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Each summer, the Virginia Department of Education’s Office of School Nutrition offers a five-hour training workshop for school cafeteria managers. The workshop is implemented in all eight Superintendent’s Regions at approximately 30 locations across the Commonwealth. The workshop provides an opportunity for cafeteria managers to develop managerial skills through hands-on activities while simultaneously fulfilling the USDA’s annual professional development requirement. In recent years, an increasing number of school nutrition directors have voiced their desire for an alternative to attending one of the workshops offered by the Office of School Nutrition. Directors highlighted situations in which the workshop schedule, location, or format was incompatible with their school division’s capacity and/or resources. In response to this concern, the Office of School Nutrition launched a pilot project in late 2018 to test the feasibility and effectiveness of offering an alternate version of the workshop. The 2018 Summer Manager Workshop Training Video Series is the result of that pilot project. 
The Leadership and Team Building video is one of a five-part series adapted from the 2018 Summer Manager Workshop, Level Up! Raising the Bar in School Nutrition. The four 60-minute workshop modules included: 1) Customer Service and Conflict Resolution, 2) Café-Classroom Connections, 3) Culinary Weights and Measures, and 4) Leadership and Teambuilding. Additionally, workshop participants attended a working lunch that included a Summer Food Service Program presentation. Each video and corresponding Instructor Guide are designed to assist the instructor as they navigate their team through the training modules. The instructor may implement a single video or the entire five-part series. It is recommended that the instructor review the Instructor Guide prior to watching the video and/or printing the accompanying resources. Should you have questions or experience any technical difficulties, please contact the Office of School Nutrition’s Training and Marketing Specialist at (804) 786-6883.
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The materials and preparation steps necessary to conduct the Leadership and Team Building module are included below. Some of the materials may be provided to participants in printed or digital format at the instructor’s discretion. The instructor should print hard copies of all materials marked with an asterisk (*). 
Digital Resources
1. Leadership and Team Building Video Instructor Guide
2. Leadership and Team Building Participant Workbook
3. Set of Guiding Practices*
4. 8 Leadership Quote Signs*
5. 10 Personality Cards* (if desired)
6. Leadership Styles Questionnaire, 1 per participant*
Facilities and Supplies
1. Classroom/learning area with tables and chairs for participants
2. Tape for posting the Guiding Practices and Leadership Quotes
3. Whiteboard or easel with flip chart paper
4. Markers for writing on whiteboard or flip chart
5. Index cards or scratch paper, 1 card/piece per participant
Preparation
1. Ensure you have enough tables and chairs to accommodate all participants. 
2. Post the Guiding Practices in the learning area.
3. Post the leadership quote signs in the learning area, making sure to spread them out around the room.
4. Set up easel with flipchart paper or ensure the whiteboard is ready for use; ensure you have the appropriate marker(s).
5. Review the first segment of the Leadership and Team Building video, which covers materials and preparation. Pause the video as instructed prior to participant arrival.
6. Welcome participants at the door as they arrive.
7. Press play when ready to begin the module.
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Learning Objectives
At the conclusion of this module, participants should:
1. be able to assess their leadership style,
2. understand how leadership and team building impact staff members, and
3. develop a plan to improve leadership skills using the S.O.A.R. method.
Professional Development
Professional Standard Code(s): 3000-Administration
Key Areas: 3210-Staff Management, 3410-Human Resources Management
Hours of Instruction: 0.5 hour per key area (1 hour total)
4. 
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The following outline provides key time points in the Leadership and Team Building video at which the instructor is to pause the video for a discussion, activity, or demonstration. Prior to each pause point, the video host will tell the instructor to prepare to pause the video. See subsequent sections in this Guide for detailed activity and demonstration instructions. 
· 03:00: Pause the video and welcome participants.
· 06:05: Pause the video to facilitate an activity (Leadership Quotes) and discussion.
Discussion Questions: 
1. Which quote did you choose?
2. Why does this quote resonate with you?
· 06:45: Pause the video and facilitate a discussion.
Discussion Questions: 
1. Who is a leader you admire?
2. What made their leadership effective?
· 07:30: Pause the video and facilitate a discussion.
Discussion Questions: 
1. What are some characteristics of a leader?
2. Why are these characteristics important?
· 08:35: Pause the video and facilitate a discussion.
Discussion Question: What do you consider to be the greatest challenge as a leader (manager/supervisor) or for a leader (other staff)?
· 11:30: Pause the video and facilitate a discussion.
Discussion Questions: 
1. In your experience, how do these personality types impact the team?
2. How do they impact the leadership style used?
· 12:55: Pause the video and facilitate an activity: Leadership Styles Questionnaire
· 15:00: Pause the video and facilitate a discussion.
Discussion Questions: 
1. Overall, which leadership style do you think is most effective?
2. Which characteristics across all three styles do you think are beneficial?
3. Under what circumstances?
· 16:45: Pause the video and facilitate an activity: S.O.A.R. Plan
· 17:25: Pause the video and facilitate a discussion.
Discussion Questions: 
1. What skill do you want to improve?
2. Why?
3. What resources will help you?
4. How will you achieve your objective?
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1. “You manage things; you lead people.” – Rear Admiral Grace Murray Hopper
2. “A leader is one who knows the way, goes the way, and shows the way.” – John Maxwell
3. “Anyone can hold the helm when the sea is calm.” – Publilius Syrus
4. “If your actions inspire others to dream more, learn more, do more, and become more, you are a leader.” – John Quincy Adams
5. “Leaders must be close enough to relate to others, but far enough ahead to motivate them.” – John C. Maxwell
6. “The growth and development of people is the highest calling of leadership.” – Harvey Firestone
7. “There are three essentials to leadership: humility, clarity, and courage.” – Fuchan Yuan
8. “A good leader leads the people from above them. A great leader leads the people from within them.” – M.D. Arnold
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· Source: Kurt Lewin, Leadership Styles
· Purpose: To identify your leadership style and examine how your style relates to other styles of leadership.
· Instructions: For each of the statements below, indicate the degree to which you agree or disagree with 1 being strongly disagree and 5 being strongly agree. Give your immediate impressions; there are no right or wrong answers. Score your answers, using the guidelines that follow the questionnaire, to identify your primary leadership style. 
Questionnaire
	Statements
	Strongly Agree
	Agree
	Neutral
	Disagree
	Strongly Disagree

