job was selected to be used
for this test.

Seventeen situations typical of problems encountered by the
dietitian were selected. These items were based on problems
encountered by the students in Food Production Management the
previous year. Test items included equipment breakdowns, person-
nel problems, memoranda, a telephone call, two letters, and food
production technical problems. To add to the realism, items
were reproduced on appropriate letterhead or residence hall food

service forms. Each item was constructed to create a decision-
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making or problem-solving situation that utilized personal
judgment and that could not be resolved by referring to back-
ground material.

To be sure that the items selected were typical activities
performed by a residence hall food production dietitian, they
were evaluated by three food production dietitians at Kansas
State University (Appendix C).

Decision-making steps were adapted for tﬁis study from
several sources. The following steps were selected for back-
ground information for the student:

1. -Recognize and state the problem.

2. Diagnose the problem.

3. List the solutions or courses of action that are
realistically possible.

4. Analyze and compare possible solutions.

5. Select the most logical course of action to follow.

6. Evaluate course of action,

Background materials and instructions were developed to
create the test setting. Descriptive information concerning the
simulated residence hall food center included organizational
charts, applicable policy statements, menus for one week, employ-
ees; schedule, and a list of telephone numbers. Instructions
were written directing the student to put into writing all actions
taken in handling the items. A 'Decision and Reason" form was
developed for recording actions. This form provided for the
rating of each item in terms of urgency and importance and for

recording of what was done and why.
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A pilot in-basket problem, consisting of 12 items, was
constructed and tested by students in a class in Organization and
Management of Food Services. The purpose of the pre-testing,
which was conducted during a regular 50-minute class period, was
to obtain reactions to types of items, the number of items com-
pleted, and the acceptance of the simulation technique.

Students exhibited an unusual degree of personal involvement.
They believed the directions were clear and the situation appearéd
quite realistic to them. This initial administration demonstrated
that each item was capable of eliciting a range of individual
responses. Several students were able to complete all 12 items,
which indicated that more items were needed to create a time
pressure factor. The pilot in-basket problem was then used as a

basis for developing the test to be used for this study.
Administering the Test

Students in the Food Production Management class at Kansas
State University were used as subjects for this study. The class
was composed of 13 students, including three men and ten women.
Nine were seniors in Dietetics and Institutional Mahagement, two
were seniors in Restaurant Management, and two were graduate
students in Institutional Management.

The in-basket test was given at the beginning of the labora-
tory unit of the class and again at the conclusion of the seven-

week laboratory experience and will be referred to as the Pre-test

and Post=-test.
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The two tests were the same except that dates on the items
were changed to correspond with the week in which each test was
administered. The pre-test was given in a dining room at Kramer
Food Center. Each student had considerable space for spreading
and organizing his papers. The post-test was administered in a
university classroom. Students were seated in regular chair-

desks which lacked ample space for shuffling and arranging papers.

Pre-test Class Period I. Although the class had previously

discussed steps in decision making, these were reviewed to stress
the objectives of the in-basket test. A description of the
simulation technique was explained and the test procedure re-

viewed,

Pre-test Class Period II. All material except the 17 test

items was assembled in a folder and distributed to the students
(Appendix A). They were given one hour to read and study back-
ground information, The instructor discussed the background
material and answered students' questions., When all of the
students thought they had adequate time to become familiar with
their new role, the in-basket test items were distributed (Appen-
dix A). Each student was asked to handle the 17 items as if he
were on the job as the food production dietitian. At the conclu-
sion of the test, the background material and test items were
collected along with the "Decision and Reason" forms. No discus-

sion was held with the students after the pre-test.
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Post-test Class Period I. The students were given an objec-

tive multiple choice Food Productieon-Management examination, as

developed for this class in a previous study (Appendix C).

Post-test Class Period II. The decision-making steps were

reviewed and the background material was distributed (Appendix B).
Students were allowed adeéquete time to re-familiarize themselves
with the situation. The test items (Appendix B) were given to
the students and they were asked to respond in writing to as many
of the 17 items as possible in the 50-minute period. At the
conclusion of the post-test, the class was divided into thirds
and each group was given one item to discuss during the next class
period. The instructor interviewed each student within one day
after the post-test to obtain personal student reaction to the

test. A sample questionnaire is given in Appendix C.

Post-test Class Period III. This 50-minute period was de-

voted to a '"feedback'" by group discussion on possible solutions

for the in-basket test items.
Evaluation

A procedure for evaluating students' performance on the test
items was developed with the aid of the Kansas State University
College of Education. Evaluation categories from other in-basket
studies were redesigned for scoring the Food Production Manage=-
ment In-basket Test. A scorer evaluated student responses on a

five-point scale. A '"one'" indicated very poor performance,



"three'" average, and "five'" outstanding. Ratings of "two'" and

"four" were used for intermediate judgments. Student responses

were evaluated according to the following categories:

1.

Decision Making:

a) Recognition of problems to be solved.
b) Evidence of analysis of item.

¢) Initiating action in preparation for solving the
problem or making decisions,

d) Delegation to responsible individuals.
e) Provision for follow-up action.
Planning and Organizing:
a) Priority of item.
b) Relation of item to background material.
c¢) Unwarranted assumptions.
Written Communications:
a) Comments clear and to the point.
b) Directed to persons involved in the problem.
1. Peers and superiors.
2. Subordinates.
¢) Adequate for item.
Productivity:
a) Acted on item.
b) Amount of material prepared.
¢) Number of separate actions taken.
Subjective Judgment:

a) Scorer's overall impression based on in-basket
test and interview.

38
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Average scores for these five categories were calculated and used
as the sixth evaluation category. A zero score was given for
"productivity" if a test item was not attempted.

Students' performances also were evaluated for quality of
action by three Kansas State University residence hall food
service food production dietitians and the two instructors for
the course (Appendix D). Their ratings were based on priority of
item and appropriateness of response, using the five-point scale.

Students' correct answers also were tabulated for the general
information, multiple choice examination (compiled by Greig,
1969). A copy of the test is included in Appendix C.

Students were asked to list kind, amount, and location of
previous food service experience. This experience was divided
into three categories. Category "1" denoted a form of structured
or supervised experience; "2'" was minimal experience with no

supervision; and "3" indicated no experience.
Statistical Analysis

Scores for the pre- and post- in-basket test, general infor-
mation multiple choice objective examination, and the practical
final for the course were tabulated and recorded on computer
cards according to amount of experience, Data were analyzed by
the Kansas State University Statistical Laboratory. Analysis of
variance, using least squares and correlations of scoring cate-
gories, were used to ascertain significant differences.

Statistical analyses were designed to: (1) compare gain in

ability for students to handle problems and take action between
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pre- and post-test, (2) compare the class by experience level
between the pre- and post-test for each evaluation category,
(3) determine if correlation exists between scores for the in-
basket evaluation categories, students' cumulative grade point
average, multiple choice objective examination scores, and
practical final grade for the course, and (4) determine if

correlation exists between the in-basket evaluation categories.
RESULTS AND DISCUSSION
Evaluation

Test Results. Students No. 8 and 12 took action on all 17

items on the pre-test, while on the post-test, 10 students
attempted all test items (Table 1). Student action by in-basket
items for pre- and post-tests are shown in Table 2. Students
apparently worked item by item on the pre-test as items 12
through 17 were attempted by fewer students than the first 11
items. Students either remembered the pre-test or were more con-
fident in their ability to take action on the post-test.

Average ratings for the 13 students on each of the seven
scoring categories showed a gain between the pre- and post-test
(Table 3). Area of greatest gain was productivity which indi-
cated more items were attempted in the post-test. Ratings in
subjective judgment were higher at the beginning of the labora-
tory than in other areas which may account for the small gain.
The average score for the class as determined by a scorer, and

the quality of decisions as judged by the dietitians, were the
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Table 1. Action taken by individual students on 17 in-basket

items.

_ — —— — —
Student Number items attempted
number Pre~test : Post-test

1 13 15
2 15 17
3 9 17
4 15 17
5 10 17
6 10 17
7 11 15
8 17 17
9 15 16
10 14 17
11 12 17
12 17 17
13 11 17
Table 2. Student action on individual in-basket items.
Item Number students attempting items
number Pre-test 3 Post-test
1 12 13
2 12 13
3 10 13
4 10 13
5 12 13
6 12 13
7 12 13
8 9 13
9 12 11
10 10 13
11 10 13
12 7 13
13 8 13
14 7 13
15 11 12
16 8 12
17 7 12
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Table 3. Average student scores by categories on in-basket

fests.
"~ :Maximum : } Average rating 1=1 Increase

Areas scored ipoints : Pre-test :Post-test :Average : %
Decision making 5 2,95 3.30 0.35 11.9
Planning and

organizing 5 3.07 3.44 0.37 12.1
Written communi=-

cations 5 2.78 3.15 0.37 13.3
Productivity 5 5.3 3.03 0.60 24.7
Subjective

judgment 5 3.11 3.12 0.01 00,3
Score average ) 2.85 3.20 0.35 12.3

(Average of
above scoring
categories)

Dietitians'
decision 5 2.85 3.26 0.41 14.4

on the pre-test and varied 2 per cent on the post-test. Tabula-
tions of individual student evaluations and class ranking are
given in Tables 13-21 (Appendix D).

Test scores based on the five-point scale were evaluated by
a scorer in five categories, indicating the amount of previous
experience (Table 4). Significant differences for the class were
found between the pre- and post-test, indicating an apparent
increase in ability to solve problems resulting from the labora-
tory experience. A significant difference at the 5 per cent level
was shown in ability to communicate in writing and make decisions.

