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Introduction 

This packet contains an example of a work plan for a food distribution program and the corresponding instruments for measuring outputs and outcomes.  For each performance measure, you will find:

· Instructions for administering the instrument

· The Instrument

· A “summary sheet” to help you combine data for multiple sites

· Instructions for summarizing the results

The packet may be used at the site or station level, by site supervisors or program directors, as well as by volunteers with the guidance of supervisors.  Note that the instruments are samples and not meant to be used “as is.”  Programs are encouraged to “take ownership” of these tools and modify them to fit their project’s performance measurement needs.
Research Background

The desired outcome for the food distribution program is to address nutritional health needs of homebound individuals, assumed to be primarily seniors ages 60 and over.  Volunteers would deliver meals to seniors’ homes five days a week for an extended period of time.  After six months, there should be an improvement in these clients’ nutritional intake, as evidenced by their responses to a pre-post survey on basic nutrition based on existing research.  Resources used for this packet include: the United States Department of Agriculture (www.usda.gov), the Administration on Aging (www.aoa.gov), the Food and Drug Administration (www.fda.gov) and the Meals on Wheels Association of America (www.mowaa.org).
How to use this Packet

The instruments in this packet are specific to the activity in the work plan example and may or may not be adaptable to your own food distribution program.  This example concentrates on improving nutrition only.  However, your food distribution program may have additional purposes (e.g., to provide companionship, safety checks, assist seniors to remain independent) and/or you may want to measure different expected outcomes.  If this is the case, you may wish to modify these instruments or use different instruments that are more suitable to your food distribution program.  (Note also that this packet does not contain instruments for monitoring in detail clients’ individual health needs; it is assumed that food distribution programs that serve elderly or otherwise vulnerable populations collect this data as part of their intake procedures.)  
Project STAR is available to help.

Access our material at

www.nationalserviceresources.org
or contact us at
star@JBSinternational.com
Telephone: 1-800-548-3656

Fax: 650-348-0261
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Senior Corps Work Plan EXAMPLE

	Work Plan Name: Food Distribution Example

	Issue Area: Health/Nutrition
	Total # Stations: 10

	Service Category: Food Distribution/Collection
	Total # Volunteers: 300

	Community Need:

The 2000 Census showed that Greenfield County has the second fastest growing population of people aged 65+ in the state of Indiana.  Currently at 16% (2003), the population of people age 65 and over is expected to grow to 19.5% by 2006.  In addition, the Greenfield County Council on Aging reported that seniors who maintain acceptable nutritional health standards are more likely to remain independent than those seniors who are not getting proper nutrition (2001).  

As people age, the chances of developing chronic illnesses and conditions that limit their ability to perform routine tasks, including purchasing and preparing nutritious meals regularly, increase considerably.  The Meals on Wheels Association of America reports that “41% of congregate and 59% of home-delivered meal participants reported having three or more diagnosed, chronic illnesses or conditions” (2001).
  For some homebound seniors, the daily home-delivered meals may be the only hot, nutritious meal they eat in a day.  To address the nutritional health needs of homebound people age 60 and over, Greenfield County’s Council on Aging and Nutrition Office provides a meal delivery program.  Currently, the program serves approximately 2,000 of the estimated 3,500 homebound elderly living in Greenfield County.  Dedicated volunteers have helped keep operating costs at a minimum, allowing the program to serve thousands of seniors throughout the county over the eight years it has been in operation.

	Service Activity:

300 Senior Corps volunteers will each serve 15-20 hours a week for 50 weeks of the year.  Volunteers will assist collecting food, preparing, packaging, and delivering nutritious hot meals to at least 500 homebound seniors, five days a week.  Senior Corps volunteers will serve at seven warehouse locations under the supervision of the Greenfield County Council on Aging and Nutrition Office.  Volunteers who deliver meals will be assigned to regular routes (i.e. deliver meals to the same seniors) in an effort to get to know the clients and create a sense of consistency and trust. 

	Anticipated Input:

The 300 Senior Corps volunteers will serve a total of approximately 225,000 volunteer hours per year.  The Greenfield County Council on Aging Nutrition Offices will provide delivery vehicles, six hours of food preparation and delivery training, and ongoing supervision of volunteers.  Senior Corps will provide mileage reimbursement and meals to volunteers three times a week during the program year.


