Nutrition Program Paid Staff & Regular Volunteer -Training Checklist

All paid staff and regular volunteers must receive a minimum of 6 hours of training annually.

3-YearTraining Period: ​​​​​​​​​​​​​​​​​​​​​​​​__​​​​​​​​​________________                     Date Hired/Started: _________________________
Name: ___________________________________     Position: ____________________________________
	Training Topics
	Training Format

H = Handout,

IP = In Person Training. Note date, location and by whom,    

W = Webinar, 

V = Video or DVD, 

O = Other (Specify)
	Date Trained
	Date Trained
	Date Trained
	Date Trained
	Date Trained
	Notes or comments

	REQUIRED 

	General Orientation to Nutrition Program 

	· General Orientation & Welcome to Nutrition Program
	
	
	
	
	
	
	

	· Reviewed and signed Standard Operating Procedures for Non-cooking facilities
	
	
	
	
	
	
	

	Food Safety/Prevention of Foodborne Illness (At least once every 3-year plan cycle)

	· Temperature Monitoring, thermometer use & calibration
	
	
	
	
	
	
	

	· HDM Test Tray Procedures

	
	
	
	
	
	
	

	Serving Safe Food (Certificate is good for 5 years from the date of passing)
	Date & Score 
	If failed retake date & score
	

	
	%
	%
	

	Serv Safe (or equivalent) for all Cooking Staff (Good for 5 years)
	%
	%
	

	Training Topics
Training Format

H = Handout,

IP = In Person Training. Note date, location and by whom,    

W = Webinar, 

V = Video or DVD, 

O = Other (Specify)

Date Trained

Date Trained

Date Trained

Date Trained

Date Trained

Notes or comments



	Required Annual Meetings: 

	Local Meetings and Trainings (1 hour each).  Quarterly Meetings are highly encouraged
	
	
	
	
	
	
	

	Annual Regional Nutrition Training* (4 hours)
	
	
	
	
	
	
	

	Additional Training Topic’s: That must be covered at least once every 3-years plan cycle

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

	Accident Prevention

	
	
	
	
	
	
	

	Customer Service

	
	
	
	
	
	
	

	Ethics and Boundaries/Confidentiality

	
	
	
	
	
	
	

	Nutrition Program Eligibility Criteria and Voluntary Contribution Policies

	
	
	
	
	
	
	

	Nutrition standards, portion control, and policies regarding second helpings/leftovers 
	
	
	
	
	
	
	

	All cooking staff must receive at least one hour of training within a three -year aging  plan  cycle  that  is  specifically  related  to  on-site  cooking  and  food preparation.  

	
	
	
	
	
	
	

	Participant safety ( That must be covered at least once every 3-years plan cycle)


	· Red Flags 
(All staff and volunteers and also Required for all  HDM Drivers)
	
	
	
	
	
	
	

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

	· Emergency preparedness

· Disaster procedures

· Severe weather
	
	
	
	
	
	
	

	· Fire Safety


	
	
	
	
	
	
	

	Other Relevant Training Topics 

(Please Specify)
	Training Format

H = Handout,

IP = In Person Training. Note date, location and by whom,    

W = Webinar, 

V = Video or DVD, 

O = Other (Specify)
	Date Trained
	Date Trained
	Date Trained
	Date Trained
	Date Trained
	Notes or comments
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