An increase in the number of items attempted by students

between the pre- and post-test resulted in a significant differenc



43

L9Nd | judd AU

I 944 45 JUEBILILUL LY

¥

*T3A3T 3uad I1ad ¢ 2yl e JUBDTITUITS,

(sati1odazed
Lv60°0 0S68°T (V¥4 JToxag dutroos
St0L°0 LGE®O 8€£0°0 9.90°0 < 3sod pue -31d x *i1adxy 9ATI 240Qe
1600°0 x5 ISE"S cT6L°0 Z16.L70 ! 1s33-1s0d pue -3ig jJo 23eaaay)
90Z28°0 002°0 06T0°0 8LEQ®O < asuatrradxyg adexaay
6CST°0 8¢0°¢ o¢ 1oxxq
€6TL°0 SEE®O TTIS0°0 £C01°0 (4 3sod pue -21d x *radxyg juawdpnl
¢9£6°0 L0000 0T00°0 01000 T 3}sai-1sod pue -aig aar3oalqgns
coT18°0 coZ*o £TI£0°0 9290°0 c aouatradxy
. 91.LC°0 CIEP*S 0c 1oxay
6L65°0 82S6°0 £EEVTO L982°0 (4 3sod pue -3ad x -Jadxg A1TAT3oNnpoag
€800°0 xx208°8 T60€°C 60£°¢C T 1s931-3sod pue -ai1g v
€6LY°0 £9L°0 cLog*o SvIv° o 4 aouariadxy
S6ST°Q 606T°¢€ 0¢ Ioxag
T629°0 vir©0 LSL0'0 £EISE 0 (4 3sod pue -3ad x - zadxg SuoTjedTunu
80€£0°0 PRAV) A 6T98°0 LT9B°0 1 1sa3-31sod pue -ai1g -Wod U33131TIM
9086°0 020°0 T€E00°0 £900°0 (4 douaraadxyg
00TT"0 v661°2 (0} 1oxaqg
06L0°0 0S€°0 G8£0°0 69L0°0 o 3sod pue -21d x *xadxg Jurziuedio
L600°0 yxLl1°8 c668°0 2668°0 T 3s93-3sod pue -aig pue Sutruueld
L2LT"O 026°1 TIT12C°0 £2eV°0 (4 ddusTIadxy
26210 9606°¢ 0¢ I0xxg
v2E8*0 ¢8T°0 TEC0°0 £€9v0°0 Z 3sod pue -21d x -xadxyg Juryeu
T1120°0 »89¢C°9 ¢S8L°0 2S8L°0 T 1s931-3sod pue -31d UOTSTo=3d
68L.8°0 0€1°0 €910°0 $ZE£0*0 [ Souatradxy
£3TTTq : 3SnieA : saxenbs : sozenbs : wopasxy : sIo3deq ; Axo8a3ed
-eqoig : 5 : uedN : Jo ung :Jyo sa3xdaq: § dutaoog
*L10391e> Furrons Aq 31531
-3sod pue -21d pue T3A3T 9duatiadxas Jurredwod (sazenbs jseaT) adueraeA jJo sisdreuy *¢ S[Qel



44

at the 1 per cent level for the scoring category productivity.

A significant difference at the 1 per cent level was found for
students?! ability to plan and organize. The average score
reflecting the results of the five scoring categories showed a
significant difference at the 1 per cent level. No significant
difference was evident between pre- and post-test for the category
subjective judgment, as shown in Table 4. Previous experience
evidently had no effect on students' scores for any of the factors.
Greig's (1969) study for this same course in a previous year also
indicated that there was no significant difference in test scores
attributable to the experience level of the student prior to
taking the pre-test.

Table 5 shows a significant difference at the 5 per cent
level between the pre- and post-test scores based on the dieti-
tians' decisions, indicating an increase in learning due to the
laboratory experience. Again, there was no significant differ-
ence due to previous experience.

Table 5. Analysis of variance (least square) comparing exper-

jence level and pre- and post-test for scoring category
dietitians' decisions.

. — et re———
—— — = ——

:Degrees: : : :
: of : Sum of : Mean : F x
Factors :freedom: squares: squares: value: Prob.
Experience 2 0.0431 0.0215 0.096 0.9085
Pre- and post-test 1 1.0789 1.078% 4,.830* 00,0399
Exper. X pre- and post 2 0.1643 0.0821 0.368 0.6969
0 4.4670 0.2233

Error 2

*significant at the 5 per cent level.
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Students deviated from the mean in lesser amounts on the
post-test than on the pre-test for all categories scored (Table
6). This indicated increased learning since the student scores
on the post-test were closer to the mean.

Table 6. Comparison of standard deviation for the pre- and post=-
test Dy scoring categories.

Standard deviation

Scoring categories Pre-test 3 Post-test
Decision making 0.3809 0.2846
Planning and organizing 0.3962 0.2933
Written communications 0.4684 0.3311
Productivity 0.5825 0.4038
Subjective judgment 0.4003 0.3615
Average 0.3289 0.2416
Dietitians' decisions 0.5106 0.2706

To determine validity of the in-basket test, scores on the
seven categories were correlated with the following measures:

1. Grade Point average. The scholastic average at
Kansas State University of each student tested.

2., Objective examination. A multiple choice objective
examination used for the course in a previous year
(Appendix C).

3. Practical Final. As a final grade for the labora-
tory experience, each student was evaluated on=-the-
job by two instructors for the course.

Tables 7 and 8 show the relationship between the in-basket scoring
categories and these other measures. All in-basket scoring
categories correlated positively with the objective examination;

a majority correlated positively with grade point average and

practical final. In the pre- and post-test, written communica-

tions correlated negatively with grade point average and practical



46

£0° 0c*~ LO*® vo° 6~ £e - T = 00°1 Teuty
Teos1312e1d
8¢” 6¢” (4% 18 A 61° 10° ve* 10° 00°T Horljeuiuexa
2a1302(q0
8t * 174 % cc’ 9¢*’ £¢T~ 91" £0° 6e" 8E” 00°T adeaaae
jutod apein
*s$To9p: adexsAe: *3pnl : L3TAT): SuoTjed:-uedio:Surew:TeUTJ :°wex3 : “Ae : siojoey
ySUBT] IS, I3100S: SAT] :-dnpoid:-Tunwwod: pPuB : UOTS :TedT]} : SAT} : jutod:
-T3131(Q:" :=2alfqgng: P U33131TIM: *UBTJ:~T23Q :~-deIg :-23lqQ: apein:
*(15231-31S0g) sainsesw I3yjlo pue sartrodajed FuTIOODS 312YSBQ-UT UIIM}IQSUOTIBTAIII0) °§ 2TqQeL
90° IT° og~ co°- 4 S T€”" L0* 00°T 1EUty
Tes130ei1d
Le*® 9¢” T0* 0¢* IE” T1° co* T0* 00°T UOT1EUTMEXS
aat122lqQ
co* c0* co° 81" B¢ - 20" - 1910 Ry 6e" 8g° 00°T sdexsae
jutod spein
*STOop: o8eiaAe: -dpnl : AITAT}: SUOT]IED: UBSIO:JUTHBW:TBUTJ :°WeEX3a : -Ae : s10328Y
1SUBT} S, I9I00S: SAT} :-2npPoid:-TUnwwod: PUB I UOTS :TBIT} : 2AT} : jurod:
~T33T(: :-23(gng: I U33TIM: cueld:-To3Q :-2eid :~23(qQ: apeio:

*(3$93=21g) S2inSeaw I3Yylo pue satiodsjed

8uti00S 33)SBQ~UT UDIM}DQ SUOTIBTIIIOD

*L 2IqEL



47

final. Objective examination and practical final correlated
positively but not significantly with grade point average. Also,
objective examination correlated positively but not significantly
with the practical final. It appeared from an overall appraisal
of the relationship that no significant correlations resulted,
but the in-basket scores correlated with student grade point
average, objective examination scores, and practical final grade
comparable to the correlation between each of these three meas-
ures.

An analysis of Table 9 reveals the scoring category average
{made up of_scoring categories 1-5) correlated significantly at
the 1 per cent level with decision making, written communications,
and subjective judgment; and to productivity and planning and
organizing at the 5 per cent level. Subjective judgment corre-
lated with decision making and planning and organizing at the 1
per cent level. Productivity correlated with written communica-
tion at the 5 per cent level and written communication correlated
significantly at the 1 per cent level with decision making.
Dietitian ratings correlated significantly with the scorer's
ratings on written communication and the average at the 1 per
cent level and with productivity at the 5 per cent level,

Table 10 shows results similar to Table 9 with some minor
differences. Dietitian ratings correlated to all scorer cate-
gories, but a significant correlation at the 5 per cent level

existed between subjective judgment and the scorer's average.
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Analysis of In-Basket Items by Dietitians. Evaluations by

the three dietitians were similar in most cases (Table 11).
Items 5, 9, and 17 scored highest which indicated these items
were the most typical activities performed by a residence hall
food production dietitian. This was the basis for choosing
these items for class discussion, Since all items were evalu-
ated satisfactory or higher, all 17 items were included in the

in-basket test.
Classroom Observations

Students were attentive to the classroom presentation on
decision-making steps, simulation methods, and in-basket tech=
nique. Many questions were raised regarding the background
information prior to the pre-test, but students showed retention
of this background material before taking the post-test. Much
interest was shown in this testing technique even though the
in-basket had no bearing upon a student's grade for the course.

Students appeared enthusiastic about the exercise the day of
the tests. The 13 students wrote diligently throughout the
entire period. At the end of 50 minutes for the pre-test, only
two students had completed all 17 items, but they were re-
checking their decisions. On the post-test, all but three stu-
dents finished the multiple choice objective examination in less
than the 50-minute class period.

The class period following the post-test was set aside for

discussion. Each group responded to pre-assigned items (5, 9, 17)
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Table 11. Evaluation of in-basket items by three dietitians.

_ e

— =

Suitability : Involvement : Simplicity
Dietitians A B C A B C A B C
Item 1 9 8 9 9 8 9 7 9 8
Item 2 10 7 8 9 9 7 9 8 7
Item 3 6 8 7 9 9 7 ¥ 9 8
Item 4 7 7 8 8 8 7 8 7 7
Item 5 10 9 9 10 9 8 8 9 8
Item 6 7 7 8 9 7 6 10 6 6
Item 7 8 9 9 8 9 8 8 6 8
Item 8 8 8 8 8 9 8 7 9 8
Item 9 10 9 7 10 9 7 10 9 7
Item 10 4 7 8 8 6 7 8 7 o
Item 11 6 7 7 7 7 7 6 6 7
Item 12 9 8 9 9 8 8 9 9 8
Item 13 8 9 6 8 8 6 8 8 6
Item 14 6 7 6 6 6 7 7 6 7
Item 15 6 8 9 9 8 9 7 T 8
Item 16 8 g 9 8 9 8 8 9 8
Item 17 10 9 9 10 9 8 10 9 8
Scale:
Excellent 10
Very good 9-8
Satisfactory 7=6
Fair 5=4
Poor 3-2
Very poor 1-0

Decisions varied and class interaction was noticed. No attempt
was made to single out decisions in class as good or bad as most
answers were logical and it would be difficult to say any were
poor. Decisions in most cases were realistic except when students
had not considered background information as a guideline and
limitation. Test item No. 4 (pits in the bing cherry salad)

created the most questions from the students.
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Interviews

Eight students indicated they thought about and used the
decision-making steps that were discussed in class while taking
the in-basket test. Nine students sorted the in-basket items by
priorities before taking action. Several students stated that
they learned to think about several problems at once. All of the
students mentioned the in~basket as a good experience, real,
personally involved, and fun. A majority of the students believed
they learned more the second time, and five students attributed
this to the laboratory experience. Three students believed the
in-basket can supplement laboratory experience but not replace it
because of the needed exposure of working with employees. Two
students thought they were more confident in their ability to
analyze a situation, make a decision, and stand back of the
decision. Three students found they were forced to solve the

problems by themselves and not rely on the advice of others.
SUMMARY

Increasing demands for management personnel have caused
college and university departments of Institution Management to
evaluate the education of individuals for effective managerial
performance. In an academic setting, opportunity for management
development and decision making in a laboratory is not always
possible., An alternative might be the use of simulation, a
technique found to be effective in business assessment programs

for solution of actual problems.
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Simulation techniques have been used for centuries, but
within the last 20 years sophisticated business games have been
used to teach management development., Since most managers spend
a considerable amount of time reading, analyzing, and disposing
‘of vast amounts of written material, the in=basket in which the
participant commits himself in writing to a specific course of
action, has been effective for duplicating the realities of a
working situation.

