
M E A L  S I T E  

C O O R D I N A T O R

Nutrition Programs 

Meal Site Coordinator Foundations 

Coordinator Reference Guide 

May 2019

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=imgres&cd=&cad=rja&uact=8&ved=2ahUKEwiozdyz3YveAhX-HDQIHaQ5A_wQjRx6BAgBEAU&url=https://www.organicfacts.net/health-benefits/vegetable&psig=AOvVaw03FEhgZyFxNYxeB-M5KPe2&ust=1539805708521466




 

Meal Site Coordinator Foundations  Coordinator Reference Guide 
Idaho Commission on Agin rev. 5.20.2019

  

NUTRITION PROGRAM AUTHORITY & FUNDING 

Nutrition services are authorized under Title III(c)of the Older Americans Act (OAA). The 

Administration for Community Living (ACL) Administration on Aging (AoA) provides grants to states 

to help support nutrition services for older people throughout the country. These services include 

the Congregate Nutrition and Home-Delivered Nutrition Programs.  

Each state maintains an organization to oversee ACL programs in that state. In Idaho, this is the 
Idaho Commission on Aging (ICOA). The ICOA contracts with 6 Area Agencies on Aging (AAAs) to 
locally administer programs, including meal sites that provide congregate and home-delivered 
meals. State and local government funding is also an important funding source. Local meal sites 
may also receive support through private foundations, direct payment for services, fundraising, and 
program participant voluntary contributions (time and/or monetary donations). 

OAA NUTRITION PROGRAM GOALS 

Designed to promote the general health and well-being of older individuals, the services are 
intended to: 

▪ Reduce hunger and food insecurity 

▪ Promote socialization 

▪ Delay the onset of adverse health conditions 

PROGRAM PARTICIPANT ELIGIBILITY 

Nutrition programs provide healthy meals in group settings, such as senior centers and faith-based 

locations, as well as in the homes of older adults. To be eligible for congregate meals, a person 

need only be aged 60+. Home-delivered meals require the person be 60+, but they must also be 

homebound, frail and unable to provide for their own meal preparation.  

IDAHO’S PROGRAM REACH 

Idaho’s 94 congregate & home-delivered meal providers deliver more than 1 million meals to more 

than 16,700 individuals each year. Services include nutrition screening, assessment, education, and 

counseling, in addition to meals. Nutrition programs also provide an important link to other 

supportive in-home and community-based supports such as homemaker, transportation, physical 

activity, and chronic disease self-management. 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS 

FOCUS AREA CHECKLIST 

Fifteen Focus Areas identify the critical elements of a Meal Site Coordinator’s responsibilities related to 

participation in Older Americans Act nutrition programs. The focus areas (FA) are: 

 

 FA01. Permit by the health district to operate a meal site  

 FA02. Food establishment inspection  

 FA03. 501 (c)3 status through IRS Determination letter 

 FA04. Accredited Food Protection Manager training certification  

 FA05. Congregate meal registration form and Nutritional Survey   

 FA06. Rosters and/or sign in sheets for participants, visitors and volunteers       

 FA07. Donations and donation box placement 

 FA08. Donation tracking sheet  

 FA09. Nutrition education at meal sites   

 FA10. Invoicing for reimbursement 

 FA11. Nutrition Services Incentive Program (NSIP) funds   

 FA12. Knowledge of nutrition guidance, including: 

a. Commodity Donated Food program 

b. Eligible / Ineligible consumers 

c. Home-Delivered Meal program compliance 

d. Meal Frequency Waiver form  

 FA13. Knowledge of the role of the Board and what they should know about nutrition 

programs 

 FA14. Menu approval 

 FA15. Training to volunteers and staff 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 1: HEALTH DEPARTMENT PERMIT-LICENSE

Ensure a permit-license is obtained to open, operate & maintain a meal site at your location 

WHY 
▪ Food establishments must have a valid

permit-license (see Idaho Food Code)
▪ Ensures food & facility safety

WHAT 
▪ Issued by local Health District
▪ Physical Permit-License must be displayed 

per Health District instructions

WHEN 
▪ Initial: Prior to first service

⬧ Renewal: Yearly
(1) Receive notification by mail
(2) Either in the fall or on your initial

permit issue date (depends on
Health District

HOW 
▪ Requires application & supporting

documentation
▪ Current fee - $125
 Possible Application Pitfalls

⬧ Check the proper permit type
⬧ Enclose require documentation
⬧ Include proper fee

