NUTRITION PROGRAM STAFF TRAINING GUIDELINES 2005

Prepared by the WAND Training Committee and the 

Bureau of Aging and Disability Resources.
NUTRITION PROGRAM STAFF/VOLUNTEER TRAINING MATERIALS 2019
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I. Goals and Objectives of Nutrition Program Staff/Volunteer Training

The Bureau of Aging and Disability Resources (BADR), the Area Agencies on Aging (AAAs) and the Wisconsin Association of Nutrition Directors (WAND) Training Committee believe training for site managers and other nutrition program staff and volunteers is the foundation for quality in the Elder Nutrition Program.  We are fully committed to facilitating the provision of regional trainings annually to assure continuity of information shared, provide a forum for open dialogue and sharing of best practices between oversight agencies and county/tribal programs, and have a day set aside to recognize and appreciate the front line workers and volunteers. 
Goals and objectives for nutrition program staff/volunteer training:

1. Annual Nutrition Program Staff/Volunteer Training is a vital part of continuing education and very important for quality assurance in the Elder Nutrition Program. 

2. All staff and volunteers are unique and learn in different ways; the training is designed to offer many forms of learning opportunities, not just classroom-style. Hands-on, interactive, and panel discussions are preferred and encouraged.
3. The training gives staff and volunteers an opportunity to network with colleagues, share experiences and best practices, and learn from others who have similar roles and responsibilities.

4. Having a day away from the regular routine and having a nice meal are ways for us to show our appreciation to those who keep our program running every day and have daily contact with participants.

II. Regional Planning Committees
Each county and tribal aging unit/ADRC in the state is a member of the regional planning committee.  The planning committee consists of: 
1. Nutrition directors from the area
2. AAA staff member - AAA staff must be involved in the planning of all trainings
Note:  Input from area site managers and other nutrition program staff members is strongly encouraged.  Consider engaging your nutrition program staff by allowing them to present at the fall training and share some particular successful projects they have taken on to improve the nutrition program where they work.
A regional map has been developed that divides the state for training and collaborative purposes for both site managers and nutrition directors.  Regions were established taking into account the number of dining centers in each county/tribe, older adult populations, and multi-county ADRC borders so that ADRCs were not split among more than one region.  
Note:  All nutrition program directors are expected to participate on a planning committee and consequently build relationships with the counties/tribes in their regional area by joining the planning committee in their respective region. Participation counts for one hour of required annual training for nutrition directors.
III. Where to Have Training

As a general guide, no county or tribe should have more than two hours travel time one way. Each county or tribe is expected to attend the training located in their region.  The attached regional map will be used to ensure that training locations are well distributed throughout the state. Some regions have found success in allowing training locations to change from year to year so that all counties or tribes have an opportunity to host the training within their service area.    
Planning committees should evaluate size and location of facility, meal choices and cost, and cost of A/V equipment.  Facilities should be easy to find and comfortable for participants. We recommend considering the following types of facilities to host your staff training: technical or other colleges, conference centers, hospitals, senior centers, dining centers, restaurants, golf clubs, libraries, and community centers.  As always, please try to find the most cost-efficient location so that we can conserve resources.
IV. When to Have Training
Please set the date of your training as soon as possible or by July 12, 2019 and inform your AAA.  It is recommended that “Save the Date’s” be distributed so that nutrition directors and local program staff have the training on calendars well in advance of the training date. 

New for 2019! Regions now have the flexibility to conduct their training any time before November 15th.  Allowing a longer timeframe to conduct the training enables regional committees a greater choice of training location and date most convenient for them, the speakers, and BADR/AAA staff. AAA staff must be involved in planning and must approve the date and location before the regional planning committee submits the required training plan and initial budget to BADR & GWAAR or the local AAA for review and approval.
V. Required and Recommended Topics or Agenda Items
Plan a variety of learning experiences such as practice activities, smaller break-out sessions, and/or round table discussions where people can discuss a topic or work together to solve a problem.  Total training time should be a minimum of four (4) hours not including meal/refreshment breaks or other breaks.  These hours can be counted toward the mandatory six hours of yearly training.  

As a reminder, Chapter 8 of the Policy and Procedures Manual outlines mandatory topics that must be offered to all applicable paid staff and regular nutrition program volunteers (unless otherwise noted) at least once during the three-year aging plan period.  Consider including one or more of these topics in your training agenda.

· Customer service

· Ethics and boundaries

· Nutrition program eligibility criteria and voluntary contribution policies

· Nutrition standards, portion control, and policies regarding second helpings/leftovers (for staff and volunteers who prepare and/or serve food)

· Food safety and sanitation / prevention of foodborne illness (for staff and volunteers who have contact with food, including home-delivered meal drivers)

· Temperature control and thermometer calibration

· Home-delivered meal test trays

· Procedures for home-delivered meal assessments (for staff/volunteers responsible for assessments and reassessments)

· Participant safety

· Red flags

· First aid, first response practices, choking, universal/standard precautions, blood borne pathogens, etc.

