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PURPOSE OF THE INSTRUCTION GUIDE
This guide is meant to accompany the PSE Details Worksheet.

You should have received an MS Excel file from MFF titled “{your agency acronym}_FY19PSE.” It
contains the list of your SNAP-Ed program sites that you identified in the Map to Healthy Living Update
Portal (M2HL Update Portal) as having a PSE initiative. Have this file open as you read through the
information below.

FORMAT OF THE INSTRUCTION GUIDE

This guide is organized by the different column sections of the PSE Details Worksheet. A general

description of the section, tips for completion, and screenshots are included.

SECTIONS OF THE PSE DETAILS WORKSHEET

Program PSE locations (Columns A — H)

This section is populated with a list of your program sites where a PSE initiative was occurring in FY19
(based on data you entered into the M2HL Update Portal). Columns A thru H contain this information.

A B C D E F G H

PSE Details for Indicators ST5, MT5, MTS, ST6, LT5, and LTE
Agency

Agency Name Code og| ID Prog Code Site/Organization name locationID Setting Domain
Calhoun ISD cisp 592 MNNCISD6 Beadle Lake Elementary 8524 school (K-12, elementary, middle, or high) Learn
Calhoun ISD CISD 592 MNNCISD6 Bellevue Elementary 1653 School (K-12, elementary, middle, or high) Learn
Calhoun ISD CISD 592 MNNCISD6 Dunlap Elementary 9399 School (K-12, elementary, middle, or high) Learn
Calhoun ISD CISD 592 MNNCISDE East Leroy Elementary 7797 school (K-12, elementary, middle, or high) Learn
Calhoun ISD CISD 592 MNNCISD6 Harrington Elementary School 1656 School (K-12, elementary, middle, or high) Learn
Calhoun ISD cisp 592 MNNCISD6 Hughes Elementary 3725 School (K-12, elementary, middle, or high) Learn
Calhoun ISD CISD 592 MNNCISD6 Lai Dawr 13351 Small food store (less than 4 registers) Shop
Calhoun ISD clsp 592 MNNCISD6 Mar Lee School 3719 School (K-12, elementary, middle, or high
Calhoun ISD CISD 592 MNNCISDE Minges Brook Elementary School
Calhoun ISD cisp 592 MNMNCISDE North Pennfield ET® — H
Calhoun ISD CIsD 592 MNNCISD& Prairieview COIumnS A = H Contaln
Calhoun ISD CISD 592 MNNCISD6 Purdy Elementary a a
Calhoun ISD CISD 592 MNNCISD6 Riverside Elementary |nf0 rmatlo na bOUt yo ur progra m
Calhoun ISD CISD 592 MNNCISD6 Town & country R B8R g
Calhoun ISD cisp 592 MNNCISD6 Union City Elementary S|te5 that have a PSE Inltlatlve
Calhoun ISD cisp 592 MNNCISD6 Valley View Elementary School Occurrlng (based on data |n the

M2HL Update Portal)




Making Changes to the List of PSE Sites

If you need to remove or add sites/organizations to the list, follow the directions below.

Removing a Site from the List

1. Select the entire row by clicking on the number of the row. The row will be highlighted as shown

below.

A B D E F G H
1 |PSE Details for Indicators ST5, MT5, MT6, ST6, LTS, and LTE
2
3 |Agency Name Agency Code Program ID Program Code Site/Organization name locationlD Setting Domain
4 |{Agency name} {Agency code} 592 MNNCISD6 Beadle Lake Elementary 8524 School (K-12, elementary, middle, or high) Learn
5 |{Agency name} {Agency code} 592 MNNCISD6 Bellevue Elementary 1653 School (K-12, elementary, middle, or high) Learn
6 |{Agency name} {Agency code} 532 MNNCISDG Dunlap Elementary 9339 School (K-12, elementary, middle, or high) Learn
7 |_{Agemcy name} {Agency code} 592 MNNCISD6 East Leroy Elementary 7797 School (K-12, elementary, middle, or high) Learn
8 |{Agency name} {Agency code} 592 MNNCISD6 Harrington Elementary School 1656 School (K-12, elementary, middle, or high) Learn

2. With the row highlighted, right click with your mouse and select “Delete” from the menu that

appears, as shown below.