YOUR PERMIT-LICENSE TOOLKIT 
▪ Idaho Food Code

FA01_IdahoFoodCode
▪ Application for local Health District

Health District website
▪ BONUS: Who Needs a Food License

FA01_WhoNeedsAFood
License_ June 2016

COORDINATOR CHECKLIST 

✓ Health District permit-license to
operate a meal site

✓ Renew yearly

https://healthandwelfare.idaho.gov/Health/HealthDistricts/tabid/97/Default.aspx
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 2: HEALTH DISTRICT INSPECTION

 Ensure consistent adherence to safety & sanitation guidelines required to meet inspection standards 

 WHY 
▪ Complies with State food safety 

regulations 
▪ Prevents food-borne illness 
▪ Ensures safe, sanitary setting 

for staff, volunteers & clients 

 WHAT 
▪ Requirements based on current safety & 

sanitation standards 
▪ Areas related to food storage, prep &  

service 
▪ Performed by local Health District 

 WHEN 
▪ Initial:  As part of permit-license process 
▪ May occur any time throughout the year  
▪ NOT required to provide prior notice 
 Best practice: Always be prepared & in 

compliance - not about passing the 
inspection, about managing a safe, 
sanitary facility 

 HOW 
▪ Always adhere to safety & sanitation 

standards 
▪ Provide access to site & documentation as 

requested 
▪ Correct issues identified on Inspection 

Report and/or Corrective Action Plan 
▪ Retain all Inspection Reports & Corrective 

Action Plans 

 

 YOUR HEALTH DISTRICT INSPECTION TOOLKIT 
▪ Blank Inspection Report 

FA02_FoodEstablishmentInspection 
Report_Blank  

▪ Inspection Report Filled Sample 
FA02_FoodEstablishmentInspection 
Report_Ffilled 

 

COORDINATOR CHECKLIST 

✓ Facilitate all Health District safety & 
sanitation inspections 

✓ Consistently maintain all standards 
✓ Modify site or procedures to comply 

with recommendations 
✓ Retain Inspection Reports & 

Corrective Action Plans  
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 3: IRS 501 (C )3 STATUS

 Ensure facility receives & maintains non-profit (IRS 501 (c )3) status to be eligible for tax benefits

 WHY 
▪ Official recognition as non-profit 

organization 
▪ Saves money & administrative time 
▪ Provides exemption from federal, sales & 

property taxes 
▪ Offers exemption from payroll taxes  

WHAT 

▪ Application, updates & changes to IRS 
▪ Application  

⬧ Significant information & 
documentation 

⬧ Prep & approval time - up to 1 year 

▪ Contact Internal Revenue Service: 
https://www.irs.gov/charities-non-
profits/charitable-organizations 

  
 WHEN 

▪ Initial: As soon as possible (ASAP) 
▪ Changes: Report to IRS ASAP 

HOW 

▪ May already have designation  
▪ Instructions: IRS Publication 4220 
▪ If necessary, assist by: 

⬧ Gather & prepare required 
corporate documents 

⬧ Work with Board & accountant 
 Note: Application can take up to 100 

hours to complete 

 

YOUR 501 (C )3 TOOLKIT 

▪ IRS 501 (c)3 Determination Letter 
(sample) 
FA03_IRS_501c3DeterminationLetter) 

▪ IRS Form 1023 (501 (c)3 application form)  
(FA03_IRS_Form1023_Form) 

▪ IRS publication 4220 (Form 1023 
Instructions) 
(https://www.irs.gov/charities-non-
profits/charitable-)organizations 

▪ FAQ from IRS on Form 1023 
(https://www.irs.gov/charities-non-
profits/frequently-asked-questions-about-
form-1023) 

▪ Contact your accountant for questions 

 

COORDINATOR CHECKLIST 

✓ Verify IRS 501 (c )3 status OR 
✓ Work to receive determination 
✓ Update relevant changes with IRS 
✓ Retain determination letter with 

other Corporate documents 

https://www.irs.gov/charities-non-profits/charitable-organizations
https://www.irs.gov/charities-non-profits/charitable-organizations
https://www.irs.gov/charities-non-profits/charitable-organizations
https://www.irs.gov/charities-non-profits/charitable-organizations
https://www.irs.gov/charities-non-profits/charitable-organizations
https://www.irs.gov/charities-non-profits/frequently-asked-questions-about-form-1023
https://www.irs.gov/charities-non-profits/frequently-asked-questions-about-form-1023
https://www.irs.gov/charities-non-profits/frequently-asked-questions-about-form-1023
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 4: FOOD PROTECTION MANAGER CERTIFICATION

 Ensure a certified Food Protection Manager or qualified substitute is on-site during operating hours 