An in=-basket test for this study was developed for possible
use as a pre= and post-test for an undergraduate insfitution
management course in food production management. Objectives for
the test were:

1. To test the student's understanding of the decision-
making process.

2. To learn if realistic problems typical of those encoun=-
tered by a residence hall food production dietitian could be |
acted upon and answered by students in an improved manner after a
seven~-week laboratory experienceo.

3. To learn if there is a correlation between results of
the in-basket test and cumulative grade point average, previous
food service experience, results of a pre-tested food production
management objective examination, and the practical final evalu-
ation for the course.

As background for the test, a residence hall food center
serving 1200 students was simulated. Seventeen situations typical

of problems encountered by a food production dietitian were
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selected. Test items included a telephone call, equipment
breakdowns, memoranda, personnel problems, two letters, and food
production technical problems.

Thirteen students in Pood Production Management were used as
subjects. The pre-test was given at the beginning of the labora-
tory and the post-test was administered after the seven-week
laboratory experience.

Student actions on test items were evaluated by a scorer and
by dietitians on a five-point scale: ''1" indicated very poor
performance, '"'3" average, and "5" outstanding. The scorer evalu-
ated students on the following categories: (1) decision making,
(2) planning and organizing, (3) written communication, (4)
productivity, and (5) subjective judgment. Dietitians evaluated
students on the quality of their actions,

Scores from the pre-test, post-test, multiple choice objec-
tive examination, and practical final were statistically analyzed
by analysis of variance, using least squares and correlation of
scoring categories to detect significant differences.

Statistical analysis of in-basket test scores showed a
significant difference for all scoring categories except subjec=
tive judgment between the pre- and post-test due to the seven-
week laboratory. No significant difference was indicated due to
previous experience for any of the scoring factors. All in-basket
scoring categories correlated positively with the objective
examination; a majority correlated positively with grade point

average and practical final but not significantly. There was a



55

significant correlation between the dietitians' ratings and the
scorer's ratings of written communication, productivity, subjec=-
tive judgment, and average of the scoring categories.

Students attempted more test items on the post-test than
pre-test, which indicates they either remembered the pre-test or
were more confident in their ability to take action,.

Interviews with the students pointed out a favorable attitude
toward the in-basket test technique. All students mentioned the
in-basket as a good learning experience and a majority believed

they were better prepared to take action in the post-test.
CONCLUSIONS AND RECOMMENDATIONS

Conclusions derived from this study were:

1. The in-basket test can provide a realistic simulation of
a food production dietitian's position in a residence hall food
service system.

2. Test scores indicated a significant increase in stu-
dents' ability to take action on realistic food production prob-
lems following seven-weeks'® laboratory experience.

3. Previous experience apparently had little effect on
advancement of learning between pre-test and post-test.

4. For all scoring categories there was agreement in scor-
ing between the scorer and dietitians.

Enthusiasm on the part of students, instructors, and dieti-
tians indicated that the in-basket is worthy of inclusion in

future courses. Results of this study pointed out that the test
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provided an opportunity to use logic and judgment in a realistic
setting, and it produced a high degree of self~involvement. More
research is needed to determine the nature of the skills being
measured in a testing situation, even though the factors being
measured appear to be related to progress in management.

Changes suggested by students and instructors for improve=-
ment of the testing technique were:

1., Background information should include a list of food
items on hand,

2. A scoring system that would enable a quick evaluation of
students® performance on the in~-basket tests.

3. Increased and improved classroom feedback for comparison

of student decisions.
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INSTIUCTIONS FOR FOOD PRODUCTION HANAGLIIINT INT-BASKET TIZST

For 50 minutes you will worlz as an individual on some problems
of the tyne that are normally dealt with by food production dietitians
in any‘residence hall food service operation.

You are to assume the role of lirs. Sarah Bee, food nroduction
dietitian of Crane Food Center, Central State University, Central,
Kansas. You are 22 years old, a college graduate, and this is your
first job. TYou have been employed since Sentember and this is your
first weekend on duty as the only professional person. Pigture
yourself on the job, Saturday, November 8 1969. It is now 10:30 a.m.
Your day off duty was Friday and you are the only dietitian on duty
for the weekend. Assembled in this packet are the notes, messages,
letters, and reports from the in-basket on your desk. You are
interrunted by a phone call and an emnloyee which are included in
the in=basket packet.

In your role as food »nroduction dietitian you must act on
the separate items by making or deferring decisions, delegating
responsibilities, and by seeking additional information or advice.
Refer to the -rovided background material as often as necessary. liake
decisions on the items from the available information but avoid any
assumptions that are not supported by the baclkground material.

Indicate your specific decision on the "Reason for Action'

forms provided. Zverything you decide or do must be written dowm.

You may write on the pieces of correspondence in the in-basket.
Please try to put yourself in lirs, Bee's role for this test.
Vhen signing 211 correspondence, use lirs, Bee's name and not your

oun.



CENTRAL STATE RESIDENCE HALL FOOD SERVICE
CENTRAL, KANSAS

Central, located in the Kansas Flint Hills, is a typical
midwestern college town, The community (15,000) is very pleasant,
and Central is a fine place to live. The ecity lacks industry, and
the majority of the population is associated with the university.
Central State is a land grant school, and the enrollment has
reached 13,000, One-third of the students live in residence halls.

There are five dining rooms in the residence hall system,
all co-educational, Each resident pays $1.65 per day by semsster
contract for food service. From the $1.65, $0.83 is budgeted for
raw food with the remaining $0.82 budgeted for all other operating
expenses, The entire budget for the food service department is
supported from residents' payments. Twenty meals are served each
week, cafeteria style. The largest unit serves 2,000, and the
smallest unit serves 150,

The residence hall food service department is administered
by a director, four administrative assistants, three unit diet-
itians, three production dietitians, two service dietitians, and
three relief dietitians., The professional staff are faculty
members, The director of food service is directly responsible to
the director of housing. The administrative assistants are staff
positions and have the following responsibilities: personnel,
purchasing, business operation, and production and service. The
administration offices, located in Pitt Bullding, are opened daily
except for the weekends, Any of the dietitians are free to discuss
and decide material with the administrative peéple in regard to

68
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their area of responsibility. The unit dietitians are responsible
and accountable for the operation of their specific food centers.
The production dietitians are responsible for food production in
the food center--the planning for food, ordering, preparation, and
delivery to the cafeteria line. The service dietitians are respon-
sible for cafeteria service, sanitation operations, and resident
contact and relations. The relief dietitlians substitute for the
production and service dietitians on their days off.

Within the residence hall food service department there are
over 200 non-professional employees, all of whom are State Civil
Service appointees. The department has a personnel dietitian who
maintains employees records, recruits new employees upon food center
requests, conducts screening interviews, and processes all personnel
records. The dietitian in the food center has the final decision
in selection,

The department works with the State Rehabilitation Center for
the mentally retarded and physically handicapped. Capable people
from the center are hired in positions gy institution. . workers.
After a person is hired, the social worker from the rehabilitation
center consults every other week with the dietitian in whose area
the employee is working.,

Each employee works 40 hours per week on a two week schedule.
Sunday begins each work week, and an employee usually has one week-
end and two week-days off during the two week cycle. There 1s no
paid overtime; and in case of emergencies, compensating time is

given for approved overtime hours. When an employee is absent,
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that person's work must be divided among those who are working in
the unit. Today is Saturday of week I,

The residence hall food service department has a central
purchasing facility which receives and processes all requisitions
for food and supplies, Central purchasing has staple storage,
extensive freezer space, and a meat processing section, Delivery
is daily except Saturday and Sunday. The individual food centers
request items up to two weeks in advance of use. Central purchasing
orders quarterly and is under state contract and bid. When food
or supplies are needed under emergency conditions, the food production
dietitian may call a vendor direct. The administrative assistant in
charge of purchasing must be Informed of purchases that do not go

through central purchasing prior to use.
A central tusiness office in Pitt Building maintains all

financial records for the department and for each food center., A
weekly food cost is figured for each food center. Monthly reports
which include itemized monthly expenditures, cumulative expenditures
for the year, and relation of expenditures to the budget are sent
to each food center, |

The production and service administrative assistant is respon-
sible for menu making, coordinating the individual food centers for
uniformity, and operating the test kitchen. She works very closely
with central purchasing.

Crane Food Center serves 1200 students. Residents from two
residence halls of equal size, one for men (Denny Hall) and one for

women (Laughlin Hall), dine at Crane. The food center has a compact
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central kitchen consisting of salad area, cooks area, and bakery
area, Two sets of two cafeteria. lines are divided by a

central dishroom. The production area, service area, dishwashing
area, and dining room area are all located on one floor. On
weekdays four cafeteria lines and two soiled dish return belts
operate. On weekends, when absentecism ranges from 30-60 percent,
two cafeteria lines and one soiled dish rsturn belt operate. Only
one dietitian is on duty for the weekend; the work hours are

10:30 a.m,=7:30 p.m,

Each food center has a maintenance man, In case of equipment
breakdewn or emergency repair, the maintecnance shop can be called
when the meintenance man is off duty.

