Nutrition Education Program Forms

The Nutrition Education Program (NEP) maintains specific administrative requirements, including the documentation and reporting of activities. NEP forms have been created for educators to facilitate this documentation and reporting. Completion of these forms is mandatory and they are available to NEP educators in two locations, the NEP website and the S: drive.

Forms on the NEP Website

Two types of NEP forms are available on the NEP website. First, there are administrative forms used to document program activities at www.aces.edu/nep/forms.php . Second, there are forms used to evaluate participant understanding of key concepts at www.aces.edu/nep/Evaluations.php.   

Administrative Forms

1. Direct Contacts Daily Activity Summary (NEP-016): This form is used to record all daily activities that have direct contacts including contact information by age, gender and race. NEP educators are required to keep this form on a daily basis and the information from the form is used to report monthly direct contact information on the Monthly Contact Report (NEP-018). This form remains in the county files, but should be available for review during any audit process.

2. Indirect Contacts Daily Activity Summary (NEP-015): This form is used to record all daily activities that have indirect contacts and the estimated number of people reached through these indirect programming methods. NEP educators are required to keep this form on a daily basis and the information from the form is used to report monthly indirect contact information on the Monthly Contact Report (NEP-018). This form remains in the county files, but should be available for review during any audit process.

3. Teacher Monthly Time and Effort Record (NEP-019): This form is used as documentation of teacher time donated to NEP. The time a public school teacher donates to NEP in both assisting the NEP educator during a NEP class and completing supplementary activities in the NEP educator’s absence are recorded on this form. This form must be signed by the teacher attesting to the time donated. Time should be reported on the actual day the event took place and should be reported in 15 minute increments. The Grand Total in hours from this form is reported on the Monthly School-Based Education Match Report (NEP-020). The original form with signature is mailed to the NEP state office by the 5th day of the following month. A copy should be kept in the county files.
4. NEP Lesson Plan for School-Based Education (NEP-007a): This form is used to organize lesson information for each class. The form allows for recording the lesson name, date, recipe prepared, supplemental activities left with the teacher and time in the classroom that the NEP educator was not assisted by the classroom teacher (if needed). This form remains in the county files, but should be available for review during any audit process. 

5. NEP Lesson Plan for School-Based Education Using Little D’s Nutrition Expedition (NEP-007b):  This form is used to organize lesson information for each class when specifically using the Little D’s curriculum. The form allows for recording the lesson name, date, recipe prepared, supplemental activities left with the teacher and time in the classroom that the NEP educator was not assisted by the classroom teacher (if needed). This form remains in the county files, but should be available for review during any audit process. 

6. NEP Educator Monthly Calendar: This form is used to provide the state office with an itinerary of the NEP educator’s activities in a month. The calendar should be completed and sent to the NEP state office by the 5th of the same month as the calendar. There are several options to submit the calendar to the state office: (1) the NEP educator can use the GroupWise calendar and give proxy access to the state office, or (2) the NEP educator can create his/her own calendar and email/fax to the state office. This form is required to be kept on file at the state office by the Alabama Department of Human Resources. 

7. Travel Voucher: The travel voucher is used to record all NEP-related travel for the month and is submitted by the 5th day of the month following the incurred travel. The voucher is signed by the NEP educator and his/her home county supervising CEC. Once completed, the voucher is sent to the Extension District Director for signature, who will then forward the voucher to the NEP state office for processing.

8. VISA Receipt Form: This form is used to submit any receipt from a VISA purchase. One form is used per receipt. The receipt is to be attached to the form and a description of the item purchased and purpose of purchasing the item is to be listed in the appropriate space. In addition, the subcode information is to be completed. Once completed, the NEP educator should sign the form and mail to the state office ON The 10th of the month.
9. Memorandum for the Record: This form is used bi-annually to certify NEP time and effort for any employee paid 100% on NEP funds. This form is sent to all appropriate employees in April and November. 
Evaluation Forms