 WHY 
▪ Required by Health & Welfare (7/1/2018) 
▪ Certified person oversees food production 

or ensures supervised by trained person  
▪ Certified person trains food handlers 
▪ Ensures adherence to food handling & 

safety procedures  

 WHAT 
▪ Food Protection Manager must have 

supervisory authority to: 
⬧ Direct & control food preparation  
⬧ Correct food safety violations 

▪ Must successfully complete nationally 
accredited food safety examination: 
⬧ 360 Training ®  
⬧ Above Training/State Food Safety®  
⬧ National Registry of Food Safety 

Professionals®  
⬧ Prometric 
⬧ SERV Safe® (National Restaurant 

Association) 
▪ Refer to: 

https://www.cdhd.idaho.gov/pdfs/ 
eh/Food/accredited-mgr-guidance.pdf 

 WHEN 
▪ Initial: Prior to first service 
▪ Ongoing: Recertify every 5 years 

 

 HOW  
▪ Get Certified 

⬧ Training and prep material costs vary 
⬧ Exam cost approximately $125 
⬧ Authorized vendors with training, 

study materials & exam registration  
(1) 360 Training(http://365training 

academy com/idaho_food_safety_ 
handler_manager_training_certific
ation.html  

(2) ServSafe® (https://www.servsafe. 
com/ ServSafe-Manager/Buy-
Manager-Products 

▪ Exam 
⬧ Taken at a testing site or online 
⬧ 80 multiple choice test questions 
⬧ Passing score - 60 correct (75%) 

▪ Exam Retakes 
⬧ May re-take twice within 30 days 
⬧ Must wait 60 days for a 3rd attempt 
⬧ Only 4 attempts in a 12-month period 
⬧ Cost depends on vendor 

 YOUR FOOD PRODUCTION MANAGER TOOLKIT 
▪ The Idaho Food Code 

(FA04_IdahoFoodCode) 
▪ Learn 2 Serve accredited manager 

certification program booklet 
(FA04_Booklet_LearnToServe_AccreditedF
oodManagerCertification) 

▪ Food Production Manager Certificate 
sample 
(FA04_AccreditedFoodManagerCertificate
_Sample) 

 

 COORDINATOR CHECKLIST 
✓ Accredited food protectopm 

manager certification 
✓ Keep certificates on file  

https://www.cdhd.idaho.gov/pdfs/%20eh/Food/accredited-mgr-guidance.pdf
https://www.cdhd.idaho.gov/pdfs/%20eh/Food/accredited-mgr-guidance.pdf
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 5: REGISTRATION & NUTRITIONAL HEALTH SURVEY

 Ensure registration forms & nutritional health surveys are completed by eligible participants to 
collect accurate data & documentation of service provided

 WHY 
▪ Accurate counts required for program 

funding & meal reimbursement 
▪ AAA only reimburses for documented 

meals served to qualified participants 
▪ Federal funding based on reported data 
▪ Registration form documents self-

reported qualification confirmation 
▪ Meal site can offer nutritional counseling 

or referral based on survey results 

 WHAT 
▪ Registration Form 

⬧ All qualified participants & volunteers 
⬧ Collects basic information including: 

(1) Contact 
(2) Eligibility for service (checkbox) 
(3) Demographics 
(4) Emergency contact 

⬧ Once registered, appears on 
Roster (see Focus Area 6) 

▪ NUTRITIONAL HEALTH SURVEY 
⬧ Completed with registration 
⬧ Asks 10 yes/no questions 
⬧ Each has score for a “yes” answer 
⬧ Suggestions for follow-up  

(1) Individual on their own 
(2) Coordinator or Dietician  
(3) With permission, may speak with 

a family member 
⬧ 2nd page provides additional 

information on how affect nutrition 

 WHEN 
▪ New participants 
▪ Disenrolled participants 
 Note: Participants automatically 

disenrolled if not active 
for 9 months or more 

 

 HOW 
▪ All unregistered participants & volunteers 

aged   60+  
▪ Refusal to register does NOT prevent 

receipt of meal, treat person as a Visitor 
▪ Registrations must use current form  
 Best practice: Register one-time visitors 

aged 60+ so counted & meal reimbursed 
▪ Submit registrations per AAA instructions 

 YOUR REGISTRATION & SURVEY TOOLKIT 
▪ Sample Registration Form 

(FA05_CongregateMealRegistration_ 
Form_2018) 

▪ Sample Nutritional Risk Survey 
(FA05_CongregateMealRegistration_ 
NutritionalChecklist) 

 