In addition to regular meal service, Crane Food Center
furnishes food and supplies to either Demny or Laughlin Hall for
special functions when requested. When functions involve activities
outside the Crane Food Center, the director of food service must
spprove any catering service.

Food service policies are well established by the director
of food service. Procedurcs and guidelines have been developed
over the years and are located in a procedure menual. A sample
is listed below.

All items on the menu are expected to be available

throughout the meal period. When a substitutlon is

made, it should be as popular as the item it replaces.

The last person through the cafeteria line pays the
same amount as the first customer,



CENTRAL STATE UNIVERSITY
FOOD SERVICE ORGANIZATIONAL CHART

HOUSING DIRECTOR

MR. HUGH WARD

FO6D SERVICE DIRECTOR
Miss Ruth Griggs

Personnel
Administrative

Assistant
Mrs., Edna Bott

Business Operations
Administrative
Assistant

Administrative
Assistant

Mr. Paul.Goy |

S S

Purchasing

Mr, Jeff Wiley-o
- .

Administrative

Mrsg, J

ction and Service

Assistant

East Complex
Unit Dietitian

Crane
Unit Dietitian
83 Marnie Watts}]

West Complex
Unit Dietitian
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TELEP.IOM] MUMBERS

Administrative Assistant, Business Operation, Jeff Wiley 2=6005
Administrative Assistant, Personnel, Edna Bott 2-6003
Administrative Assistant, Production and Service, Judy Regg 2=-6006
Administrative Assistant, Purchasing, Paul Coy 2~6004
City Meat Company 6-5812
Crane Food Center 26621
Denny Residence Hall 8-5311
Director of Food Service, Ruth Giggs 2-6002
Director of Housing, Hugh Ward 2-6001
Director of Physical Plant, Ralph Brake 2~6675
East Complex 2-6391
Graves Bakery 6-8765
TIce and Cold Storage Company 65665
Laughlin Residence Hall 8-3235
Maintenance Shop 2=6247
State Rehabilitation Center AC=903=216=L1L

West Food Center

2=6559
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DECISIONS AND REASONS

On the "Decision and Reasons" form you will write your decision or
action taken (what you did) and explain the reason why you made the decision
or toolk the éﬁtion.

In the first column is space to list the number of each in-basket

item. (Each item in your in-basket is numbered at the top of the page.)
In the corner of each block in the first eolumn you will notice a little
box, in which you are to indicate priorities. Write 1, 2, 3, L, 5, or 6
in each box according to the following code:

1 = Highest priority; the item must be dealt with in the hour.

2 = Higher priority; this item must be dealt with today.

3 = High priority; it would be best to deal with this item today if
at all possible,
I, = Medium priority; this item need not be dealt with today but in

the next day or two.

5 = Low priority; this item can wait a week or so if necessary.

6 = Lowest priority; this item can wait a month or more,

Column two is headed "My Decision", Here you are to state briefly
the central meaning of what you did. You might write, for example,
"Refer the problem to ifiss Watts", "Write a letter", "Set up an appointment!,
or "Call a meeting". |

In column three, headed "Reason", write why you made your dscision
(the reason may not be clear from the decision itself). For example, if
in column two you wrecte "Call a meeting", you might write in column three
"Want more information and facts regarding how the problem happened”.

In column three you have an opportunity to make clear your =otives for

doing what you did.
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ITEM NQ. 1

After reporting for work and changing into uniform, you

take a quick look at the cafeteria line while the employees

are being served. You notice that the cream of potato scup

appears curdled.
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ITEM NQ, 3

You are interrupted by a phone call at 11:00 a.me from

Sally Neff, social chairman, Laughlin Hall.

Mrse, Bee: "Good morning, Mrs. Bee speaking."

Sally: "The Central State University Association of Residence
Halls is having a dance in the field house on Monday,
November 10, 1969, at 7:00 p.m. Since Laughlin Hall
is hosting the event, I would like to know if Crane
could furnish punch for 1,000 people."

Mrs. Bee must make a decision.
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84
ITEM NO. ¢

Mrs. Thampson, an early cook, comes into the office, The

time is 11:15 a.m,

Mrs, Bee: "Can I help you Mrs. Thompson?"

Mrs. Thompson: "Yes, almost all residents are choosing the
grilled cheese sandwich for lunch and I feel
we will run out."”

Mrses Bee: "It must be the cold weather."

Mrs. Thompson: "hat do you want me to do for a back-up?"
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ITEM NO. 7

RESIDENCE HALIL FOOD SERVICE
WORK ORDER |
Date //-F-C

Time 4274 «
ﬁreaéfiéagc-ﬂ
Food Center _CRRANE
Attention A 2s . =

Work Requested

Lhe sl dilbel (24 UEYR o The weel
Sipe_of e bacDiUE Stspped Goplils This
honpwe duriwe The (AT fiyc midates of

LREALL4T, Ue 286 The It $ 12445
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ITEM NO. 9

RESIDENCE HALL FOOD SERVICE
CENTRAL STATE UNIVERSITY

Telephoned..Vs. Please Callesss

Called to see yOu.soes Will call again,
Wants to 500 YOseeess Urgentesscccsce

less
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ITEM NO, 10

CEIITRAL STATE UNIVERSITY
Residence Hall Food Service

To: . Se Bee . Date: Hovember 7, 1569

From: .. M, Yatts

Attached i§ letter received today from
student living in Laughlin Hall. Please
handle this since it is your area.

‘Laughlin Hall
Central, Kansas
November 6, 1969

Dear Dietitian,

My roommate and I have been rather disappointed
in the selection of cold cereals at breakfast, Last
year Post's Grape Nuts were offered quite a bit, and
seemed to be very popular with the girls. Could .
you possibly offer it again? Another cereal that
is a favorite among many of the girls is Post's
Raisin Bran., We would like to see more of it, too.

For the most part, I think the meals have
been very good this yeaz, I have especially liked
the variety of breads and rolls at dinner.

lly only other cemplaint is that I am geiting
hungry for French toast. '

I hope that these ccmments will help you in
your job as a dietitian, :

Sincerely yours,

Ettans Umnawingdin e
Ellen Vonderschmide
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CENTRAL STATE UNIVERSITY
RESIDENCE HALL FOCD SERVICE

FMEMORANDUM
TO: Se Bee DATE: November 7, 1969

FRQOM: E, Bott

The civil service rating form for Mrse. Kennedy
was delayed by the State and it arrived only
yesterdaye It must be completed and signed
and in my office by Mondaye.



ITEM NO, 11

STATE PERSCNNEL DIVISION *°
STATE CAPITOL BUILDING
EMPLOYEE EVALUATION
Name . Mrs. Kennedy Rating Period _11/68-11/69"
Position _Cook I Agency _Central State
Qut= Above Below Unsa:

standing Average Average Average fact

1. QUALITY OF WORK - Interest
taken in doing things right,

2., QUANTITY OF WORK = Ability to
work rapidly, accurately and effi-
ciently.

3. ABILITY - Follows in-

structions, punctuality, attendance,
reliable, etc,

4, AITITULES =~ Cooperativenéss,
getting along with others, cheerful=-
ness, willingness to take directions#
etc.

5, JINI IVE = {lillingness to do
more than required without being
tolds Looking for ways to improve
methods and procedures.

6., JOB KNCOILEDGE - Knowledge of

duties and responsibilities of the
job and ability to perform them.

7. JUDGMENT - Ability to reach
sound decisions through logical
reasoning. Ability to anticipate
problems and take steps to solve
them.

8, EILEXIBILITY - Ability to adjust
to sudden changes, duties, differ-
ent surroundings: and emotionally
stable, etc.

9 . H w P 11 I AP "; ¥ -
Grooming, cleanliness, regard for
sanitation, orderliness, etc,

10. HAT ARE THE EEST QUALITIES OF THIS EMPLOYEE?

11, IN 'HAT WAY CAN THIS EMPLOYEE IMPROVE?

EMPLOYEE 'S SIGNATURE RATER'S SIGNATURE DATE



ITEM NO, 12

CENTRAL STATE UNIVERSITY
Residence Hall Food Service
Memorandum

Date: November 7, 1969
To: ‘Se Bee

From: i, Smith

Last night during the dinner hour the meat
slicer stopped. The cooks had to cut the
roast by hand and larger portions resulted,
ile used 50 pounds of the ground beef for the
meat loaf and made hamburger steaks to make
our count,
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To:

From:

ITEM NO, 13

CEHTRAL STATE UNIVERSITY

Residence Hall Food. Service
Memorandum

Date: Wovember 7, 1969
Mrs, Bee

Mrs. Hill

While checking time cards I found Mrs. Effie,
bakery supervisor, is working over her
scheduled hours. Some days she checks in
early and some days she checks out late.

I understand she even works after checking
cut in the afternoon.
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To:

From:

ITEM NO, 14

CENTRAL STATE UNIVERSITY
Residence Hall Service
Memorandum

Date: Friday
iMrse. Bee

Mrs, Hill

Mrs. Scott from the State Rehabilitation
Center was in this morning to talk with
you regarding present employees and any
openings you may have for people from
the state center,

She would like to see you sometime soon,
I said you would contact her in the near
future.
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_ WRouting S1ip"
/%i?idence Hall Food Service
From: |~

j‘{.‘?’w Date: /: ?/ A g

o f
To: For:
H, Ward Circulation
Re Giggs Filing
« Bott +~Information
« Coy Return
¢ Wiley Comments
« Regg

~Crane Food Center
Vest Food Center
Zast Complex

ITEH No. 15

CENTRAL STATE UNIVERSITY CENTRAL, KANSAS

Physical Plant Department

November 6, 1969

Miss Ruth Giggs )
Director, Residence Hall Food Service
Pitt Building
Campus
Dear Miss Giggs:

Due to a emergency repair needed in the steam line on the campus,
the steam service to Crane Food Center will be turned off between 2:00-
4:00 p.m. Satuxday, November 8, 1959.

Sincerely yours,

Knloh, Orake

Ralph Brake
Director, Physical Plant



To:

From:

ITEM NO, 16 95

CENTRAL STATE UNIVERSITY

Residence Hall Food' Service
Memorandum

Date: MNovember 7, 1969
8,Bee I

M.Watts

Mrs., Bart, bakery dept., resigned effective
next Tuesday. Her husband had last minute
change of military orders and she will leave
with him Tuesday.