3 |Agency Name Agency Code Program ID Program Code Site/Organization name locationID Setting Domain [/
4| Calibri + 11+ A AT $ ~9% 9 {Agency code} 592 MNNCISD6 Beadle Lake Elementary 8524 School (K-12, elementary, middle, or high) Learn
H = & - A R R R {Agency code} 592 MNNCISD6 Bellevue Elementary 1653 School (K-12, elementary, middle, or high) Learn
[ {Agency code} 592 MNNCISD6 Dunlap Elementary 9399 School (K-12, elementary, middle, or high) Learn
{Agency code} 592 MNNCISD6 East Leroy Elementary 7797 School (K-12, elementary, middle, or high) Learn
{Agency code} 592 MNNCISD6 Harrington Elementary School 1656 School (K-12, elementary, middle, or high) Learn
| {Agency code} 592 MNNCISD6 Hughes Elementary 3725 School (K-12, elementary, middle, or high) Learn
1 Paste Options: {Agency code} 592 MNNCISD6 Lai Dawr 13951 Small food store (less than 4 registers) Shop
1 2 {Agency code} 592 MNNCISD6 Mar Lee School 3719 School (K-12, elementary, middle, or high) Learn
1 {Agency code} 592 MNNCISD6 Minges Brook Elementary School 1658 School (K-12, elementary, middle, or high) Learn
1 Paste Special.. {Agency code} 592 MNNCISD6 North Pennfield Elementary 9401 School (K-12, elementary, middle, or high) Learn
1 Insert {Agency code} 592 MNNCISD6 Prairieview 642 School (K-12, elementary, middle, or high) Learn
1 Delete {Agency code} 592 MNNCISD6 Purdy Elementary 9400 School (K-12, elementary, middle, or high}) Learn
1 Clear Contents {Agency code} 592 MNNCISD6 Riverside Elementary 7736 School (K-12, elementary, middle, or high) Learn
1 {Agency code} 592 MNNCISD6 Town & country 13952 Small food store (less than 4 registers) Shop
1 Bl Formatcel. {Agency code} 592 MNNCISD6 Union City Elementary 3723 School (K-12, elementary, middle, or high) Learn
1 Row Height... {Agency code} 592 MNNCISD6 Valley View Elementary School 1877 School (K-12, elementary, middle, or high) Learn
2 Hide
2 Unhide
227

3. After deleting, the row will be no longer appear in the list.




Adding a Site/Organization to the List

1.

0~ e W W

=)

10
1
12
13
14
15
16
17
18
19
20
21

2.

In the next available row in the list, enter the Agency Name, Agency Code, Program ID, and

Program Code using the same naming conventions that appear in the previous rows. For
example, in the worksheet pictured below, you’'d enter “Calhoun ISD” for the Agency Name,
“CISD” for the Agency Code, “592” for the Program ID, and “MNNCISD6” for the Program Code.

Important: If you did not have any sites identified in the M2HL Update Portal with a PSE
intervention type, you will see one row that contains your Agency name, Agency code, Program

ID, and Program Code. Use this entry to enter your first site/organization having a PSE initiative.