 COORDINATOR CHECKLIST 
✓ Congregate meal registration form & 

nutritional health survey 
✓ Retain copies for records, submit per 

AAA instructions 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 6: ROSTERS & SIGN-IN SHEETS

 Ensure rosters & sign-in sheets are completed accurately to gather precise data & documentation 

 WHY 
▪ Provides required data for everyone 60+ 

including volunteers 
▪ Basis for monthly invoices 
▪ Required for participation reporting, 

program funding & reimbursement 
▪ Reported to State Legislature & ACL 
▪ Sign-in sheets count non-qualified people 

 WHAT 
▪ Rosters list previously registered participants 

& volunteers 
▪ Rosters standardize info for data entry 

▪ Sign-in sheets capture: 
⬧ Visitors 
⬧ Those who refuse to register 

▪ Accurate, timely completion of both 
forms is a critical activity 

 WHEN 
▪ Roster from AAA at month start 
▪ Complete at each meal service 
▪ Generally submitted to AAA monthly 

 HOW 
▪ Roster 

(1) All previously registered 
participants & volunteers  

(2) Write in new registrants 
(3) Mark for current meal 

▪ Sign-in Sheet  
⬧ Those not registered 
⬧ Can charge for meal 
Meal site CAN charge  
un-registered people for  
meals UNLESS Idaho 
Food Bank commodities  
used, then CAN’T charge 

Submit Documentation 
⬧ Per AAA instructions 
⬧ Completed invoice  
⬧ Supporting rosters with meal counts 

for each person 
⬧ Retain copies of detailed 

documentation: 
(1) Sign-in sheets  
(2) Deposit documentation 
(3) Volunteer time sheets 

  
 YOUR ROSTER & SIGN-IN SHEET TOOLKIT 

▪ Sample roster 
(FA06_Roster) 

▪ Sample Sign-in Sheet 
(FA06_SignInSheet) 
 

 

 COORDINATOR CHECKLIST 
✓ Sign-in sheets & rosters for 

participants, visitors & volunteers  
✓ Submit per AAA instructions 
✓ Retain copies for your records 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 7: DONATIONS & DONATION BOX PLACEMENT

 Ensure communication about donations & maintenance of donation box adheres to requirements

 WHY 
▪ Ensures everyone understands donations: 

⬧ Are voluntary 
⬧ No meal is ever denied based on a 

person’s choice to donate or not 
▪ Establishes donor privacy & 

confidentiality 
▪ Relieves participant concern that 

donations are being monitored 
▪ Provides staff & volunteers confidence 

that they are prepared  

 WHAT 
▪ Train staff & volunteers how to protect 

privacy & confidentiality of consumers’ 
decision to donate 

▪ Donation box must be properly placed, 
secured & identified 

▪ Suggested amount determined by site 
▪ Donation Box Requirements 

⬧ Any sturdy construction  
⬧ Securely locked  
⬧ Secured to location (table or pole) 
⬧ Clearly identified  
⬧ Away from direct pathway  
⬧ Offers at least minimal privacy 
⬧ Not monitored by staff or volunteers 

 WHEN 
▪ Donation box should be available during 

all service times & reasonable amount of 
time before & after service 

▪ Donations counted, recorded & secured 
at least daily (see Focus Area 8( 

 HOW 
▪ Donation box placed according to 

guidance 

 Best Practice: Provide envelopes for those 
who want to keep check info private 

▪ Must provide AAA with established 
procedure for donation solicitation  

▪ Staff & volunteers trained according to 
approved procedures 

▪ Above all else, protect the privacy & 
confidentiality of a participant’s decision 
to donate or not 

“Each eligible participant shall be afforded 
the opportunity to make a voluntary 
donation to the nutrition program. 

The suggested voluntary contribution/ 
donation shall be posted in a prominent 

conspicuous location.” 

 YOUR DONATIONS TOOLKIT 
▪ Voluntary Contributions Guidance 

(FA07_VoluntaryContributionsGuidance) 

 
 

 COORDINATOR CHECKLIST 
✓ Donations & donation box 

placement  
✓ Ensure privacy & confidentiality 
✓ Properly train all staff & 

volunteers 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 8: DONATION TRACKING SHEET

 Ensure accurate completion of donation tracking sheet to account for meals & donations 

 WHY 
▪ Donations support nutrition programs 
▪ AAA contract sets requirements for 

income & in-kind match reporting 
▪ Totals included with monthly invoice 

(see Focus Area 10) 
▪ Reported to State Legislature & ACL 

 WHAT 

▪ All program donations  
▪ All forms of payment (cash, check, SNAP) 

 WHEN 
▪ Recommended: 