	Anticipated Accomplishments/Outputs: Homebound seniors will receive hot meals.
Indicator: Number of seniors receiving meals; number of meals received.
Target: 500 seniors will receive five meals a week for a year (at least 240 meals per person).

[image: image3.wmf]
How Measured? Meal Delivery Log, to be completed daily by delivery volunteers.

	Anticipated Intermediate Impact/Outcome: Homebound seniors will eat most of the meals provided by volunteers.
Indicator: Percentage of clients who consume most of the meals.
[image: image4.wmf]Target: Sixty-five percent of clients will consume most or all of the meals delivered to them each week.

How Measured? Meal Quality Client Interview, to be completed quarterly by delivery volunteers. 

	Anticipated End Impact/Outcome: Clients will maintain a good diet or improve their nutritional intake (diet).
Indicator: Percentage of clients who maintain good nutrition in at least five nutritional areas or improve in at least three nutritional areas (e.g., increased intake of fruits, vegetables, milk products).

Target: Sixty percent of clients receiving meals for at least 6 months will maintain good nutritional habits in at least five areas or improve in at least three of seven nutritional areas.
How Measured? Pre-Post Nutritional Intake Survey (pre-assessment is completed as part of the intake interview, and then completed again six months later).
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**********OUTPUT**********

Meal Delivery Log 

ABOUT THIS INSTRUMENT

Purpose – Preparation - Administration

The Meal Delivery Log is used to measure the output, “Homebound seniors will receive hot meals.”  The Delivery Log Summary Sheet will assist you in determining whether your program met its output target by summarizing the number of clients who received meals during the program year.  Following are the guidelines for using these instruments.

	Type of Service: Food Distribution

Type of Performance Measurement: Output

	Name of Instrument
	Meal Delivery Log
	Delivery Log Summary Sheet (Quarter and Year)

	Who should complete this instrument
	Senior Corps delivery volunteer 
	Site Supervisor or Program Director

	
Purpose of Instrument
	To document the names of clients receiving meals, and frequency of meal delivery for each.
	To document the number of clients receiving meals each quarter, and over the year.

	Data Source
	Senior Corps delivery volunteer
	Delivery volunteer

	Training for person administering or completing this instrument
	Demonstration on what data to include (see example in first row).

Volunteers should be instructed as to who to call/what to do if something out of the ordinary happens (e.g., client does not answer the door). 
	Demonstration on what data to include (see example in first row).

	When to complete this instrument
	As deliveries are made to clients.

	The Delivery Log Summary Sheets (Quarter) should be completed monthly or quarterly.

The Delivery Log Summary Sheets (Year) should be completed yearly, after quarterly sheets are finished.

	Other instructions and issues to consider
	The Meal Delivery Log assumes the same volunteer will follow a regular route for at least the week.  

Collect completed logs from volunteers on a regular basis (e.g., weekly) to avoid losing records.
	For those comfortable with computers, Project STAR has developed an easy Excel spreadsheet version of these output instruments (see pages 7-8 of this packet).  You will still need to enter information from the Meal Delivery Logs, but the spreadsheet totals the number of meals delivered for you.  For a copy, email Project STAR at star@aiweb.com.


Meal Delivery Log

Senior Corps Delivery Volunteer: 











Site/Station: 








  Deliveries for the week of: ___/___/___  to  ___/___/___
Instructions: At the start of your route, please enter the dates in the top row under each day of the week.  As you deliver meals to each client on your route, check off (() or enter the time in the boxes below that date.  If a delivery is not scheduled for that client on that day, mark a line through it.  Total the number of deliveries for that week for each client in the last column.  An example using time of delivery is provided in the first row (“Date” not included in example).
If you are unable to deliver a meal (e.g., no one answers the door), please call 





 at this telephone number: 



 .






(Supervisor)




(telephone)

DELIVERY ROUTE








(Enter approximate time of delivery)

	Client Name
	Client Address
	Sun
__/__/__
	Mon
__/__/__
	Tues
__/__/__
	Wed
__/__/__
	Thurs
__/__/__
	Fri
__/__/__
	Sat
__/__/__
	TOTAL # deliveries

	Example: John Smith
	825 Jones Street
	-----
	1:05
	1:00
	1:10
	1:15
	1:00
	-----
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Developed by Project STAR
Delivery Log Summary Sheet (Quarter)

Site Supervisor: 











Program Year: 




Site/Station: 












Quarter: 





Site Supervisor: To complete this quarterly summary sheet, you will need the Meal Delivery Logs completed by the volunteers.  Enter the clients’ names in the first column and the months for the quarter’s time period.  Under each “Wk #” column, enter number of deliveries to that client for each week of the month, from the Meal Delivery Log records.  An example is provided in the first row (“month/yr” not included in example).