Mrs. Bott's office is preparing resignation
papers which she needs to sign. Please make
the necessary decisions regarding food
production in the bakery while the position
is vacant.



Food Center &_g;» £

IreEM NO. 17

Meat, Poultry, Fish Order

Delivery Date 172:,4;
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INSTRUCTIONS FOR"FOOD PRODUCTION MANAGEMENT IN-BASKET TEST

For 50 minutes you will work as an individual on some problems of the type
that are normally dealt with by food productionadietitians in any residéﬁce'hall
food service operation.

You are to assume the role.of Mrs. Sarah Bee, food production dietitian of
Crane Food Center, Central State University, Central, Kansas. You are 22 years old,
a college graduate, and this is your first job. You have been employed since
September and this is your third weekend on duty as the only professional person.
Picture yourself on the job, Saturday, January 17, 1970. It is now 10:30 a.m.

Your day off duty was Friday and you are the only dietitian on duty for the
weekend. Assembled in this packet are thernotes, messages, letters, and reports
from the in-basket on your desk. You are interrupted by a phone.call and an
employee which are included in the in-basket packet.

In your role as food production dietitian you must act on the separate
items by making or deferring decisions, delegating responsibilities, ané by seeking
additional information or advice. Refer to the provided background material as
often as necessary. iake decisions on the items from the available information but
'avoid any assumptions that are noi supported by the background material. |

Indicate your specific decision on the "Decisions and Reasons" forms

provided. Everything you decide or do must be written down. You may write on

the pieces of correspondence in the in-basket. Please try to put yourself in
Mrs. Bee's role for this test. When signing all correspondence, use Mrs. Bee's

name and not your own.



CENTRAL STATE RESIDENCE HALL FOOD SERVICE
CENTRAL, KANSAS

Central, located in the Kansas Flint Hills, is a typical
midwestern college town. The community (15,000) is very pleasant,
eand Central is a fine place to live. The city lacks industry, and
the majority of the population is associated with the university,
Central State is a land grant school, and the enrollment has
reached 13,000, One-third of the students live in residence halls,

There are five dining rooms in the residence hall system,
all co-educational, Each resident pays $1.65 per day by semester
contract for food service, From the $1.65, $0.83 1s budgeted for
rav food with the remaining $0.82 budgeted for all other operating
expenses, The entire budget for the food service department is
supported from residents' payments. Twenty meals are served each
week, cafeteria style. The largest unit serves 2,000, and the
smallest unit serves 150.

The residence hall food service department is administered
by a director, four administrative assistants, three unit diet-
itians, three production dietitians, two service dietitians, and
three relief dietitians, The professional staff are faculty
members, The director of food service is directly responsible to
the director of housing. The administrative assistants are staff
positions and have the following responsibilities: personnel,
purchasing, business operation, and production and service. The
administration offices, located in Pitt Building, are opened daily
except for the weekends. Any of the dietitians are free to discuss
and decide material with the administrative pedple in regard to
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(2)

their area of responsibility. The unit dietitians are responsible
and accountable for the operation of their specific food centers,
The production dietitians are responsible for food production in
the food center--the planning for food, ordering, preparation, and
delivery to the cafeteria line. The service dietitians are respon-
sible for cafeteria service, sanitation operations, and resident
contact and relations. The relief dietitians substitute for the
production and service dietitians on their days off,

Within the residence hall food service department there are
over 200 non-professional employees, all of whom are State Civil
Service appointees. The department has a personnel dietitian who
maintains employees records, recruits new employees upon food center
requests, conducts screening interviews, and processes all personnel
records, The dietitian in the food center has the final decision
in selection,

The department works with the State Rehabilitation Center for
the mentally retarded and physically handicapped. Capable people
from the center are hired in positions g institution.. . workers.,
After a person is hired, the social worker from the rehabilitation
center consults every other week with the dietitian in whose area
the employee is working,

Each employee works 40 hours per week on a two week schedule.
Sunday begins each work week, and an employee usually has one week-
end and two week-days off during the two week cycle. There is no
paid overtime; and in case of emergencies, compensating time is

given for approved overtime hours. When an employee is absent,



(3)

that person's work must be divided among those who are working in
the unit. Today is Saturday of week I.

The residence hall food service department has a central
purchasing facility which recelves and processes all requisitions
for food and supplies. Central purchasing has staple storage,
extensive freezer space, and a meat processing section., Delivery
is daily except Saturday and Sunday. The individual food centers
request items up to two weeks in advance of use. Central purchasing

orders quarterly and 1s under state contract and bid. When food

or supplies are needed under emergency conditions, the food production

dietitian may call a vendor direct. The administrative assistant in
charge of purchasing must be informed of purchases that do not go

through central purchasing prior to use.

A central tusiness office in Pitt Building maintains all
financial records for the department and for each food center, A
weekly food cost is figured for each food center, Monthly reports
which include itemized monthly expenditures, cumulative expenditures
for the year, and relation of expenditures to the budget are sent
to each food center,

The production and service administrative assistant is respon-
sible for menu making, coordinating the individual food centers for
uniformity, and operating the test kitchen. She works very closely
with central purchasing.

Crane Food Center serves 1200 students. Residents from two
residence halls of equal size, one for men (Denny Hall) and one for

women (Laughlin Hall), dine at Crane, The food center has a compact
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central kitchen consisting of salad area, cooks area, and bakery
area., Two sets of two cafeteria. lines are divided by a

central dishroom, The production area, service area, dishwashing
arsa, and dining room area are all located on one floor. On
weekdays four cafeteria lines and two soiled dish return belts
operate. On weekends, when absenteeism ranges from 30-60 percent,
two cafeterla lines and one soiled dish return belt operate., Only
one dietitian is on duty for the weskend; the work hours are

10:30 a.me=7:30 p.m.

Each food conter has a maintenance men. In case of equipment
breakdown or emergency repair, the maintenance shop can be called
when the maintenance man is off duty.

In addition to regular meal service, Crane Food Center
furnishes food and supplies to either Denny or Laughlin Hall for
special functions when requested. When functions involve activities
outside the Crane Food Center, the director of food service must
approve any catering service.

Food service policies are well established by the director
of food service. Procedures and guidelines have been developed
over the years and are located in a procedure manual. A sample
is listed below.

A1l items on the menu are expected to be available

throughout the meal period. When a substitution is

made, it should be as popular as the item it replaces.

The last person through the cafeteria line pays the
same amount as the first customer,
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CENTRAL STATE UNIVERSITY
FOOD SERVICE ORGANIZATICONAL CHART

HOUSING DIRECTOCR

MR. HUGH WARD

FO6D SERVICE DIRECTOR
Miss Ruth Griggs

Personnel
Administrative
Assistant
Mrs, Edna Bott

Rt

Ptk e
Purchasing
Administrative
Assistant )
Mr. Paul Coy

Business Operations
Administrative
Assistant
Mr, Jeff Wiley-«

T

':

Mrs, dJ

ction and Service
Administrative
Assistant

East Complex

Unit Dietitlan

Crane
Unit Dietitian
ss Marnie Watts

West Complex
Unit Dietitian
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TEZLEP.IOMI NUMBERS

Ldministrative Assistant, Business Operation, Jeff Wiley 2=-6005
Administrative Assistant, Personnel, Edna Bott 2-6003
Administrative Assistant, Production and Service, Judy Regg 2-6006
Administrative Assistant, Purchasing, Paul Coy 2-6004
City Meat Company 6-5812
Crane Food Center 2-6621
Denny Residence Hall 8-5311
Director of Food Service, Ruth Giggs 2-6002
Director of Housing, Hugh Ward 2-6001
Director of Physical Plant, Ralph Brake 2-6675
East Complex 2-6391
Graves Bakery 6=8765
Ice and Cold Storage Company 6-5665
Laughlin Residence Hall 8-3235
Maintenance Shop 2=-62Li7

State Rehabilitation Center

West Food Center

AC-903-216-LlL)
2-6559
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DECISIONS AND REASQONS

On the "Decision and Reasons" form you will write your decision or
action taken (what you did) and explain the reason why you made the decision
or took the éction.

In the first column is space to 115£ the mumber of each in-basket
item. (Each item in your in;basket is numbered at the top of the page.)
In the corner of each block in the first column you will notice a little
box, in which you are to indicate priorities. Write 1, 2, 3, 4, 5, or 6
in each box according to the following code:

1 = Highest priority; the item must be dealt with in the hour.

2 = Higher priority; this item must be dealt with today.

3 = High priority; it would be best to deal with this item today if

at all possible,

Ly = Medium priority; this item need not be dealt with today but in

the next day or two.

5 = Low priority; this item can wait a week or so if necessary.

6 = Lowest priority; this item can wait a month or more.

Column two is headed "My Decision", Here you are ﬁo state briefly
the central meaning of what you did. You might write, for example,
"Refer the problem to ifiss Watts", "Write a letter", "Set up an appointment",
or "Call a meeting'",

In column three, héaded "Reason", write why you made your dscision
(the reason may not be clear from the decision itself). For example, if
in column two you wrote "Call a meetingz', you might write in column three
Miant more information and facts regarding how the problem happened".

In column three you have an opportunity to make clear your =otives for

doing what you did.
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ITEM NQ. 1

After reporting for work and changing into uniform, you
take a quick look at the cafeteria line while the employees
are being served. You notice that the cream of potato soup

appears curdled,






ITEM NO. 3

You are interrupted by a phone call at 11:00 a.m. from

Sally Weff, social chairman, Laughlin Hall.

Mrs. Bee: "“Good morning, irs. Bee speaking."

Sally: "The Central State University Association of Residence
Halls is having a dance in the field house on londay,
January 19, 1970, at 7:00 p.m. Since Laughltin Hall is
hosting the event, I~would like to know if Crane
could furnish punch for 1,000 people."

Mrs. Bee must make a decision.
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ITEM NO. 4 113
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Mrs,

Mrs,
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ITEM NO, 5

Thompson, an early cock, comes into the office. The

is 11:15 a.me.

Bee: "Can I help you Mrs, Thompson?"

Thompson:

"Yes, almost all residents are choosing the
grilled cheese sandwich for lunch and I feel

we will run out."