⬧ After each service  
⬧ Daily totals 

▪ Must include total with invoice 

 HOW 
▪ Entered on daily or monthly donation 

tracking sheet using template 
 Note: Be sure to include any payments 

made to other staff & volunteers 
▪ Follow Voluntary Contribution Guidance 

⬧ Counted by two people  
⬧ Both must sign form 
⬧ Copy of signed document kept on file 
⬧ Reconciliation of deposit receipts & 

collection records  
▪ Reported to Meal Site Coordinator who  

⬧ Seals the donations 
⬧ Checks for written acknowledgement  
⬧ Transports daily receipts to deposit or 

secure storage facility  

 

 
YOUR DAILY TRACKING LOG TOOLKIT 
▪ Voluntary Contribution Guidance 

(FA08_VoluntaryContributionsGuidance) 
▪ Daily Tracking Sheet 

(FA08-DailyDonationTracking Sheet) 
▪ Monthly Tracking Sheet 

(FA08-MonthlyDonationTracking Sheet) 
▪ Both Sheets in Excel 

(FA08-TrackingSheet_Week 
AndMonth_2010) 

   

 
 

 

 COORDINATOR CHECKLIST 
✓ Tracking sheet for donations  
✓ Use daily or monthly template 
✓ Follow Guidance 
✓ Submit with invoice per instructions 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 9: NUTRITION EDUCATION

 Ensure nutrition education is provided regularly to consumers by reliable sources 

 WHY 
▪ Required of OAA programs 
▪ Enhances health & well-being 
▪ Clarifies optimal nutrient intake  
▪ Engages consumers 
▪ Takes advantage of face-to-face contact 

to increase nutrition awareness 

 WHAT 
▪ Useful information about healthy eating &  

lifestyle choices 
▪ Food-related topics including  

⬧ Shopping & selection 
⬧ Preparation 
⬧ Storage 
⬧ Micro/macronutrient 
⬧ Alternative food choices 

▪ Physical activity 
▪ Holistic wellness 

 Provided in any useful format 
 Provides knowledge, skills & attitudes that 

assist in improving health & wellbeing 

 WHEN 
▪ Generally, at site before or after meal  
▪ At least quarterly (every three months) 

 HOW 
▪ Several sources of content: 

⬧ Dietitian/Nutritionist 
⬧ AAA 
⬧  ICOA  
⬧ Other reliable sources like:  

(1) choose my plate.gov 
(2) US Department of Agriculture 

▪ Document date, times & materials used  
▪ Include information on that month’s 

Invoice (see Focus Area 10) 

▪ Creative Education Ideas 
⬧ Nutrition flier 
⬧ 30-minute presentation 
⬧ Brochure 
⬧ Lunch talk 
⬧ Cooking class 
⬧ Fresh produce shopping with Dietitian 
⬧ Write a recipe with Dietitian  
⬧ Use your imagination! 

Make it engaging! 

 

 YOUR NUTRITION EDUCATION TOOLKIT 
▪ Sample nutrition education document 

(FA09_NutritionEducation) 

   

 
 

 

 COORDINATOR CHECKLIST 
✓ Nutrition education to the meal sites  
✓ Track who, what & when 
✓ Retain samples of materials 
✓ Submit materials & stats with invoice 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 10: INVOICING FOR REIMBURSEMENT

 Submit monthly invoices with supporting documentation to receive reimbursement for meals served 

 WHY 
▪ Meal sites want reimbursement for 

qualified meals served 
▪ Requires submitting invoice & supporting 

documentation  

 WHAT 
▪ Invoices are formal request for 

reimbursement 
▪ Include all necessary information 

⬧ Meal site identification 
⬧ Dates 
⬧ Quantities 
⬧ Prices/Costs 

▪ Supporting documentation might include: 
⬧ Rosters  
⬧ Total in-kind match & program income 

▪ Nutrition education materials 

 WHEN 
▪ Submit to AAA by 15th every month or 

earlier if instructed by AAA 
▪ Include information for 1st through end of 

prior month 

 HOW 
 Best Practice: All invoice items should 

have supporting documentation 
▪ Use Invoice template from ICOA website 
▪ Shaded areas are input fields 
▪ Include the following: 

⬧ Date 
⬧ Invoice number  
⬧ Dates services provided 
⬧ Add units & calculate total 
⬧ Enter unit rate 
⬧ Enter beginning budget balance 
⬧ Enter previous budget balance 
⬧ Enter current budget balance 
⬧ Add volunteer hours & calculate total  
⬧ Enter program income 

 