· Emergency preparedness, disaster procedures, severe weather, fire safety, and other emergency procedures

Required Agenda Items
1. Inclusivity and Unconscious Bias, Diversity, and/or Cultural Competence (at least one hour)
2. Food Safety (at least one hour)

· This session could be structured as a game or another interactive activity

· This session must cover cleaning/sanitizing and temperature control at a minimum.

· https://www.fightbac.org/kidsfoodsafety/kids-games-and-activities/
3. Ethics and Boundaries (at least one hour)

· Pam VanKampen provided this training in 2018 to Regions 7 and 8, and is willing to do this training for Regions 1-6 in 2019.  Regions 7 and 8 can utilize a different speaker for this topic in 2019, if desired.
4. Facilitated Discussion/Round Table (see below for recommended topics)

5. Please also reserve at least one half-hour for BADR & GWAAR to provide updates to nutrition program staff/volunteers.  This time may be included in the required training hours.
Tip:  As you recruit speakers, be sure to encourage interactive presentations that engage the audience. Your local AAA can help with speaker suggestions & assistance.


Recommended Round Table Topics
Facilitated Discussion/Round Table:

You can use the topic ideas below to create a planned conversation (exchange of ideas or viewpoints) on a selected topic.  Discussions should be guided by a leader, so this would not be appropriate over lunch, when participants typically prefer to eat and socialize.  If the discussion is happening in small groups, it is a good idea to have a note-taker so that the items discussed can be reported to the larger group.  Consider ending the day with this format so that staff/volunteers discuss how some of the ideas/concepts from the sessions could be incorporated locally.
Recommended topics:
· Addressing Loneliness and Isolation

· Aging Plan Goals – Choose common aging plan goals in the region to discuss in a round table format
· Ask the State Dietitian – Sara Koenig can facilitate a small round table to answer questions from staff and volunteers about nutrition program policy.
· Building an Environment that Attracts Participants and/or Increases Participation
· Coordination and Collaboration with the ADRC Information and Assistance or Elder Benefit Specialist

· Dining Center Activities – new and innovative ideas for nutrition education and activities
· Virtual Reality, Virtual Dementia Tour
· Best practices in offering “Cooking for One or Two” nutrition education
· Meditation/Mindfulness Activities
· GWAAR Activities, Education, and Programming Resources - Check them out at http://gwaar.org/for-professionals/elderly-nutrition-program-for-professionals/activities-education-a-programming.html
· Physical Activity Programs

· Brain Health

· Programs that Promote Participant Safety

· Genealogy/Tracing Roots
· Emergency Preparedness – What is your plan if something disastrous happens?
· Active Shooter 
· Bed Bugs, Lice
· Coordination with local emergency management
· Medical Emergencies
· Natural Disasters (floods, fire, tornadoes, or other inclement weather)
· Power outages or sewer back-ups
· Federal and State Budgets and How They Affect the Nutrition Program

· Food Insecurity and Malnutrition
· Holiday Celebrations and Themes

· Strategies for Managing Bullying

· Menu Item Swap – Have staff and volunteers bring their most popular menu item or ideas for new menu items to try
· Nutrition for Older Adults – Eating for Brain Health, MIND Diet, Latest Trends
· Scams Targeting Older Adults

· Services for Participants with Dementia

· Volunteer Recruitment, Training, and Management
Copying of Materials for Nutrition Program Staff/Volunteer Training
GWAAR and BADR are unable to copy training materials.  Each regional planning committee must make copies of any materials for their attendees, or you can ask the speaker(s) to bring their own copies.
VI.      Evaluation of Training

Evaluation of each nutrition program staff/volunteer training is required. Evaluations are very helpful in planning future training. We suggest that as a courtesy, you share evaluations with your speakers. 
A sample evaluation has been developed for committees to use, if desired. Please note you will need to place your topics into this form before printing. Each training committee will compile the evaluations and return the compilation results to their local AAA and BADR. 
VII. Funding and Reimbursement for Expenses
BADR, GWAAR, and WAND will provide funds for nutrition program staff/volunteer training.  Each regional planning committee must designate a fiscal agent (who is also a member of the planning committee) to which funds will be granted.  Funding needs and issues vary around the state. Some areas may require a larger space, some may have more mileage expenses, and some may have limited choice in meeting space, requiring a larger room rental fee. Funds from BADR, GWAAR, and WAND are distributed equally across the eight regions.
As in past years, there is a limit on the total amount of funds available for the trainings. 
· BADR will provide $400 per training ($3200 total) 
· GWAAR will provide $100 per training ($800 total)
· WAND will provide $200 per training ($1600 total)
As a result the fiscal agent designated for each region will receive up to $700 per training for training expenses.  
New for 2019! Invoices should be sent to GWAAR and the WAND Treasurer (if necessary) for payment.  See BADR, AAA, and WAND Contact Information section for details. Be sure to include all information necessary to process the check (i.e. name and address of payee, etc.)
VIII. Initial Training Plan and Budget
Training plans are due to both Sara Koenig and your local Area Agency on Aging no later than August 16, 2019. (See Section XI – BADR, AAA, and WAND Contact Information).  The AAA will review plans with Sara Koenig and may make suggestions to your planning committee.  If your committee is unable to submit the entire plan by the deadline, please submit as much information as possible and let Sara and your AAA know when the entire plan will be submitted. 

