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Checklist/Tracking Form—School Year 2011 - 2012

Name____________________________________________________ 
School____________________________________________________
Nutrition/Physical Education Teacher Leader (NEPTL) 
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2011 - 2012 Checklist/Tracking Form 


	This form will be used to document actual tasks related to your responsibilities as a Nutrition Education Project Teacher Leader position (NEPTL).  Please complete this form to document the time spent on tasks that are not part of your regular work day.  See NEPTL Job Description for more information.


                        

	
	Activity
	Tasks related to activity
	Documentation Requirements
	( Check Off
	Stipend Breakdown
	Max/

year

	1
	Nutrition & Wellness Team (NWT) Site Assessment & Priority Planning
	Meeting attendance & participation at assessment & priority planning meetings
	Sign in at on-site NWT meetings
	Meetings attended (indicate date):

(#1 Assessment:  
_________________

(#2 Priority 
         Planning:______________

(#3 Follow 
         Up:  __________________
	$30 per task/ meeting
	$90

	2
	Central NEPTL meetings 

(1515 Quintara St. @ 24th Ave.)
	Meeting attendance and participation at five central meetings per year
	Sign in at meeting

(Please call if you are unable to attend)
	Fall Meetings attended:

(#1: 9/13/11
(#2: C1: 10/4/11;  C2 10/6/11 

(#3: C1: 1/10/12; C2 1/12/10
(#4: 3/13/12
(#5: 5/01/12
(C1/C2 refers to cohort)
	$40 per meeting
	$200

	3
	Central Professional Development (PD) 

Attendance  
	1-2 central nutrition education/ physical activity PDs per year
	Sign in at workshop
	Indicate workshop/s attended:

(Taking Your Class to the Farmers’ Market 
(Nutrition & Learning 1

(Nutrition & Learning 2

(Nutrition & Learning 3
	Workshop stipend paid separately for attendance
	--

	
	Activity
	
	Tasks related to activity
	Documentation Requirements
	( Check Off
	Stipend Breakdown
	Max/ year

	4
	Harvest of the Month (HOTM)

Classroom or Cafeteria Tasting (9/year)
	4A
	HOTM overview/ tasting at staff meeting:

· Preparation and presentation

· Distribution of workbooks
	
	(  Fall Staff Meeting Presentation
Please indicate date________________________
	 $35 for presentation
	$35

	
	
	4B


	Facilitation includes: 

· Monthly staff meeting announcements

· Distribution of newsletters, stickers, resources, etc.

· Receiving & distributing produce
	Complete Fall and Spring Harvest of the Month Feedback Forms
	Indicate HOTM logistical support:

· Submitted Fall Harvest of the Month Feedback Form   

· Submitted Spring Harvest of the Month Feedback Form 
	 $90/semester
	$180

	
	
	4C
	HOTM Ambassadors:

· Involve class in HOTM distribution & peer education
	Complete  Fall and Spring HOTM Ambassador Reflection Sheet
	· Submitted Fall HOTM Ambassador reflection sheet
· Submitted Spring HOTM Ambassador reflection sheet
	$60/semester for out of class time preparation 
	$120

	5
	Site Based Professional Development (PD) 

Presentation 

(Not HOTM presentation)
	Planning & presentation of *60 minutes of PD, in one or multiple sessions per year

*Additional PD presented can be listed in section 10 below.
	Complete NEP Activity Form for each presentation
	· Planning mtg. date/s: _________________

· Presentation date/s:___________________
Venue:

· Faculty Meeting

· Other venue:____________________

· I was paid a separate stipend for site workshop

· NEP Activity Form/s  Submitted
	$60 per sixty minute presentation planning
	$60

	6
	Parent/family school-wide activity (e.g. Family Health Event)
	Coordinate & participate in *one event per year

*Additional family activities can be listed in section 10 below.
	Complete NEP Activity Form
	· Attended Planning Meeting: 

Date/s_____________

· Event Participation/attendance:  

Date/s_____________

· Event Set up/clean up 

· NEP Activity Form submitted
	$50 planning

$50 attendance

$20 clean up/set up
	$120


	
	Activity
	Tasks related to activity
	Documentation Requirements
	( Check Off
	Stipend Breakdown
	Max/

year

	7
	Gift Card Documentation
	Complete gift card receipts, activity/ tracking forms, 2 times per year
	Sign Gift Card Agreement Form

Submit receipts and  Gift Card Documentation Form
	· Submitted Fall Gift Card receipts and documentation form

· Submitted Spring Gift Card receipts and documentation form
	Without receipts or documentation, gift card amount will be deducted from stipend
	--

	8
	Nutrition and physical activity promotion classroom lessons 

 Lesson preparation/ shopping
	8A
	Nutrition education related fieldtrip to farmers’ market, grocery store, garden… (1)
	No required paperwork
	· Fieldtrip Date________________

To where? __________________

· Pre/Post lessons completed
	$20
	$20

	
	
	8B
	Five  lessons from selected nutrition education curricula, per year
	Complete curricula review form for each curriculum used
	· Lessons taught Circle:  1    2    3    4   5   
· Curricula used: 

	$15/lesson for time spent shopping and preparation 
	$75


	Additional Activities:  Three additional hours of approved activities will receive a stipend of $30 per hour ( for hours outside of the regular school day).  Overall maximum stipend is $990 for the year.  Please check in with SNC or NEP Coordinator before completing activities.  Complete NEPTL Activity Logs for additional activities.  Examples of activities include:  Family Health Events, Parent Workshops, all school nutrition education events, health fairs, staff PD, etc.    

	9A
	Specify Activity: 
	Coordination, facilitation, preparation, attendance and clean up.
	Submit NEP Activity form, with approval from SNC or NEP Coordinator 

 ( NEPTL  Activity log submitted
	Indicate number of hours: 

(Planning:                     _________

(Preparation:               _________

(Attendance:                _________

(Clean up:                     _________

	9B
	Specify Activity: 
	Coordination, facilitation, preparation, attendance and clean up.
	Submit NEP Activity form, with approval from SNC or NEP Coordinator 

 ( NEPTL  Activity log submitted
	Indicate number of hours: 

(Planning:                     _________

(Preparation:               _________

(Attendance:                _________

(Clean up:                     _________


	This document has been prepared to the best of my ability.  I understand that the stipend will be based on the completion of required activities.  Maximum annual stipend is $990 is for work completed outside of the regular school day, including preparation of lessons, meeting attendance... Missed meetings, incomplete documentation or non-fulfillment of required activities will result in a reduced stipend. Stipend will not be processed without a completed Tracking Form.
Certificated signature:
X___________________________________ 

Date________________________________



	Tracking Form Due Dates: 

· Bring to NEPTL Meeting #3 (Tues., 1/10/12 or Wed., 1/12/12) 
or FAX form to Donna Gurr @ 242-2618 by 1/13/12.

· Bring to NEPTL Meeting #5 (Tues., 5/01/12) 
or FAX form to Donna Gurr @ 242-2618 by 5/11/12.               




Due Dates: 


Bring to NEPTL Meeting #3 (Tues., 1/10 or 1/12/12) or FAX form to Donna Gurr @ 242-2618 by 1/13/12. (Copy will be made & original returned)


Bring to NEPTL Meeting #5 (Tues., 5/01/12) or FAX form to Donna Gurr @ 242-2618 by 5/11/12.               