*****Enter Number of Meal Deliveries for each Week*****

	
Client Name
	Month/Yr: ______/______
	Month/Yr: ______/______
	Month/Yr: ______/______
	TOTAL 
# of deliveries

	
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	

	Example: John Smith
	5
	5
	5
	6
	2
	5
	5
	5
	5
	0
	5
	4
	5
	5
	3
	65
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Delivery Log Summary Sheet (Year)

Site Supervisor: 











Program Year: 




Site/Station: 













Site Supervisor: To complete this yearly summary sheet, you will need your four quarterly Delivery Log Summary Sheets for the program year.  Enter the clients’ names in the first column and the total number of deliveries to that client in each quarter’s column.  Add the total deliveries for the year.  An example is provided in the first row.







*****Enter Number of Meal Deliveries for each Quarter*****

	Client Name
	Quarter 1
	Quarter 2
	Quarter 3
	Quarter 4
	TOTAL

	Example: John Smith
	60
	65
	60
	60
	245
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Number of clients who received five meals a week for a year (i.e. approximately 60 per quarter, or 240 for the year): _________

Developed by Project STAR 

PREVIEW OF SPREADSHEET VERSION

Below is a preview of the Excel spreadsheet version of the Delivery Log Summary Sheet, available at www.nationalserviceresources.org.  Beyond the table shown here, in the Excel spreadsheet, the rows continue through four quarter periods to total number of deliveries per client by quarter and year (not shown here).
DELIVERY LOG SUMMARY SHEET (Quarterly and Yearly)
 
 
Site Supervisor: _________________________________
 
Site/Station: _____________________________________
Program Year: ______
This sheet can be used to summarize, on a quarterly or yearly basis, the number of meals delivered to individual clients. The formulas included in this sheet (in blue font) automatically add the number of meals delivered in the "quarter" and "program year" total columns as you enter them weekly.  
Directions: To complete this Delivery Log Summary Sheet, you will need the Meal Delivery Logs completed by the Senior Corps volunteers who deliver the meals.  Enter the clients’ names in the first column and the months for the quarter’s time period.  Under each “Wk #” column, enter number of deliveries to that client for each week of the month, from the log records.  An example is provided in the first row (“month/yr” not included in example).  

Below are "fill in the blank" anticipated and actual target statements that this sheet could be used to measure.
 
Anticipated Target statement: At least ____ (#) of clients will receive ____ (#) of meals for ___(#) weeks of the program year.

 


 



 
Actual Target: _____(#) clients received ___(#) or more meals for ___(#) weeks during the program year.
	Client 
	Month/Yr: ________________
	Month/Yr: _______________

	#
	Last Name
	First Name
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5

	E.G.
	Green
	Joseph
	5
	5
	4
	5
	2
	5
	5
	5
	5
	0

	1
	 
	 
	
	
	
	
	
	 
	
	
	
	

	2
	 
	 
	 
	
	
	
	
	 
	
	
	
	

	3
	 
	 
	
	
	
	
	
	 
	
	
	
	

	4
	 
	 
	
	
	
	
	
	 
	
	
	
	

	5
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(In the spreadsheet, the rows continue through four quarters to a one year period)

Spreadsheet continues for one program year, totaling deliveries by quarter (Quarter 1, Quarter 2, etc.) and the program year.


	Month/Yr: _______________
	Month/Yr: _______________
	Quarter 4
	Program YEAR

	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Total
	TOTAL

	5
	5
	5
	5
	3
	5
	5
	5
	5
	1
	64
	253
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If you would like a copy of the Delivery Log Summary Sheet, please contact Project STAR at star@JBSinternational.com or visit The Resource Center at www.nationalserviceresources.org.



