[image: S:\Prevention Initiative\Logos\LW@W.png]




Employee Dining Room Assessment Tool
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Instructions:  
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Read each of the statements in the assessment. Visualize your cafeteria, your service areas and your building. Indicate whether the statement is true for your organization by checking Yes, In Process, No, or Potential Priority. 
After you have completed the checklist, tally all boxes with check marks and write this number in the designated area at the end of the survey (Scorecard). This number represents your organization’s baseline score. The areas which are checked as No are areas of opportunity for you to consider implementing in the future. We recommend completing this checklist annually to measure your improvements. 

Definitions:
Service areas: Any location where employees can purchase or are provided with food. 

Dining areas: Any location where employees can consume the food purchased or provided.

Grab and Go Meals: Any meal with components pre-packaged together for ease and convenience – such as a brown bag lunch etc.

Designated Line: Any foodservice line which has been specified for particular food items or concepts – such as a pizza line, deli line, salad line etc.

Alternative entrée options: Any meal component which could also be considered an entrée for employees - such as the salad bar, yogurt parfait, vegetarian/vegan or meatless options etc.

Reimbursable “Combo Meal” pairings: Any reimbursable components available independently on your foodservice lines which you have identified as a part of a promotional complete meal.

Non-functional lunchroom equipment: Any items which are either broken, awaiting repair or are simply not used during meal service – such as empty or broken steam tables, coolers, registers etc.

Good Rapport: Communication is completed in a friendly and polite manner.

			2

All Points of Sale: Any location where a register/pin-pad is located for example: deli-line, snack window, a la carte line, hot line, kiosks/carts etc.


Employee Dining Room Assessment 
	Focusing on Fruit
	Yes
	In Process
	No
	Potential Priority
	Comments

	At least two types of fruit are available daily?
	
	
	
	
	

	Fruit options are fresh, colorful and unblemished?
	
	
	
	
	

	Fruit is available at all points of sale (deli-line, snack windows, a la carte lines etc.)?
	
	
	
	
	

	Daily fruit options are available in at least two different locations on each service line?
	
	
	
	
	

	At least one daily fruit option is available near all registers (If there are concerns regarding edible peel, fruit can be bagged or wrapped)?
	
	
	
	
	

	Whole fruit options are displayed in attractive bowls or baskets?
	
	
	
	
	

	A mixed variety of whole fruits are displayed together?
	
	
	
	
	

	Daily fruit options are easily seen by employees?
	
	
	
	
	

	Daily fruit options are bundled into all grab and go meals available to employees?
	
	
	
	
	

	Daily fruit options are written legibly on menu boards in all service and dining areas?
	
	
	
	
	

	Fruit is sourced locally? 
	
	
	
	
	

	If sourced locally, signage indicating local produce item? 
	
	
	
	
	




	
Promoting Vegetables & Salad
	Yes
	In Process
	No
	Potential Priority
	Comments

	At least two types of vegetable are available daily?
	
	
	
	
	

	Vegetables are fresh, colorful and unblemished?
	
	
	
	
	

	At least one vegetable option is available in all foodservice areas?
	
	
	
	
	

	Individual salads or a salad bar is available to all employees?
	
	
	
	
	

	The salad bar is highly visible and located in a high traffic area?
	
	
	
	
	

	Daily vegetable options are available in at least two different locations on each service line?
	
	
	
	
	

	Daily vegetable options are easily seen by employees?
	
	
	
	
	

	A daily vegetable option is bundled into grab and go meals available to employees?
	
	
	
	
	

	All vegetable names are printed/written on name-cards or product IDs and displayed next to each vegetable option?
	
	
	
	
	

	All vegetable names are written and legible on menu board?
	
	
	
	
	

	Vegetables are sourced locally? 
	
	
	
	
	

	If sourced locally, signage indicating local produce item? 
	
	
	
	
	



	
Water Promotion
	Yes
	In Process
	No
	Potential Priority
	Comments

	Water is available next to other beverage options?
	
	
	
	
	

	Water bottles are placed at eye level in beverage coolers?
	
	
	
	
	

	Water is promoted on menu boards legibly?
	
	
	
	
	

	Water is bundled into all grab and go meals available to employees?
	
	
	
	
	

	Water cups are available?
	
	
	
	
	

	Quality fresh water and bottled water is available to all employees?
	
	
	
	
	



	
Entrée of the Day
	Yes
	In Process
	No
	Potential Priority
	Comments

	A daily entrée option has been identified to promote as a “targeted entrée” in each service area and for each designated line (deli-line, snack windows, a la carte lines etc.)?
	
	
	
	
	

	Daily targeted entrée options are highlighted on posters or signs?
	
	
	
	
	

	Daily targeted entrées are easily seen by employees?
	
	
	
	
	

	All targeted entrée names are printed/written on product IDs and displayed next to each respective entrée daily?
	