	Employees need to be supervised closely, or they are not likely to do their work. 
	5
	4
	3
	2
	1

	Employees want to be a part of the decision-making process. 
	5
	4
	3
	2
	1

	In complex situations, leaders should let subordinates work problems out on their own. 
	5
	4
	3
	2
	1

	It is fair to say that most employees in the general population are lazy. 
	5
	4
	3
	2
	1

	Providing guidance without pressure is the key to being a good leader. 
	5
	4
	3
	2
	1

	Leadership requires staying out of the way of subordinates as they do their work. 
	5
	4
	3
	2
	1

	As a rule, employees must be given rewards or punishments in order to motivate them to achieve organizational objectives. 
	5
	4
	3
	2
	1

	Most workers want frequent and supportive communication from their leaders. 
	5
	4
	3
	2
	1

	As a rule, leaders should allow subordinates to appraise their own work. 
	5
	4
	3
	2
	1

	Most employees feel insecure about their work and need direction. 
	5
	4
	3
	2
	1

	Leaders need to help subordinates accept responsibility for completing their work. 
	5
	4
	3
	2
	1

	Leaders should give subordinates complete freedom to solve problems on their own. 
	5
	4
	3
	2
	1

	The leader is the chief judge of the achievements of the members of the group. 
	5
	4
	3
	2
	1

	It is the leader’s job to help subordinates find their “passion”. 
	5
	4
	3
	2
	1

	In most situations, workers prefer little input from the leader.
	5
	4
	3
	2
	1

	Effective leaders give orders and clarify procedures. 
	5
	4
	3
	2
	1

	People are basically competent and if given a task will do a good job. 
	5
	4
	3
	2
	1

	In general, it is best to leave subordinates alone. 
	5
	4
	3
	2
	1





Scoring Guidelines
1. Sum the responses for items 1, 4, 7, 10, 13, and 16 (authoritarian leadership). 
2. Sum the responses for items 2, 5, 8, 11, 14, and 17 (democratic leadership). 
3. Sum the responses for items 3, 6, 9, 12, 15, and 18 (laissez-faire leadership). 
Total Scores
· Authoritarian: 
· Democratic:
· Laissez-Faire:
Score Interpretation
· 26-30 = very high range 
· 21-25 = high range 
· 16-20 = moderate range 
· 11-15 = low range 
· 6-10 = very low range 
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1. SKILL:
2. OBJECTIVE:
3. ACTION:
4. RESOURCES:

S.O.A.R.


Skill:
What do you want improve?


Objective:
Why do you want to improve?


Action:
How will you achieve the objective?


Resources:
Who/what will you use to help?
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