(OUTPUT)
Meal Delivery Log 

SUMMARIZING THE RESULTS
Instructions

The information that is collected using these forms, the Meal Delivery Log, Delivery Log Summary Sheet (Quarter), and Delivery Log Summary Sheet (Year)
, will help your program track the number of clients receiving deliveries on a regular basis, as well as the number of meals they received over the year and/or by quarter.  This count will allow you to determine whether the anticipated target for the OUTPUT stated in your work plan has been met.

1. Meal Delivery Log

To the volunteer: If you are a volunteer delivery person summarizing the results in this log, 

Step 1. Total the number of meals delivered to each client for that week in the last column, “Total.”
Step 2. Return the completed Meal Delivery Logs to your site supervisor or program director.

2. Delivery Log Summary Sheet (Quarter)

To the site supervisor or program director: If you are the site supervisor or program director completing these sheets and summarizing the results, 

Step 1. Collect all completed Meal Delivery Logs from volunteers.  In the top row of the Delivery Log Summary Sheet (Quarter), write in the three months and year (“Month/Yr:____”). 

Step 2. From the completed weekly Meal Delivery Logs, enter the client’s name, and the number of deliveries for each week in the Delivery Log Summary Sheet (Quarter).  (Note “Wk 1” refers to the first week of that month; “Wk 2” refers to the second week, etc.)  

Step 3. After you have entered the weekly delivery numbers for the three months, add the total meals delivered to each client in the last column, “TOTAL # of deliveries.”  
3. Delivery Log Summary Sheet (Year)

To the site supervisor or program director: If you are the site supervisor or program director completing these sheets and summarizing the results, 
Step 1. Collect the completed Delivery Log Summary Sheets (Quarter).  This information is needed to complete the Delivery Log Summary Sheet (Year).
Step 2. From the completed Delivery Log Summary Sheets (Quarter), enter clients’ names in each row.  Enter the number of deliveries to that client for each quarter (listed in the column “TOTAL # of deliveries” on the completed Delivery Log Summary Sheets (Quarter)) in the appropriate column on the Delivery Log Summary Sheets (Year).  (Note “Quarter 1” refers to the first quarter of your program year; “Quarter 2” refers to the second quarter, etc.)  

Step 3. After you have entered the quarterly delivery numbers for the program year, add the total meals delivered to each client in the last column, “TOTAL.”
Step 4. Looking at the last column, “TOTAL,” count how many clients received at least 240 meals for the program year, and write in that number at the bottom of the sheet, “Number of clients who received five meals a week for a year.”
Step 5. Determine whether your program met the anticipated output target for the year.  Did at least 500 seniors receive 240 meals over the program year?  If yes, your program met its target. (NOTE: Below is the target statement in the example work plan used in this food distribution program packet; however, your own target may be different.)

From the work plan EXAMPLE (see page 1):

Indicators: Number of seniors receiving meals; number of meals received.

Target: 500 seniors will receive five meals a week for a year (at least 240 meals per person).*
EXAMPLE of an Actual Target statement:

We served 513 seniors at least 240 meals each during the program year.  We exceeded our target of serving 500 seniors at least 240 meals.

*Note this target is for a full program year.  If you wish to determine a quarterly target, modify the statement and recalculate the expected number of meals.  In this example, the target statement could be modified to say, “500 seniors would receive five meals a week for a three-month period (at least 60 meals per person).”  Rather than 240 meals in a year, “five meals a week for a three-month period” would amount to approximately 60 meals.

**********INTERMEDIATE OUTCOME**********

Meal Quality Interview
ABOUT THIS INSTRUMENT

Purpose – Preparation - Administration

The Meal Quality Interview is used to measure the intermediate outcome, “Homebound seniors will eat most of the meals provided by volunteers.”  The Interview Summary Sheet will assist you in determining whether your program met its anticipated intermediate outcome target by summarizing the percentage of clients who are eating most of the meals they are receiving.  Following are the guidelines for using these instruments.

	Type of Service: Food Distribution

Type of Performance Measurement: Intermediate Outcome

	Name of Instrument
	Meal Quality Interview
	Interview Summary Sheet

	Who should complete this instrument
	Senior Corps Delivery Volunteer
	Site Supervisor or Program Director

	
Purpose of Instrument
	To determine whether clients are eating the meals delivered to them.

To provide another check on client’s health; to assist the program in detecting warning signs.

To help improve services by providing the program with feedback from clients on what they like and don’t like.
	To assist with analysis of data collected for this measure by summarizing the percentage of clients who are eating most of the meals.