Bee: "It must be the cold weather.,"

Thompson:

"ilhat do you want me to do for a back-up?”
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i ITEM NO. 6

g, Bee, Vi

cmdl,@eal&-r.%g:w&w 2ol Ladk ger
AL LB b



Ttem Noe 7 116

RESIDENCE HALL FOOD SERVICE
WORK ORDER
Date Z ( Z‘Z 420

Tine £

| Arey,

attention__ (LS, Beo)
Work Requested
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ITEM NQ. 9

RESIDENCE HALL FOCD SERVICE
CENTRAL STATE UNIVERSITY

DA e/ Z TOE /S50 ey

WHILE YOU WERE QUT

Telephened. &Jd Pleasa Callesee
Called to see YOUssves Will call againe

Wants t0 see yOUseesss Urgentesescesss

4 &7 %
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ITEM MO. 10

CEIITRAL STATE UNIVERSITY
- Residence Hall Food Service

From: .. M. YHatts

Attached is letter received todey from
student living in Laughlin Hall., Please
handle this since it is your area,

Laughlin Hall
Central, Kansas

Jamrry 1%, 1970

Dear Dietitian,

My rocrmate and I have been rather diszppointed
in the cselection of cold cereals at breakfast. Last
yeax Post's Grape iluts were offered quite a bit, and
seamed to be very popular with the girls. Could
you possibly offer it again? Anothar ceraal that
is a favorite zmong many of the ¢irls is Post’'s
Raisin Bran. 'le would like to ses more of it, too.

For the most part, I think the meals have
been very good this year. I have espescially liked
the variety of Sreads and rolls at dinner.

My only other cemplaint is that I am getting
hungry for French toast.

1 hope that these ccmments will help yeu in
your job as a dietitian,

Sincerely yeurs,

P ; “
s ,./r:.r':.ﬁ"‘f :'—:'._’:.-t"'".z, LML

Ellszn YonderschaiZls
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CENTRAL STATE URIVERSITY
RESICEWCE HALL FOCD SERVICE

VEMCRANDUM |
TO: 8. Bee DATE:  ganuary 16, 1970

- FRGH: B, Bott

The civil service rating form for Mrs. Kennedy
was delayed by the State and it arrived only
yesterdays It must be ccmpleted and signed
and in my office by ifondaye.



ITEM WO. 11

STATE PERSONWEL DIVISION
STATE CAPITOL BUILDING

EFPLOYEE EVALUATION

Name iirs. Kennedy

Position - Cook I

120

Rating Period 1/69-1/70

Agency Central State

Above Below Unsatis
Average _Average Average fattciy:y

1. QUALITY OF WORK - Interest taken
in. going things right.

2. QUANTITY OF WORK - Ability to
work rapidly, accurately and -
efficiently.

3. [DEPENDABILITY - Follows .
instructions, punctuality, attendance,
reliable, etc.

4. ATTITUDES - ‘ooperativeness,
se2tting along with others, cheerfulness,
xillingness: to take directions, etc.

5. INITIATIVE - Willingness to do
inore than required without being told.
Looking for ways to improve methods
and procedures.

6. JOB KNOWLEDGE - Knowledge of
duties and responsibilities of the
job and ability to perform them.

7. JUDGHENT - Ability to reach sound
decisions through logical reascning.
Ability to anticipate problems and
take steps to solve them.

8. FLEXIBILITY - Ability to adjust to
sudden changes, duties, different
surroundings; and emotionally stable,
etc.

7, HOUSEKEEPIWNG AND APPEARANCE -
Grooming, cleanliness, regard for
sanitation, orderliness, etc.

10. WHAT ARE THE BEST QUALITIES OF THIS EMPLOYEE?
11.  IN WHAT WAY CAN THIS EiPLOYEE IiPROVE?

EFPLOYEE'S SIGNATURE RATER'S SIGNATURE

DATE



To:

From:
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ITEM NO, 12

CENTRAL STATE UNIVERSITY
Residence Hall Food Service
Memorandum

Date: Jamary 16, 1970
‘S« Bee

‘7. Smith

Last night during the dinner hour the meat
slicer stopped. The cooks had to cut the
roast by hand and larger portions resulted,
We used 50 pounds of the ground beef for the
meat loaf and made hamburger steaks to make
our count,



To:

From:

ITEM MO, 13

CENTRAL STATE UNIVERSITY

Residence Hall Food. Service
Memorandum

Date: iJamuary 16, 1970
Mrs. Bee

Mrs. Hill

YWhile checking time cards I found Mrs, Effie,
bakery supervisor, is working over her
scheduled hours. Some days she checks in
early and some days she checks out late.

I understand she even works after checking
out in the afternoon,

122



To:

From:
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ITEM NO. 14

CENTRAL STATE UNIVERSITY
Residence Hall Service
Memorandum

Date: Friday
Mrs. Bee

Mrs, Hill

Mrs, Scott from the State Rehabilitation
Center was in this morning to talk with
you regarding present employees and any
openings you may have for people from
the state center,

She would like to see you sometime soon.
I said you would contact her in the near
future,
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tRouting Slip"
Residznca Hzall Food Service

From: p /?,a?-'_«p Date: ’//(,/7_, :

e

To: . For:
H, Ward ' Circulation
R Giggs Filing
e Bott 1~Information
« Coy Return
' Jo Wiley Comments
« Regg )

¢~ Crane Food Center
West Food Center
fast Complex

ITEM NO. 15
CENTRAL STATE UHIVERSITY CENTRAL, KANSAS

Physical Plant Department

January 15, 1970

Miss Ruth Gicgs
Director, %esidence lall
Food Service
Pitt Builcing
Campus
Dear iiss Giggs:
Due tc a emergency repair needed in the steam line on the campus,
‘the steam service to Crane Food Center will be turned off Letween 2:00 =

4:00 p.im, Saturday, Jenuary 17, “770.
Sincerely vours,

Ralph Craxe
.Directcr, Phvsical Plant

Ri/sc



To:

From:
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ITEM NO, 16

CEMNTRAL STATE UNIVERSITY
Residence Hall Food Service
Memorandum

Date: Jamuary 16, 1970
8,Bee wy §ovet om T

M.Watts

Mrs. Bart, bakery dept., resigned effective
next Tuesday. Her husband had last minute
change of military orders and she will leave
with him Tuesday.

Mrs. Bott's office is preparing resignation
papers which she needs to sign, Please make
the necessary decisions regarding food
production in the bakery while the position
is vacant,
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Form 1. Evaluation of In-Basket Items by Dietitians
Representative of a Residence Hall Food Production Position
Suitability: Is the item a typical situation encountered by you

as a residence hall food production dietitian?

Is the item a problem you normally are allowed to handle or
do handle?

Does the item have a wide range of solutions?
Does the item require you to use decision-making steps?

Involvement: Is the item realistic enough to proceed with a
decision?

Is a decision reqguired?
Does the item call for utilization of personal judgment?

Is the item one that will contribute to the students' under-
standing of a residence hall food production position?

Simplicity: Is the item adequate and not overly elaborate?

Is proper background material provided to proceed with a

decision?
RATING SCALE
Excellent 10 Fair 5-4
Very good 9-8 Poor 3-2
Satisfactory 7=6 Very poor 10
Item score 10=0
Criteria ¢ I =+ II : III : IV : V : VI : VII : VIII: IX
Suitability : - g : 3 z :
Involvement : : : A :

a0 w9 e e .4
.

ee s [en aw | ea

s

Simplicity
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Criteria S & XI ; XI1 XIII ; XIV : XV ¢ XVI : XVII

[}

.
(3]
oe

Suitability : H 3 -

e @

Involvement :

e oo Low @

es oo faa an
se Jos we

e sa s s

(X3

Simplicity :

Overall Rating: List the items in order as being the most
representative of the wide variety of tasks encountered by
you in your position as a residence hall food production
dietitian.




Form 2. Multiple Choice Examination -

FOOD PRODUCTION HMANAGEMERT

NAIKE DATE

Area of work you plan to enter

Evaluation comments:
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Quality control begins with which of the following?

Well trained cooks

Good raw products
Adegquate personnel
Adequate plant facilities
Portion size

Mmoo

.

The preliminary preparation of any food item to be served raw has the greatest
effect on which of the following?

A. HKutritive value

B. Type of labor needed

C. Type of equipment needed
D. Final appearance

When food being prepared is not up to quality incorrect methods of preparation
can sometimes be overcome by: '

A. Adding the correct seasonings

B. Reworking it into a different product.
-G, Adding something else to the menu

0. Throwing it out and starting over

In ordering choice cut outside round beef roast for dinner, your cooking and
other losses will amount to what per cent of the total weight?

A. 35%
B. 10%
C. 5%
D. 50%
E. 12%

When a food item being prepared for service is below quality you should:

A. Serve it with a garnish ;

B. Provide an acceptable substitute

C. Discard the recipe or timing chart

D. Explain to the customer that it is below quality
E. Call a cooks meeting immediately

The best references for forecasting future needs of food is:

A. Consulting the customer

B. Inventorying to see what has been used
C. Consulting past consumption records

D. Consulting cooks
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If actual costs show a wide deviation from the predicted budget what would you
do first to find the reasons?

A. Re-evaluate the menu costs
B. Take a physical inventory
C. Check the kitchen operation
D. Consult the records

Which of the items listed below is the largest controllable item of expenditure?

A. Food

B. Labor

C. Customers

D. Equipment replacements
E. Utilities

A perpetual inventory gives immediate information concerning the date or purchase,
vendor, brand, price paid, the issues and the amount on hand after the last issue.
Its greatest value is:

A. To keep storerooms and refrigerators in order
. To keep the buyer informed of goods needed

. To help the cooks find shelf items

. To insure the using of old items first

oM

To establish cost control, which of the following is most important in purchasing
food items?

Quality of items received

Price paid per unit

Methods of receiving and storing
Methods of using

Cow>

Planning an all-over labor budget to prevent labor waste means:

A. Planning the menu so that everyone is busy all the time
8. Utilizing labor between departments to meet production
C. Letting employees help plan production schedules

D. Hiring encugh people to cover all possible needs

A cook and a supervisor are discussing the assembling of a casserole for the next
day. Which of the following steps should they consider first?

Assembling of ingredients
Assembling of equipment
Determining who would prepare it
Reading the recipe

Co@
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The baker has always restricted her production to baked goods and refused to help
with assembling other dessert items. Uhich of the following would be the best
way to approach re-establishing responsibility?

A. Stress the importance of doing your own work

B. Re-evaluate the area in conference with the baker

C. Insist that she do things your way

D. Write new job descriptions including all items she is to prepare

To enhance relationships and keep control, a good supervisor will do which of the
following?