	
	
	
	

	Daily targeted entrées have been provided creative or descriptive names?
	
	
	
	
	

	All targeted entrée names are written and legible on menu boards?
	
	
	
	
	

	All targeted entrée names are included on the published monthly menu?
	
	
	
	
	

	All targeted entrées are replenished so as to appear “full” throughout meal service?
	
	
	
	
	

	All targeted entrées follow nutrition standards identified by the organization? 
	
	
	
	
	

	All targeted entrées are labeled with specific nutritional information (i.e. gluten-free; low-fat; low-sugar)? 
	
	
	
	
	



	
Increasing Sales of Healthy Options
	Yes
	In Process
	No
	Potential Priority
	Comments

	Employees have the option to pre-order their lunch in the morning or earlier?
	
	
	
	
	

	The cafeteria accepts cash as a form of payment?
	
	
	
	
	

	The organization offers discounted healthy lunch options?
	
	
	
	
	

	Healthy lunch options are labeled with specific nutritional information (i.e. gluten-free; low-fat; low-sugar)?
	
	
	
	
	

	Healthy lunch options indicated (i.e. whole foods, little to no added sugar, salt and fat) 
	
	
	
	
	

	Individual salads or a salad bar is available to all employees?
	
	
	
	
	

	Self-serve salad bar utensils are smaller for croutons, dressing and other non-produce items?
	
	
	
	
	



	
Healthy Marketing Tools
Signage, Priming & Communication
	Yes
	In Process
	No
	Potential Priority
	Comments

	Posters displaying healthful foods are visible and readable within all service and dining areas?
	
	
	
	
	

	Signage/posters/floor decals are available to direct employees toward all service areas?
	
	
	
	
	

	Signs promoting the cafeteria and featured menu items are placed in other areas of the business?
	
	
	
	
	

	Menu boards featuring today’s meal components are visible and readable within all service and dining areas?
	
	
	
	
	

	A dedicated space/menu board is visible and readable from 5ft away within the service or dining area where employees can see tomorrow’s menu items?
	
	
	
	
	

	Dining space is branded to reflect employees or organization (i.e. – cafeteria is named for organizational leader or local hero etc.)?
	
	
	
	
	

	All promotional signs and posters are rotated, updated or changed at least every 3 months?
	
	
	
	
	

	A monthly menu is available and provided organization wide?
	
	
	
	
	

	A monthly “Nutritional Report Card” is provided to employees detailing what the healthier choices are and what each meal’s nutritional value is?
	
	
	
	
	



	
Dining Room Atmosphere 
	Yes
	In Process
	No
	Potential Priority
	Comments

	Trash on floors, in, or near garbage cans is removed between each meal period?
	
	
	
	
	

	Cleaning supplies and utensils are returned to a cleaning closet or are not visible during service and dining?
	
	
	
	
	

	Compost/recycling/tray return and garbage cans are tidied between meal periods?
	
	
	
	
	

	Compost/recycling/tray return and garbage cans are at least 5ft away from dining employees?
	
	
	
	
	

	Is there at least one Composting Bin closely located to the trash and recycling bins?  
	
	
	
	
	

	Are Trash/Recycling/Composting bins clearly labeled?
	
	
	
	
	

	Do Recycling and Composting Bins have clear disposal directions?
	
	
	
	
	

	Dining and service areas are clear of any non-functional equipment or tables during service?
	
	
	
	
	

	Sneeze guards in all service areas are clean?
	
	
	
	
	

	Clutter is removed from service and dining areas promptly (i.e. – empty boxes, supply shipments, empty crates, pans, etc.)?
	
	
	
	
	

	Organization and individual employee achievements and recognitions are hung in dining area?
	
	
	
	
	

	All lights in the dining and service areas are currently functional and on?
	
	
	
	
	

	Trays and cutlery are within arm’s reach to employees?
	
	
	
	
	

	Managers and Executives dine in the cafeteria?
	
	
	
	
	



	
Employee Involvement
	Yes
	In Process
	No
	Potential Priority
	Comments

	Employee groups are involved in the development of creative and descriptive names for menu items?
	
	
	
	
	

	Employee surveys are used to form menu development, dining space décor and promotional ideas?
	
	
	
	
	




Employee Dining Room Scorecard
For each category, add up the marks and write the total in your scorecard. The number in parentheses ( ) is the total possible for each category.

	Cafeteria Components
	Yes
	In Process
	No
	
Suggested Tool

	Focusing on Fruit (10)
	
	
	
	

	Promoting Vegetables & Salad (10)
	
	
	
	

	Water Promotion (6)
	
	
	
	

	Entrée of the Day (8)
	
	
	
	

	Increasing Sales of Healthy Options (6)
	
	
	
	

	Healthy Marketing Tools (9)
	
	
	
	

	Dining Atmosphere (14)
	
	
	
	

	Employee Involvement (2)
	
	
	
	

	Worksite Totals (65)
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