	Data Source
	Client
	Client 

	Training for person completing or administering instrument
	Volunteers should read aloud everything in bold type to the clients.  There are other instructions to the volunteer on the Meal Quality Interview that are not in bold type; these do not need to be read aloud to the client.  We recommend volunteer interviewers practice with the Meal Quality Interview before talking to the client.

Volunteers should contact supervisors if and when something is out of the ordinary (e.g., senior is not eating meals because of unexplained loss of appetite).
	Demonstration on what data to include when completing the instrument (see example in first rows).

	When to complete this instrument
	Recommended quarterly (every three months), if possible.
	As Meal Quality Interviews are completed, or as reporting period requires.

	Other instructions or issues to consider


	Ideally, clients will see the same delivery person regularly and these volunteers will have developed a rapport with clients after three months.  It is hoped that this relationship will allow clients to feel they can speak honestly about the meals they are receiving.
	N/A



Meal Quality Interview
Client Name: 






     Date: ___/___/___

Senior Corps Volunteer Name: 







Site/Station: 










Dear Volunteer: please ask the client to answer each of these four short questions.  Everything you need to read is in bold lettering. Before you begin, please read the following statement to the client: 

“This information is collected from all participants and the purpose is to help improve the meal delivery program.  Your responses will not effect your participation in the program in any way. Thank you for your help.”
Read each question with its response options to the client first.  Then record the client’s answer to each question on this sheet.
1. What do you think of the quality of the meals you have been receiving so far? 
(choose one)
( Very good
    ( Good

( Average

  ( Poor
     ( Very poor

2. What foods would you like to see more of? 








3. What foods would you like to see less of? 








4. How much of the meals do you usually eat each week? (choose one)
( All of the meals
     ( Most of the meals
     ( A little of the meals
      ( None of the meals



NOTE to Volunteer: If client eats “a little” or “none” of the meals, please ask why and record the response here (check all boxes that apply):

( Do not like the food. 

( The portions are too large; there is too much food.
( Physical limitations make eating difficult.
( No (or little) appetite due to diagnosed health problems or medications.
( No (or little) appetite due to unknown reason.
( Other reason: 











Thank you for your help!

Developed by Project STAR 

Interview Summary Sheet
Site Supervisor: 







  Program Year: 



Site/Station: 








  Quarter: 




Site Supervisor: From each completed Meal Quality Interview, please enter the client’s name, date the survey was conducted, and the response to question #4, “How much of the meals do you usually eat each week?”  
In the last column, “Met target,” check (() if “1” or “2” (Most or All of the meals) was the client’s response.  Two examples are provided.

	

Client Name
	
Date of survey
	Response to Question #4 (enter code number)
	Met target? 
Check (() if “1” or “2” is the number in third column.

	Example: John Smith
	6/14/04
	4
	--

	Example: Nell Wilson
	6/19/04
	2
	(

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	

	14.
	
	
	

	15.
	
	
	


Number of clients listed: ________

Number that “met target”: __________

Percentage of clients that “met target”: ________%

Developed by Project STAR  

(INTERMEDIATE OUTCOME)

Meal Quality Interview 

SUMMARIZING THE RESULTS
Instructions

The information that is collected using these two forms, the Meal Quality Interview and the Interview Summary Sheet will help you determine the percentage of clients who are eating most of the meals they receive.  This percentage will tell you whether the anticipated target for the INTERMEDIATE OUTCOME stated in your work plan has been met.

1. Meal Quality Interview
To the Volunteer: If you are the Senior Corps volunteer delivery person collecting this information, return all completed Meal Quality Interviews to your supervisor.  

2. Interview Summary Sheet

To the site supervisor: If you are the site supervisor or program director completing this sheet and summarizing the results,

Step 1. Collect all completed Meal Quality Interviews from volunteers.  To analyze whether the anticipated output target has been met, you need only be concerned with clients’ responses to question #4.  (You can use responses to the other questions for feedback on program services.)
Step 2. From each completed Meal Quality Interview, write the client’s name and the date the survey was completed in the first two columns on the Interview Summary Sheet, “Client Name” and “Date of survey.”
Step 3. From each completed Meal Quality Interview, look at the client’s response to question #4, “How much of the meals do you usually eat each week?”  Code that response and enter the code number in the third column of the Interview Summary Sheet, “Response to Question #4”: 

· Write “1” if “all of the meals” is checked.