A. Stay at her desk and take care of her own work

B. Wait for employees to come to her with problems

C. Spend as mucii time as possible on the floor

D. Discourage employees from telling her their problems

The training of a new employee in a small operation is better handled by which
of the following:

A. Another employee of equal rank
B. Another employee of less rank

C. Let her work things out by herself
D. Do the initial training yourself

Batch cooking means:

A. Cooking the total amount in one batch

B. Cooking in a steam kettle

C. A process referring only to certain food items
D. Continuous cooking to the demands of service

An advantage of cooking to the line in cafeteria service is:

You never run out

Greater palatability and nutritive value
The cook has more time for other things
No one has to wait in line

oOoOwmxXE

On cafeteria lines service is more satisfactory from all aspects if:

A. A1l food is prepared when the 1ine opens

llo food is ready until the line opens

Food is prepared on request

. Preparation is timed to the demands of service

oOWw
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To make oil stay in suspension when making salad dressings it should be added to the
emulsion in which of the following ways?

A. Very slowly

B. Very rapidly

C. All at once

D. Just before serving time

The proportion of gelatin dessert to liquid for plain gelatin is:

A. 1/2 cup per gallon liquid
B. 1/2 cup per quart liquid
C. 1/2 cup per pint of liquid
D. 1 cup per pint of liguid
E. 1 cup per gallon of liquid

Which of the following fruits (fresh or frozen) contains an enzyme that will destroy
the setting power of gelatin?

Apple
. Raspberry
Plums
Grapefruit
Pineapple

mEo®E»

Which of the following salads loses quality most rapidly?

A. Tossed greens

B. HMixed fruit

C. Sliced fresh tomatoes
D. Wilted lettuce salad

If you want to make 100 - 2/3 cup (2 1/2 oz.) servings of tossed green salad,
how many pounds of greens (AP) will you order?

. 18-20 pounds
. 25-28 pounds
12-15 pounds
. 30-32 pounds
5-10 pounds

I."'IE(')BUP

The thin liquid used for bases flavored by soluble substances from meat, poultry
or fish, vegetables and seasonings is called:

A. Broth
B. Stock
C. Bouillon
D. Gravy
E. Soup
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A mixture of half fat and half flour by weight used as a thickening agent is called:

. Au jus
Sauce
Emulsion
Roux
Broth

moO >

The thickening power of starch is lost when the mixture becomes too:

A. Hot

B. ODry

C. Alkaline
D. Sweet
E. Acid

Should an emulsion break,(curdle) it can usually be re-formed by:

A. Boiling rapidly

B. Slowly adding cold milk or water to mixture

C. Slowly adding mixture to a small amount of hot water
D. Adding a small amount of thickening agent

The flavor and aroma of ground coffee is maintained for a longer period if stored at:

98°F
50°F
37°F
-4°F
. -32°F

mo o @

For a better flavor, water used for brewing coffee should be cold and freshly
drawn because:

A. It contains more oOxygen

B. It prevents discoloration

C. It makes particles stay in suspension better
D. It prevents oils from coaguiating

If two gallons of water and one pound of coffee are used in a coffee urn you can
expect to get which of the following amounts of brew?

3 galions

2 1/¢ gallons
2 gallons

1 3/4 gallons
. 1 gallon



When substituting cocoa for chocolate the major difference to remember is:

!"'IUE"!ICUP

When making cocoas and chocolates for drinking the temperature of the mixture

Color pigment
Fat content
ilineral content
Acidity

Caffein content

should rise to 200°F to insure which of the following?

A.

B.
C.
D.
E.:

Which of the

A.
B.
.
DQ
E.

Heating milk
may do which

Mmoo

To prevent the formation of milk scum on top
To make sure the starch is completely cooked

To insure the correct temperature for customer acceptance

To decrease the possibility of curdling
To gelatinize the starch to more stable solution

136

following is not a reason for cream curdling when added to coffee?

Water used in making coffee is too soft
Water used in coffee making is too hard
Cream is too old

Temperature of coffee is too hot

Coffee is high in tannins and acids

at below scorching temperatures for a prolonged period of time
of the following?

Separate solids from liquid

The emulsification of fat and protein breaks down
Fat globules rise to the top

Darkens and changes the flavor

Enhances color and flavor

Adding soda to acid base milk products is not recommended because:

mEe®>

A more stable

It will increase chances of curdling

The properties of both are lost through alkaline reaction
Danger of more rapid spoiling of the product

As temperature rises separation begins

Flavor changes and vitamin losses

product results from dry milk if it is:

Mixed to a thin solution

Mixed and let stand up to two hours
ivixed to a thick solution

Hixed just before using
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Fresh food left standing at room temperature for ng longer than an hour or two will
do which of the following?

A. Quickly recover if put under proper refrigeration
B. Quickly recover if put in cold water

C. Cannot be restored to its original quality

D. Will not lose any of its original quality

Foods that have been frozen then conpletely thawed can be re-frozen provided which
~of the following takes place?

. They are cooked first

They are properly wrapped

They have not:completely spoiled

They are cooled by refrigeration first

They are put in the right kind of container

moaee

»

Frozen meat items if properly handled may be held in the freczer safely for:

A. 2 - 3 weeks
B. 6 - 3 months
C. 2 - 3 years
B. 1 - 2 months
E. 2 - 3 months

Most pathogens can be destroyed by moist heat at 145°F for 30 minutes or 161°F
for 15 seconds. This process is called:

. Steaming
. Sterilizing
Pasteurizing
Boiling

oW

Which type of food media resists bacterial growth best?

. leutral foods

. Bcid foods
Alkaline foods
A1l are the same

[ M oy IR vl ]

Cooked foods, still hot but ready for storage should be:

Refrigerated immediately in a shallow pan

Left standing until they reach room temperature

Left standing until partially cooled then refrigerated
Cooled in front of a fan first

QoW
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Which of the following does not affect portion sizes?

. Type of food

Type of meal

Type of patron

Cost of food
Humber of employees
Portion appearance

N

MmO OW >

Portion sizes must first be established when?

On the cafeteria line

Before making out production sheets
Before pulling recipes

Gefore making the menu

Before ordering is done

Mmoo >

A written description which tells everything one wants to know concerning the
qualifications of a person required for the job and the requirements of the job
is called which of the following?

A. Job gualification

B. Job analysis

C. Job identification
D. Job specification

E. Complexity of job

A written description of a job containing detailed instructions and timing for
the purpose of obtaining better performance and a more standardized output is
called:

A. A work sheet

Work simplification
Job specification
Job analysis

Menu

l-""-CJﬁUU

Studies have shown that a worker in quantity food production produces what ;
percent of the time?

A. 25%
B. 45%
C. B80%
D. 60%

Planning the manpower hours available at any one time limits which of the following?

Need for employee scheduling
Budget

Type of equipment

. leed for employee training
Choice and combination of foods

mEo®>
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In dishwashing machines, a solution with high wetting properties helps:

A. Sterilize

B. Induce friction

C. Eliminate spotting
D. Keep the water clean

Which of the foliowing is the best all-ourpose cleaning solution for stainless steel?

Scouring powder
Silver cleaner
Diluted bleach
Soap and water

Pom

-

The U. S. Public Health code recommends that the temperature for wash water in
automatic dish machines be:

A. 140 - 160°F
B. 100 - 120°F
C. 200 - 220°F
D. 98 - 100°F

According to the above question how hot should the final rinse be?

A. 140°F
B. 160°F
Cc. 180°F
D. 200°F

A dinner meat was not delivered until later than expected, as a result it will
no longer be possible to follow the cooking schedule previously decided on.
Which of the following solutions is advisable?

A. Increase temperature of cooking equipment to be used
B. Cut the meat in smaller pieces
C. Substitute a back-up item

D. Put it in the steamer first

One of the most difficult standards to set and maintain in food service is:

A. Quality control
B. Portion controtl
C. Sanitation

D. Recipe

Standardizing serving sizes and which of the following are essential in develaping
quantity ccatrol: :

A. Cooking in batches
B. Careful employees

C. Proper forecasting
D. Good equipment
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To insure a satisfactory product made with whipping cream you should:

Be sure that it is as fresh as possible

Agc at Teast 48 hours to insure maximum stability

be sure it contains at least 50% butter fat

Be sure it has been homogenized

Warm cream and utensils to room tewperature before whipping

mcoc O >
. & a4 s @

Which of the following cheeses incorporate more easily with cooked foods and sauces?

A. Unaged cheese

B. Aged cheese

C. Ripened processed cheese
D. liold bearing cheese

E. Medium curd cheese

Vegetables with a high moisture content are best in quality if:

They are soaked in salt water before cooking
Cooking is started in cold water

They are left covered with water until served
Some slight crispness remains

Seasonings are added before cooking

MmMTmMOow>
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In quantity cookery, vegetables are divided into four categories and each
group is cooked by the method that best suits it. The factors determining
these categories are:

Intensity of flavor, moisture and starch content
Color, shape and intensity of flavor

Cooking time required

Amount of doneness required

Amount of acidity, color and flavor

ME o m

Cooking time for vegetables is in direct relationship to the content of which
of these?

A. Vitamins

B. Starchn

C. Calcium chloric.
D. Cellulose

E. Sugar

Cooking time and appearance acceptability of a vegetable are both lessened by the
action of:

A. A sugar
B. An acid
C. An alkali
D. A starch
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ﬁ brownish or muddy color will result for red vegetables or fruit juice if mixed
in which of these types of pans?

A. Copper
B. Iron.
C. Steel

D. Teflon

Potatoes high in starch and low in sugar content are best used for which of the
following purposes?

A. Salads

B. Creamed

€. Hash brown
D. French fries
E. Boiled

The drained weight of a standard grade canned vegetable will be what percent of the
total can weight?

A. 60 - 65%
B. 50 - 55%
C. 90 - 95%
D. 75 - 80%

In meat fiber which of the following is not changed by cooking and must be broken
up to make it tender?