▪ For nutrition education: 
⬧ Identify type of training 
⬧ List title of education materials 
⬧ Enter date training was provided 

 YOUR INVOICING TOOLKIT 
▪ Invoice Template (Excel file) 

(FA10_Invoice) 

   

 
 

 COORDINATOR CHECKLIST 
✓ Invoicing for reimbursement 
✓ Provide back-up documentation for 

all invoice items 
✓ Submit to AAA by 15th each month 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 11: NSIP PROGRAM FUNDS

 Ensure meal site data is properly submitted so NSIP funds can be received

 WHY 
▪ Nutrition Services Incentive Program 

(NSIP) provides Federal funding  
▪ Based on prior years’ meal served 
▪ Data to AAA allows Federal reporting & 

funding calculation 
▪ Funds received in installments & 

distributed 3-5 times per year 
“To “encourage & reward effective 
performance & efficient delivery of 

nutritious meals to older individuals” 

 WHAT 
▪ Accurate recordkeeping of meals served 
▪ Accurate transfer to appropriate reports 
▪ On-time reporting to AAA, 
▪ Funds only used to purchase domestically 

produced commodities 
▪ Goal: To increase meals served each year 

 WHEN 
▪ Prior to September 30th 
▪ Changes reported to AAA ASAP, include: 

⬧ Date change requested 
⬧ Name of person making request 
⬧ Description of data changed 
⬧ Reason for change 

 HOW 
▪ Double-check all calculated figures 
▪ Provide accurate counts to AAA 
▪ Submit data to AAA in timely manner 

  
 YOUR NSIP PROGRAM FUND TOOLKIT 

▪ ICOA NSIP Guidance 
(FA11_NSIP_Guidance) 

   

 COORDINATOR CHECKLIST 
✓ Knowledge of Nutrition Services 

Incentive Program (NSIP)  
✓ On-time, accurate reporting to AAA 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 12: NUTRITION GUIDANCE

 Ensure adherence to ICOA guidance to maintain compliance with requirements for program funding 

 WHY 
▪ Guidance = policy 
▪ Identify State & Federal requirements 
▪ Reduces need for Corrective Action Plan  

 WHAT 
▪ Activities directed & managed by the site 
▪ Guidance provides succinct listing of 

important program policies 
▪ May include: 

⬧ Purpose 
⬧ Requirements 
⬧ Scope 
⬧ Procedures 
⬧ References 

 WHEN 
▪ Know what guidance requires 
▪ Review as necessary 

 HOW 
▪ Understand the content 
▪ Be able to access quickly 
▪ Work with AAA Nutrition Staff to resolve 

questions 
▪ Commodity Donated Food 

 (GU.NU. 03.01) 
⬧ ICOA & Idaho Food Bank requirements 
⬧ Identifies how procedures must 

be defined 
⬧ Addresses solicitation & 

acceptance of donations & 
meal charges related to Food Bank  
commodity use 

▪ Participant Eligibility (GU.NU.02) 
⬧ Who is eligible to receive meals 
⬧ Provides examples & scenarios 
⬧ Lists sample donation sign text 

Image of Home delivered Meal Guidance page

 

▪ Home Delivered Meals (TG.NU.01) 
⬧ Ensure HDM are safely, sanitarily 

delivered to & received by client 
⬧ AAA must have fair & equitable 

meal delivery policy that outlines 
(1) Client responsibility for delivery 
(2) Process for notifications 
(3) Requirements to terminate 

delivery service to client 
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▪ Meal Frequency Waiver 
⬧ Meal sites required to provide at 

least five meals per week 
⬧ Form required if unable to comply 

(1) Meal site location & contact 
information 

(2) Number of congregate & HDM 
meals provided each week 

(3) Explanation of inability to provide 
required meals 

(4) Suggested alternatives 
(5) Description of how AAA has 

assisted 
⬧ Requires signature of AAA 

Director & ICOA Administrator 

  

 YOUR NUTRITION GUIDANCE TOOLKIT 
▪ Commodity Donated Food Program  

Guidance 
FA12_ CommodityDonatedFood 
ProgramGuidance 

▪ Eligible/Ineligible Participants Guidance 
FA12_EligibleIneligibleParticipants 
Guidance 

▪ Home Delivered Meal Program 
Compliance Guidance 
FA12_HomeDeliveredMealProgram_ 
ComplianceGuidance 

▪ Meal Frequency Waiver Form 
FA12_MealFrequencyWaiverForm 

 

 

 

 