· Write “2” if “Most of the meals” is checked.

· Write “3” if “A little of the meals” is checked.

· Write “4” if “None of the meals” is checked.
Step 4. If the code number you wrote in the third column is a “1” or a “2,” check (() the last column of the Interview Summary Sheet, “Met target?”  If the number is “3” or “4,” do not check the last column.

Step 5. After you have filled in all the information in the Interview Summary Sheet,
(1) Count the number of clients listed in the first column and write that number on the bottom of the sheet at “number of clients listed.” 
(2) Count the number of checks in the last column and write that number on the bottom of the sheet at “number that ‘met target.’”
Step 6. Determine the “percentage of clients that ‘met target’”; that is, the percentage of clients who reported they were eating most or all of the meals.  To get the percentage, divide the number who met the target by the total number of clients interviewed.


EXAMPLE:

Of the 100 clients for whom you have completed Meal Quality Interviews, 62 clients met the target (they said they were eating “all” or “most” of the meals in response to question #4, “How much of the meals do you usually eat each week?”)  Divide 62 by 100.


62/100 = .62 (or 62%)

Actual Target: Sixty-two percent (62) of the 100 clients met the outcome target.

Step 7. Compare the percentage of clients who met the target to the percentage stated in your anticipated target statement.  Did at least 65% of the clients report that they ate most (or all) of the meals delivered to them each week?  In the example in Step 6, the program did not quite meet their anticipated target.  (NOTE: Below is the target statement in the example work plan used in this food distribution program packet: however, your own target may be different.)

From the work plan EXAMPLE (see page 1):

Indicator: Percentage of clients who consume most of the meals.
Target: Sixty-five percent of clients will consume most or all of the meals delivered to them each week.
EXAMPLE of Actual Target statement:

Sixty-two percent (or 62) of the 100 clients reported that they ate most or all of the meals delivered to them each week.  We did not quite meet our outcome target of 65% consuming most or all of the meals.  We will use the other data collected from interviews to improve our service.
**********END OUTCOME**********

Pre-Post Nutritional Intake Survey 

ABOUT THESE INSTRUMENTS

Purpose – Preparation - Administration

The Pre-Post Nutritional Intake Survey
 is used to measure the end outcome, “Clients will maintain a good diet or improve their nutritional intake.”  The Nutritional Intake Survey Summary Sheet will assist you in determining whether your program met its anticipated end outcome target by summarizing the percentage of clients who have improved their nutritional intake or maintained good nutrition.  Following are the guidelines for using these instruments.
	Type of Service: Food Distribution

Type of Performance Measurement: End Outcome

	Name of Instrument
	Pre-Post Nutritional Intake Survey
	Nutritional Intake Survey Summary Sheet

	Who should complete this instrument
	Program staff or social worker
	Site Supervisor or Program Director

	
Purpose of Instrument
	To determine whether the client’s nutritional intake has improved since beginning the program or remained satisfactory.
	To assist with analysis of data collected for this measure by summarizing percentage of clients who have improved nutritional intake or maintained good nutrition.

	Data Source
	Client
	Client

	Training for person completing or administering instrument
	Interviewer should have experience in interviewing the client population you are serving.  We recommend interviewer practices with the survey before talking to a client.
	Demonstration on what data to include when completing the instrument (see example in first rows).

	When to complete this instrument
	As new client enters the program (“pre” data), and again after six months (“post” data).

	After post data have been collected from all clients for your reporting period.

	Other instructions and issues to consider
	Note there is room for general comments on the Pre-Post Nutritional Intake Survey; however, it is assumed that more comprehensive health-related questions are asked as part of the intake, on another form developed for that purpose (e.g., food allergies, special diet information).
	N/A




Pre-Post Nutritional Intake Survey

Client Name: 







  
Site/Station: 








     Program Year: 



Directions: Please read each question (in italic type below) to the client and check their answer (“yes” or “no”) in the space provided.  Complete Section I (Pre-Survey) with the client as they enter the meal program.  Complete Section II (Post Survey) with the client six months after they begin receiving services.  There is space below for additional comments.

	INTERVIEW QUESTIONS



1. Every day (or almost every day), 
do you eat …
	Section I (Pre-Survey). Complete upon entry into program.

Date: ___/___/_____
	Section II (Post Survey). Complete after six months.