1. All About Students (NEP-017): This form is used to record demographic information on students in classrooms where evaluation data are collected. This form should be completed at the end of an evaluated series of classes conducted in a school classroom. The information from this form is reported on the Nutrition Evaluation Spreadsheet (NEP-009). This form remains in the county files, but should be available for review during any audit process.
2. Yummy Face written evaluation (NEP-112a): This form is the evaluation tool used to collect knowledge-based changes in second grade students. A copy of the form should be provided to each second grade student as a pre-assessment and post-assessment. Correct responses are counted for both the pre-assessment and post-assessment, and are reported on the Nutrition Evaluation Spreadsheet (NEP-009) once the series is complete. These forms remain in the county files, but should be available for review during any audit process.
3. Fruity Friends written evaluation (NEP-112b): This form is the evaluation tool used to collect knowledge-based changes in third grade students. A copy of the form should be provided to each third grade student as a pre-assessment and post-assessment. Correct responses are counted for both the pre-assessment and post-assessment, and are reported on the Nutrition Evaluation Spreadsheet (NEP-009) once the series is complete. These forms remain in the county files, but should be available for review during any audit process.
4. Professor Green Bean written evaluation (NEP-0112c): This form is the evaluation tool used to collect knowledge-based changes in fourth grade students. A copy of the form should be provided to each fourth grade student as a pre-assessment and post-assessment. Correct responses are counted for both the pre-assessment and post-assessment, and are reported on the Nutrition Evaluation Spreadsheet (NEP-009) once the series is complete. These forms remain in the county files, but should be available for review during any audit process.
5. What’s for Lunch? poster (NEP-123): This form is the evaluation tool used to collect behavior-based changes in classrooms where evaluation data are collected. This form is not available on the NEP website as it is provided directly to the NEP educators in a write-on, wipe-off poster format. The poster is displayed in the class of evaluated students one week prior to any pre-assessment or education and for one week following education and post-assessment. The NEP educator adds to the appropriate spaces the names of the students, the day of the week and school lunch menus for the five days being examined.  The students are then asked to put a mark in the column when the food has been eaten. Information on the foods eaten is provided on the Nutrition Evaluation Spreadsheet (NEP-009) once the pre- and post-assessment data have been collected. For more detailed information on completing this form, go to www.aces.edu/nep/Evaluations.php.
Forms on the S: Drive

NEP educators are required to complete monthly electronic forms on the S: drive to record NEP program accomplishments. To access the S: drive, go to My Computer, click on shared on ACESAG-SAMBA (S:), click on nep, click on nep_educators, click on appropriate county folder. These forms should be completed by the 5th day of the month following the data on the forms. For example, data for NEP activities in October are due on the electronic forms by November 5th. Once information has been entered electronically, NEP educators should print a copy of the completed monthly forms to keep in the county files for back-up purposes. Below is a list of specific forms required. 

1. Monthly Contact Report (NEP-018): This form is used to record monthly direct contacts by food stamp status, age, gender and race, as well as to record estimated indirect contacts by contact method. This information comes from the daily activity summaries for direct and indirect contacts (NEP-016 and NEP-015, respectively). 

2. Monthly School-Based Education Match Report (Time and Space) (NEP-020): This report is used to determine the salary and space match received from working in the schools. The teacher’s names, school names, and salary and benefit information are already in the form based on the salary information received from schools. To complete this form, the NEP educator will add the dimensions of the classroom space (width and length) and the time donated by the teacher for the month (Grand Total from the Teacher Monthly Time and Effort Record, NEP-019). There is an additional column each month to record any time that the NEP educator spent in the classroom without assistance from the teacher. 
3. Nutrition Evaluation Spreadsheet (NEP-009): This spreadsheet uses information from the All About Students form (NEP-017), written evaluations (Yummy Face [NEP-112a], Fruity Friends [NEP-112b] and Professor Green Bean [NEP-112c]) and the What’s for Lunch? poster (NEP-123). This spreadsheet is used to record demographics, knowledge change and lunch intake information from evaluations conducted in the classroom. 
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