 COORDINATOR CHECKLIST  
✓ Knowledge of additional Nutrition 

Guidance 

✓ Know & follow regarding: 
▪ Commodity Donated Food 

Program 
▪ Eligible / Ineligible Participant 
▪ Home-Delivered-Meal Program 

Compliance 
▪ Meal Frequency Waiver Form 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 13: THE ROLE OF THE BOARD

 Ensure the Board is properly informed about program status & their role as defined by the State, 
and healthy relationships are fostered 

 WHY 
▪ Acknowledges oversight by the Board  
▪ Informs the Board of significant issues, 

concerns, successes & goals 
▪ Provides assistance with corporate 

administration items  
▪ Complies with the Idaho Nonprofit 

Corporation Act  
▪ Assists with good communication, 

efficient management & growth of the 
meal site within the organization 

 WHAT 
▪ Guidance in Manual for Non-Profits by 

Idaho Attorney General Lawrence Wasden  
▪ Six chapters: 

⬧ Service on Charitable Organizations 
⬧ Understanding a Board Members Role 

Need to understand the Nutrition 
Program & its Purpose 

⬧ Understanding a Board Members 
Rights 
Must be able to make informed 
decisions 

⬧ Understanding a Board Members 
Responsibilities.  
Duties of care, Loyalty & Obedience 

⬧ Personal Liability 
⬧ Resources 

 WHEN 
▪ Introduce ASAP 
▪ Ongoing: Monthly or quarterly 

communication 

 HOW 
▪ Make yourself known to the Board  
▪ Calendar dates & plan to attend meetings 
▪ Prepare brief summaries of Program 

activities, successes, issues & needs 
▪ Ask to be added to agenda for significant 

updates, presentations or notifications 
▪ Make sure all Board members know how 

to contact you 

 YOUR BOARD OF DIRECTORS TOOLKIT 
▪ Idaho’s Non-Profit Guide for Board 

Members 
FA13_BoardMembersServiceNonprofit 
https://www.ag.idaho.gov/content/uploa
ds/2018/04/ServiceOnNonprofit.pdf 

   

 
 

 

 COORDINATOR CHECKLIST 
✓ Knowledge of a Board members 

role & what the Board members 
should know about the 
Nutrition Program 

✓ Provide regular updates 
✓ Maintain open communication 

https://www.ag.idaho.gov/content/uploads/2018/04/ServiceOnNonprofit.pdf
https://www.ag.idaho.gov/content/uploads/2018/04/ServiceOnNonprofit.pdf
https://www.ag.idaho.gov/content/uploads/2018/04/ServiceOnNonprofit.pdf
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 14: MENU APPROVAL

 Ensure all menus are approved by the Dietician prior to serving 

 WHY 
▪ Complies with requirement for approval 

by registered Dietician or Nutritionist  
▪ Allows “second set of eyes” to review  
▪ Promotes balanced, nourishing meals  
▪ Helps maintain compliance with food 

handling regulations 

 WHAT 
▪ Menus prepared by approved staff 
▪ Completed menus reviewed by Dietician 

to ensure quality 
▪ Signed menus signify approval 
▪ Signed menus should be retained in files 

 WHEN 

▪ Minimum: One month prior to service 
▪ All menus must be approved prior 

to serving 

 

HOW 
▪ Use menu template provided by Dietician 

or Nutritionist 
▪ Complete the menu for the month, 

following template instructions 
▪ Submit menu for approval at least 30 days 

before first service  
▪ If approved menu is changed, must  

be re-approved 
▪ For changes, get verbal approval, then 

send ASAP for written re-approval 

 YOUR MENU APPROVAL TOOLKIT 
▪ Blank Menu Template 

FA14_MenuTemplate_Blank 
▪ Completed Menu Sample 

FA14_Menu_Sample 

   

 
 

 

 COORDINATOR CHECKLIST 
✓ Menus approved by the Dietician 

before service 
✓ Allow at least 30 days 
✓ Keep copies of all menus 
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NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS  
FOCUS AREA 15: STAFF & VOLUNTEER TRAINING

 Ensure all staff & volunteers receive adequate training related to their job role in order to maintain a 
safe, efficient, professional facility that complies with all policies & regulations