A. fuscle

B. Collagen

C. Connective tissue
D. Fat

Ripening of meat for at least 7 days after slaughter held at 35 - 40°F is
desirable because:

It becomes more tender and moist
Color and appearance are improved
It becomes firmer

Fat penetrates other cells better
It increases cost

mEO® >

If meatballs are fully cooked yet remained red in color which of the following
viould be the reason:

Improper aging

Traces of some kind of preservative
Frozen eqgs

. Traces of curing salts



In roasting beef, the thermometer should be placed:

A. In the fattie part of the roast
B. In the thick part of the muscle
C. In the roasting pan

0. HNext to the hone

The best oven temperature for roasting beef is:

A. 150 - 26G°F
B. 200 - 225°F
C. 250 - 300°F
. 300 - 325°F
E. 350 - 400°F
F. 400 °F or above

Fat used in fryers will smoke and break down rapidly if neated above:

A. 325°F
B. 350°F
C. 400°F
b. Good fat will not break down

Breading is one of the most common coatings used for food. It consists of:

Flouring and battering
Seasoning and flouring
. Flouring, moistening and crumbing
Seasoning, flouring and battering

cowe

The difference between soft flour and hard flour is due to the amount of which

of the following:

A. Fat

B. Minerals
C. Sugar

D. Protein

Soft wieat flour is Lust used for:

A. Brecad

B. Cake

C. Pastry

D. Eclair pastes

Keeping dough mixtures refrigerated affects it which of the following ways?

A. Kills undesirable bacteria

B. Causes fat to stay in suspension
C. Gives it a smooth finish

D. Eliminates need for kneading

E. Retards gluten development

142
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If a cake falls, a pie crust or cookie crumbles too easily then there is probably
too much of which of the following ingredients?

A. Flour

8. Salt

C. Leavening agent
b. Egg

E. Snortening

In which of the following products is it desirable to have a large porous interior
with strong structural walls?

A. Yeast bread
B. Cake

C. Po,over

D. Biscuit

E. Pie crust

A cake with an overly dark crust and a high cracked center will result from which
of the following?

Incorrect baking temperature
Dver mixing

Too much liquid

Too much shortening
Incorrect pan size

T TR S S

Proofing temperatures for bread dough should be:

A. 50°F
B. 70°F
C. 90°F
D. 110°F
E. 120°F

Muffin batter, after mixing snould appear:

. Smouth and silky
. Rough and pebbly
. Hell mixed

. Clear and thin

DO =

In a butter cake the ingredient of greatest weight is:

A. Flour
B. Liquid
C. Eggs

D. Shortening
E. Sugar



In mixing cakes, when fat is creamed, sugar is added, then eggs, the method is

called:
A. blending
B. Dumping
C. Muffin
D. Conventional
E. Sponge

144

The greenish color found in cooked eggs is caused by the combining of sulfur and

iron in cooking. This can be avoided by:

A. Giving the egg mixture a more alkaline base

B. Cooking at lower temperatures and cooling rapidly
C. Lengthening the cooking time

D. Using steam heat instead of boiling water

E. Using eggs with more aging

Egg whites cannot be beaten if which of tne following is present?

A. Salt

B. Cream of tartar
C. Fat

D. Sugar

Pasteurized milk sours into a bitter-tasting product if left to sour alone but

sour milk can be obtained by which of the following methods?

Adding soda to fresh milk

Adding salt to fresh milk

Adding an alkaline product

Adding an acid product

It must be bought already soured from the dairy

meow>

Which of the following types of milk is more stable in constitution and will

sour less easily?

A. Reconstituted dry milk
B. Evaporated milk

C. Fresh milk

D. A1l are the same

In merchandising food, more food items will be sold if:

A. Garnishes and dishes are elaborate

B. Elaborate decorations or displays accompany the food
C. Garnishes and dishes are complimentary to food items
D. Garnishes and dishes hold the center of attention
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HULTIPLE CHOICE

Mark one best answer

What percent of the total cost of a meal is allowed for the potato and vegetable
when figuring menu costs?

A. 50 - 55%
B. 25 - 30%
C. 10 - 15%
D. 5%

The control factor having the greatest influence on a successful food service is:

A. The budget

B. The menu

C. Employees schedules
D. Job specifications

In balancing work loads a good manager will list (a) capacities of equipment
(b) knowledge of skills of workers and which of the following?

. Type of service
Production time
. Kitchen lay-out
Number of employees

oo >

The menu planner's responsibility is completed when he has done three of the
following things; which statement is not applicable:

A. The things that did not get done have been accounted for

B. The food has been served _

C. The relationship of raw food and labor cost to selling price
analyzed _

D. The reaction of the customer has been noted

Menu planning is geared to fit which of the following first?

Available facilities
Needs of the guests
. Mrailzble employees
Budget

‘¥ho the manager is

mooomol>

When food is brought to the table in platters or dishes and served by the host
to the guests the service is called:

A. Russian
B. French

C. English
2. American
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If correct temperatures are maintained, cooked foods can be held without
nutritive value and appearance loss for approximately:

A. One hour
B. Two hours
C. Four hours
D. 40 minutes
E. 20 minutes

In merchandising food the important factor wost often overlooked is:

A. Arraongement of food on line

B. Smiling well groomed personnel
C. Clean dishes and ware

D. Appropriate garnishes

In making service arrangements for a banquet, the single most important service
factor is:

A. That the atmosphere be correct

B. That the table arrangements and decorations are attractive
C. All guests must be served the same course at the same time
D. That the workers have suitable uniforms

The most common cause of failure to maintain good quality food is:

A. Poor employees

B. [Inadequate facilities
C. Careless purchasing
D. Low standards

The most important factor in maintaining uniform quality of food is:

A. Good cooks

B. Standardized recipes and methods

C. Efficient kitchen lTayout and equipment
D. Good purchasing practices

The determining factor in establishing proper food portions should be:

A. Customer needs and desires
. Cost per unit to produce
Daily budnet allowance

B
C.
D. Advice of cafeteria workers



The word standardization as related to retipes fmplies:

A. A recipe that has been extended to the torrect amount
B. Each unit has its own set of recipes

C. Recipes have been corrected to fit available equipment
D. Deviations from set standards have been corrected

Acceptable recipes can be obtained from any reliable source and extended to
large quantities by:

A. , Simple.rultiplication

B. Emphasizing correct methods in order of preparation
C. Using the correct recipe form so it is easily read
D. Extending each ingredient in correct proportion

You are running a restaurant with adequate plant facilities in the mid-west.
Which of the following factors is the most important in deciding to order a
fresh or frozen vegetable?

A. Shipping

B. Seasonability
C. Vendor

D. Eaquipment

E. Nutritive value

If you were running a restaurant in ilome, Alaska under the above conditions
which of the following would be the most important to consider in making the
same decision?

A. Shipping

B. Seasonability
C. Vendor

0. Equipment-

E. MNutritive value

Which of these items would you schedule to begin cooking first on a production

sheet?

Fried chicken
Baked potato
Green beans
Gravy

Coffee

TRy

To insure that you receive satisfactory goods for the price paid you must:

. Develop written specifications
Check all deliveries received
Use wise buying procedures

Buy brand names

oOOm>E
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Form 3. Questionnaire for Student Interview

IN=-BASKET INTERVIEW

Background

Did you feel this was a real or hypothetical organization?
Did you feel that adequate background material was provided?

What additional background material would you like to see
included?

While taking the test, did you think about and use the
decision-making steps discussed in class?

Did you feel that adequate time was allowed to study and
become familiar with the background material?

In~-Basket Items

How did you face the problems?
Sort items?
Priorities?
Go item by item?
Consult background material?

Did you feel any of the items were real?
If so, which ones?

Did any of the items in the in-basket relate to your on=the-
job work experience at Kramer Food Center?

I1f so, which items?
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In-Basket Interview page 2

Review of Specific Items

You took such and such action on item 17, Would you ex-
plain your decision in more detail.

You took such and such action on item 5. Would you ex=-
plain your decision in more detail?

You took such and such action on item 9. Would you explain
your decision in detail?

Overall

What did you think of the In-Basket?

Did you learn anything by a test of this type?

If you had to take the test again, would you do anything
differently?

Perception About the Job

Did you like the organization?

If you were offered a residence hall food production
position, at a suitable salary scale, would you take it?
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Table 21, Comparison of the rank order of students between pre-
and post-test, as evaluated by the scorer and dieti-

tians.

Scorer's evaluation (average) Dietitians' evaluation
Student number Student number
Pre-test Post-test Pre-test Post=-test
4 5 1 5
3 6 2 2
2 2 4 4
G 7 3 6
6 4 9 1
8 8 5 3
5 1 7 8
1 3 6 7
7 L 8 9
11 11 11 12
13 12 13 11
12 13 10 10
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Departments of Institution Management in institutions of
higher learning are evaluating the education of individuals for
effective managerial performance. Because the opportunity for
laboratory experience in management development and decision
making often is difficult to provide in an academic setting,
simulation offers an alternative technique available.

Sophisticated simulation techniques have been developed
within the last 20 years to teach management development. The
in-basket is a relatively new method that has proved effective
for management training, education, and testing. The in-basket
presents a participant with a hypothetical work situation in
which he is required to submit in writing, action taken on a
series of letters, memos, and other material deposited in his
in-basket.

The purpose of this study was to develop an in-basket for
possible use as a pre~ and post-test for Food Production Manage-
ment, an undergraduate institution management course, Objec-
tives for the test were to: (1) test students' understanding of
the decision~making process, (2) learn if realistic food produc=
tion problems could be acted upon and answered in an improved
manner after a seven-week laboratory experience, and (3) learn
if in-basket test results correlated with cumulative grade point
average, previous food service experience, results of a food
production objective examination, and practical final for the

course.,



A simulated residence hall food center serving 1200 students
was the setting for the test which consisted of 17 items typical
of problems faced by a food production dietitian.

The pre-test was administered at the beginning of the labora-
tory to 13 students in Food Production Management and the post-
test was given to the same students after the seven-week labora-
tory undt.

A five-point scale, with "1" indicating very poor perform-
ance, "3" average, and "5" outstanding was used by a scorer and
by a panel of dietitians to evaluate student actions on test
items, Categories of decision making, planning and organizing,
written communications, productivity, and subjective judgment
were used for evaluation by the scorer. Dietitians evaluated
students on the qguality of their decisions. Scores were statis-
tically analyzed by analysis of variance, using least squares and
correlation of scoring categories to detect significant differ-
ences.

In-basket scores showed a significant difference for all
scoring categories except subjective judgment between the pre-
and post-test. No significant correlation existed between the
in-basket and grade point average, objective examination, or
practical final. Productivity, subjective judgment, written
communications, and the scorer's average (scorer's ratings) cor-
related significantly with dietitians' decisions.

All students believed the in-basket was a good learning

experience and a majority indicated they were better prepared to



take action on the post~test. Enthusiasm on the part of the
students, dietitians, and instructors indicated that the in-
basket is worthy of inclusion in future institution management

courses dealing with management decision making.