Date: ___/___/_____

	
	Yes
	No
	Yes
	No

	a. Three meals?
	
	
	
	

	b. Bread, cereal, pasta, or rice?
	
	
	
	

	c. Vegetables or vegetable juice, fresh or canned?
	
	
	
	

	d. Fruit or fruit juice, fresh or canned?
	
	
	
	

	e. Milk, cheese, yogurt, or other milk products?
	
	
	
	

	f. Meat, fish, poultry, dry beans, eggs, or nuts?
	
	
	
	

	2. Over the last week…did you eat a variety of different foods?
	
	
	
	





Number of “Yes” Responses: _________

    _________
Interviewer: Add additional comments here if needed (e.g., client’s caregiver answered the questions; client was confused, etc.)
	Section I. Comments:


	Section II. Comments:
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Nutritional Intake Survey Summary Sheet

Site Supervisor: 







Date: 




Site/Station: 








Program Year: 


Directions: Use the completed Pre-Post Nutritional Intake Surveys to fill in this chart.  Clients who “met target” either (1) had a score of “5” or more in the pre-survey and the post-survey; or (2) increased the number of “yes” responses by 3 or more from the “pre-survey” to the “post-survey.”  Examples are provided in the first rows.
	



Client Name
	Section I. 
Pre-Survey
	Section II. 
Post Survey
	Number difference in ‘yes’ responses (subtract Section I from II).
	
Met target? Check (() if yes.

	
	
Date of survey
	
Number of “yes” responses
	
Date of survey
	
Number of “yes” responses
	
	

	Example: John Smith
	3/14/04
	3
	9/15/04
	4
	+1
	--

	Example: Nell Wilson
	3/19/04
	2
	9/18/04
	5
	+3
	(

	Example: Jose Verde
	3/22/04
	5
	9/22/04
	5
	0 (but stayed at 5)
	(

	1.
	__/__/__
	
	__/__/__
	
	
	

	2.
	__/__/__
	
	__/__/__
	
	
	

	3.
	__/__/__
	
	__/__/__
	
	
	

	4.
	__/__/__
	
	__/__/__
	
	
	

	5.
	__/__/__
	
	__/__/__
	
	
	

	6.
	__/__/__
	
	__/__/__
	
	
	

	7.
	__/__/__
	
	__/__/__
	
	
	

	8.
	__/__/__
	
	__/__/__
	
	
	

	9.
	__/__/__
	
	__/__/__
	
	
	


Total number of Clients listed: ____

Total number of Clients that “met target”: ____

Percentage of Clients that met target: ________%

Developed by Project STAR 

(END OUTCOME)
Pre-Post Nutritional Intake Survey

SUMMARIZING THE RESULTS
Instructions

The information that is collected using these two forms, the Pre-Post Nutritional Intake Survey and the Nutritional Intake Survey Summary Sheet will help you determine the percentage of clients who have improved their diets in the last six months, or maintained good nutritional intake.  This percentage will tell you whether the anticipated target for the END OUTCOME stated in your work plan has been met.

1. Pre-Post Nutritional Intake Survey
To the Program Staff or Social Worker: If you are the staff or social worker collecting this information, 
Step 1. Total the number of “Yes” responses for Section I (Pre-Survey) and Section II (Post Survey) and write that number at the bottom of each column under “Number of ‘Yes” Responses.”

Step 2. Return all completed Pre-Post Nutritional Intake Surveys to the site supervisor or program director. 

2. Nutritional Intake Survey Summary Sheet

To the site supervisor: If you are the site supervisor or program director completing this sheet and summarizing the results,

Step 1. Collect all completed Pre-Post Nutritional Intake Surveys.  Do not include surveys in this analysis unless both sections have been completed.  

Step 2. Complete the Nutritional Intake Survey Summary Sheet.  From each Pre-Post Nutritional Intake Survey, 
(1) Write the client’s name in the first column, “Client Name.”
(2) In the second and third column of the Nutritional Intake Survey Summary Sheet, titled “Section I. Pre-Survey,” write in the date of the “Pre-Survey” and the total number of “Yes” responses.
(3) In the fourth and fifth column of the Nutritional Intake Survey Summary Sheet, titled “Section II. Post Survey,” write in the date of the “Post Survey” and the total number of “Yes” responses.