 WHY 
▪ Assists compliance with site, program, 

State & Federal requirements 
▪ Ensures staff & volunteers ability to safely 

& effectively provide services  
▪ Helps people feel valued & thrive  
▪ Promotes sense of value to program & 

community 

 WHAT 
▪ Coordinators should ensure the  

following adequately informed of 
activities & processes  

▪ Kitchen staff 
⬧ Prepare menus that meet Dietary 

Reference Intakes & Dietary 
Guidelines for Americans 

⬧ Ensure menus approved by Dietitian  
⬧ Accredited Food Safety Manager 

Certification for at least one manager 
⬧ See Kitchen Staff training  

▪ Sign-in clerks 
⬧ Procedure to record registered clients, 

visitors & volunteers 
⬧ Familiarity with completing forms 
⬧ Payment & donation acceptance & 

documentation procedures 
⬧ Specific requirements related to 

donation box placement & acceptable 
dialog related to donations 

⬧ See Meal Site Check-In Clerk training 
▪ HDM Deliverers 

⬧ Qualifications (valid driver’s license) 
⬧ Personal interaction skills such as eye 

contact to perform wellness check 
during meal delivery  

⬧ Process to inquire & assess if client 
needs additional services 

⬧ See HDM Deliverer training  

 WHEN 
▪ Determined by Meal Site Coordinator 
▪ New staff: Before beginning work 
▪ New volunteers: “Shadow” experienced 

volunteers until complete own training 
▪ Recurrent/refresher: As recommended 

 HOW 
▪ Specifics determined by Coordinator 
▪ Training materials from AAA/ICOA  
▪ Contact AAA Nutrition Program staff for 

additional information 

 YOUR STAFF & VOLUNTEER TRAINING TOOLKIT 
▪ All information & samples provided in this  

training can be used to train others 

▪ Use AAA/ICOA training packages indicated 

 
 

 

 COORDINATOR CHECKLIST 
✓ Training to volunteers & staff 
✓ Provide as needed for new staff & 

Provide as needed for new staff & 
volunteers or as recurrent training 

✓ Use materials provided by AAA/ICOA 



 



 

 

NUTRITION PROGRAMS 

MEAL SITE COORDINATOR FOUNDATIONS 

APPENDIX: FORMS & SAMPLES  

FOCUS AREA 1:  HEALTH DISTRICT PERMIT-LICENSE 

Permit-License (sample) 
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Idaho Health District List 
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FOCUS AREA 2: FOOD ESTABLISHMENT INSPECTION 

Inspection Report (blank) 
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Inspection Report (sample) 
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FOCUS AREA 3: NON-PROFIT STATUS (IRS 501 (C )3) 

Form 1023 – Application for Non-Profit Status 
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Publication 4220 – Non-Profit Application Instructions 
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FOCUS AREA 4: CERTIFIED FOOD PRODUCTION MANAGER CERTIFICATION 

Idaho Food Code 
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Certificate (sample) 
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Learn 2 Serve Candidate Booklet 
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FOCUS AREA 5: REGISTRATION & NUTRITION STATUS SURVEY 

Congregate Meal Registration Form (example, blank) 
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 Nutritional Health Survey (sample, blank) 
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FOCUS AREA 6: ROSTERS & SIGN-IN SHEETS 

Roster (blank) 

p
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Sign-in Sheet (sample) 
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FOCUS AREA 7: DONATIONS & DONATION BOX PLACEMENT 

Voluntary Contributions/Donations Guidance 
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FOCUS AREA 8: DONATION TRACKING SHEET 

Daily Donation Tracking Sheet (example) 
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Monthly Donation Tracking Sheet (example) 
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FOCUS AREA 9: NUTRITION EDUCATION 

Nutrition Education (sample) 
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FOCUS AREA 10: INVOICING FOR REIMBURSEMENT 

Invoice Template (example) 
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FOCUS AREA 11: NSIP FUNDS 

NSIP Guidance 
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FOCUS AREA 12: NUTRITION GUIDANCE 

Commodity Donated Food Program Guidance 
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Eligible/Ineligible Participant Guidance 
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Home Delivered Meals Guidance 
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Meal Frequency Waiver Form (blank) 
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FOCUS AREA 13: ROLE OF THE BOARD 

Service on an Idaho Non-Profit Board of Directors 
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FOCUS AREA 14: MENU APPROVAL 

Menu (blank example) 
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Menu (example, completed) 
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FOCUS AREA 15: TRAINING STAFF & VOLUNTEERS 

 

NOTE: There are no supporting documents for this Focus Area 

 

 

 

 

 

 

 

 

 

 

  



 



CERTIF ICATE  OF COMPLETION  
This verifies that  

___________________________________  
(Meal Site Coordinator) 

representing ______________________________________   
(meal site name) 

 located in _______________________ ,  
(city & state) 

successfully completed 

Idaho Commission on Aging Nutrition Program’s 

Meal Site Coordinator Foundations  
on _________________________  

(date) 

_________________________  
Facilitator 

_________________ 
Title 

___________________________  , 
Idaho Area Agency on Aging Name 
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