Regional planning committees will create an initial budget prior to the training.  Each initial budget form will accompany a training plan form.  Include in the budget an estimate of expenses for speakers, materials, site rental, meals, scholarships, etc.  Balance the budget with income you anticipate from participant registration fees and any other donations.
New for 2019! A Planning Committee Sign-Up Sheet was developed to assist planning committees in defining tasks that need to be done and which committee members will be responsible for each task.  This form will be completed and submitted as part of the training plan. Thank you to Region 8 for developing this tool that could be modified for statewide use!

Please use the Budget/Expenditures Form, Training Plan Form, and Planning Committee Sign-Up Sheet enclosed with these guidelines. A copy of the training plan form and its attachments (agenda, budget, and sign-up sheet) must be submitted to both GWAAR and Sara Koenig at BADR for review by August 16, 2019.  
IX. Final Training Report, Budget, and Invoice
Within 30 days after the nutrition program staff/volunteer training, each regional planning committee must submit a final report to your local AAA and Sara Koenig (See Section XI -  BADR, AAA, and WAND Contact Information), which includes:

1. Final agenda from the training

2. List of attendees, including their home county/tribe

3. Final Budget Form

4. Invoice for Reimbursement 

5. Summary of evaluations (see Section VI - Evaluation of Training)
Each committee must submit a final budget form and final invoice to request training funds based on the actual budget amount.  Funds requested after December 31st cannot be reimbursed.
Final Budget Form
The final budget form is due within 30 days following the training.  A copy must be submitted to both GWAAR (to Pam and Jean’s attention) and BADR (to Sara Koenig’s attention).  
Final Invoice for Reimbursement
New for 2019! Invoices should be sent to GWAAR and the WAND Treasurer (if necessary) for payment.  See BADR, AAA, and WAND Contact Information section for details. Be sure to include all information necessary to process the check (i.e. name and address of payee, etc.)
Please use the Budget/Expenditures Form and Invoices to GWAAR and WAND enclosed with these guidelines.
X. Important Deadlines

Below are listed several important deadlines for your regional planning committee, tasks and the responsible party.

	Deadline
	Task
	Responsible Party

	July 12
	Determine date and place of training
	Regional planning committee with AAA approval

	August 16
	Submit Training Plan and Initial Budget Form to local AAA and Sara Koenig
	Regional planning committee and/or designated fiscal agent with AAA involvement

	August 23
	Review plans and contact main contact with questions or concerns
	Local AAA & BADR

	May  15 – November 15
	Hold regional trainings
	Regional planning committee

	Within 30 days after training

October - December
	Submit Training Reports to Sara Koenig AND your local AAA. 

Include final program from the training, list of attendees including their home county/tribe, final budget form, invoice for reimbursement, and summary of evaluations.
	Regional planning committee

	December 31
	Invoices received by GWAAR and WAND after this date will not be paid.
	Regional planning committee


XI. BADR, AAA, and WAND Contact Information

BADR Office on Aging:

Sara Koenig:  608-266-3746, saras.koenig@wisconsin.gov
Dane County AAA:

· Angela Velasquez:  608-261-9700, velasquez.angela@countyofdane.com
Greater Wisconsin Agency on Aging Resources (GWAAR):

· Pam VanKampen:  715-836-3916, 608-228-8095 (cell), pam.vankampen@gwaar.org

· Jean Lynch:  608-228-8097 (cell), jean.lynch@gwaar.org
Milwaukee County Department on Aging/AAA:

· Beth Monrial Zatarski:  414-289-6880, Beth.MonrialZatarski@milwaukeecountywi.gov
Wisconsin Association of Nutrition Directors (WAND) Treasurer:

· Kari Dombrowski:  262-284-8120, kdombrowski@co.ozaukee.wi.us
XII. Additional Training Resources
The following training-related documents are enclosed with these guidelines:

1. Regional Map

2. Regional Planning Committee Contact Information

3. Training Plan Form

4. Budget/Expenditures Form
5. Planning Committee Sign-Up Sheet
6. Invoice for Reimbursement to GWAAR 

7. Invoice for Reimbursement to WAND

8. Senior Dining Logo

The following sample training resources that can be adapted for use, if desired, are available at https://connect.wisconsin.gov/wienp: 

1. Agenda

2. Evaluation

3. Registration Form

4. Speaker Information Form

5. Nutrition Director Training Checklist

6. Staff and Regular Volunteer Training Checklist

A sincere and heart-felt thank you to all the regional planning committees that work so hard to make the annual trainings fun, memorable and educational; this would not be possible without your local efforts. You are all greatly appreciated!
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