Step 3. For each client, we want to see if they increased the number of “yes” responses by at least 3, or maintained at least 5 “yes” responses.  Determine the difference in pre- and post survey “yes” responses by subtracting the number you wrote in Section I (the number of pre-survey “yes” responses) from the number in Section II (the number of post survey “yes” responses).  Write this new number in the sixth column, 

Step 4. Check the last column, “Met target?” if:

· The number you wrote in “Number difference in ‘yes’ responses” is“+3” or more.

      OR

· The number of “yes” responses is at least 5 in both “Section I. Pre-Survey” and “Section II. Post Survey.”
Step 5. After you have filled in all the information on the Nutritional Intake Survey Summary Sheet, 
(1) Count the number of clients in the first column, “Client Name,” and write that number at the bottom of the sheet at “number of clients listed.”  
(2) Count the number of checks in the last column, “Met target?” and write that number at the bottom of the sheet at “number that ‘met target.’”

Step 6. Determine the percentage of clients that “met the target”; that is, the percentage of clients who improved nutritional intake over the last six months, or maintained good nutritional habits.  To get the percentage, divide the number who met the target by the total number of clients surveyed. 

EXAMPLE:

Of the 80 clients for whom you have completed Pre-Post Nutritional Intake Surveys, 
54 clients met the target (they answered “yes” to at least three more questions in Section II Post Survey than they did in Section I Pre-Survey, or answered “yes” to at least five questions in both Section I Pre-Survey and Section II Post Survey).  
Divide 54 by 80.


54 / 80 = .68 (or 68%)

Actual Target: Sixty-eight percent (or 54) of the 80 clients surveyed met the outcome target.

Step 7. Compare the percentage of clients who met the target to the percentage stated in your anticipated target statement.  Did at least 60% of the clients improve in at least three nutritional areas, or maintain good nutrition in at least five nutritional areas?  In the example in Step 6, the program met and exceeded their anticipated target.  (NOTE: Below is the target statement in the example work plan used in this food distribution program packet: however, your own target may be different.)

From the work plan EXAMPLE (see page 1):
Indicator: Percentage of clients who maintain good nutrition in at least five nutritional areas or improve in at least three nutritional areas (e.g., increased intake of fruits, vegetables, milk products).

Target: Sixty percent of clients receiving meals for at least 6 months will maintain good nutritional habits in at least five areas or improve in at least three of seven nutritional areas.

EXAMPLE of Actual Target statement:

Sixty-eight percent (or 54) of the 80 clients who completed a pre-post interview improved their nutritional intake in at least three areas or maintained good nutrition in at least five areas.  We met and exceeded our target of 60% improving nutritional intake or maintaining good nutrition.
See page 4





See page 17








See page 12





Code the responses to question #4 as follows: �1= All of the meals �2= Most of the meals �3= A little of the meals�4= None of the meals.  








REMEMBER: You are the boss!  Think of these instrument samples as your drafts; they do not need to be used “as is.”  “Take ownership” of these instruments and adapt them to fit your project’s needs.
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REMEMBER: You are the boss!  Think of these instrument samples as your drafts; they do not need to be used “as is.”  “Take ownership” of these instruments and adapt them to fit your project’s needs.








� For more information, see the Meals on Wheels Association of America website at � HYPERLINK "http://www.mowaa.org" ��www.mowaa.org�.


� The Meal Delivery Log suggests a time be entered for each delivery (e.g., “1:15”) to provide an extra check for recordkeeping.  However, this is not necessary for determining whether the output target was met; you may want to just check off (() each delivery instead of entering the approximate time of delivery.


� Complete a Delivery Log Summary Sheet (Quarter) for each of the program year quarters.  These sheets will then help you complete the Delivery Log Summary Sheet (Year) that tallies delivery numbers for the program year. 


� Food groups listed in the survey are based on guidelines developed by the U.S. Department of Agriculture and supported by the Department of Health and Human Services (www.usda.gov).


� Your program may have an intake form you are using that already asks clients about their nutritional habits.  If this is the case, your form could suffice for the “pre” section of data collection.  To determine whether the end outcome of improved nutrition has been attained, you will need to ask the client the same nutrition-related questions again after a period of time (e.g., six months) and compare these responses (“post”) to the intake (“pre”) responses.
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