Agency
Agency Name Code
Calhoun ISD CISD
Calhoun ISD CIsD
Calhoun ISD CisD
Calhoun ISD cIsD
Calhoun ISD CIsD
Calhoun ISD CisD
Calhoun ISD cIsD
Calhoun ISD CIsD
Calhoun ISD CIsD
Calhoun ISD cIsD
Calhoun ISD CIsD
Calhoun ISD CIsD
Calhoun ISD CisD
Calhoun ISD CISD
Calhoun ISD CIsD
Calhoun ISD CIsD

592 MNNCISD6
592 MNNCISD6
592 MNNCISDE
592 MNNCISD6
592 MNNCISD6
592 MNNCISDE
592 MNNCISD6
592 MNNCISD6
592 MNNCISD6
592 MNNCISD6
592 MNNCISD6
592 MNNCISD6
592 MNNCISDE
592 MNNCISD6
592 MNNCISD6
592 MNNCISD6

Program ID Program Code Site/Organization name

Beadle Lake Elementary
Bellevue Elementary

Dunlap Elementary

East Leroy Elementary
Harrington Elementary School
Hughes Elementary

Lai Dawr

Mar Lee School

Minges Brook Elementary School
North Pennfield Elementary
Prairieview

Purdy Elementary

Riverside Elementary

Town & country

Union City Elementary

Valley View Elementary School

locationlD Setting

8524 School (K-12, elementary, middle, or high)
1653 School (K-12, elementary, middle, or high)
9399 School (K-12, elementary, middle, or high)
7797 School (K-12, elementary, middle, or high)
1656 School (K-12, elementary, middle, or high)
3725 School (K-12, elementary, middle, or high)
13951 Small food store (less than 4 registers)
3719 School (K-12, elementary, middle, or high)
1658 School (K-12, elementary, middle, or high)
9401 School (K-12, elementary, middle, or high)
642 School (K-12, elementary, middle, or high)
9400 School (K-12, elementary, middle, or high)
7796 School (K-12, elementary, middle, or high)
13952 Small food store (less than 4 registers)
3723 School (K-12, elementary, middle, or high)
1877 School (K-12, elementary, middle, or high)

Domain
Learn
Learn
Learn
Learn
Learn
Learn
Shop
Learn
Learn
Learn
Learn
Learn
Learn
Shop
Learn
Learn

Then enter the name of the site or organization, the setting, and the domain (see list of settings
with the accompanying domain in the Appendix at the end of this guide). Make sure to type the
setting and domain exactly as they appear. If the setting is “Other,” make sure to add text to

specify what it is. You do not need to enter a location ID for sites or organizations you add to the

list.




ST5: Need and Readiness (Columns | — O)

Columns | thru O contain information related to ST5: Need and Readiness. If the ST5 indicator was
measured* as part the PSE effort for the site/organization listed—regardless of whether it was
associated with a SMART objective—complete the information in columns | — O for the row in which the
site/organization appears.

*“Measured” indicates you should be able to be report against SNAP-Ed indicators and outcome
measures.

Columns | — O contain information

related to ST5: Need and Readiness.

ST5: Need and Readiness (columns - O)

What was
If "Other" was assessed? result - Need result - Ready
selected, please (select option from Assessment Key Findings (can include for change? for change?
Assessment Name specify p menu)  Completion Date t score) (Enter Yor N} (Enter Y or N)

5T5: Nee

Column J: If “Other” was
chosen from Column I,
make sure to specify what

Column [: Select the
assessment used from the

dropdown list.
that was in Column J.

Assessment Name

If "Other" was
selected, please |

specify i

Community Walkability Checklist

CX3: Food Availability and Market Survey [Retail)
C¥3: Food Bank Survey

C¥3: Emergency Food Outlet Survey

Eat Smart in Parks

Faithful Families Assessment

Fit Business Kit Check for Health Assessment

ST5: Need and Readiness 5



For Column K, select a response from the dropdown menu.

I K |

For Column K (What was assessed?) Select one of

-ed and Readiness (col the following from the dropdown menu:

Nutrition
Physical Activity (PA)

Both nutrition and PA

What was
assessed?
(select option from ASS
dropdown menu)  Con

1+
Mutrition

Physical Activity [P4)
Both nutrition and PA

In columns L and M, enter the completion date of
the assessment, and the key findings from the
assessment. This can include the assessment

5 {columns |- O)

score.

i
i
Assessment Key Findings (can include
Completion Date assessment score) '

ST5: Need and Readiness 6



Note: Columns N and O only accept “Y” or “N” responses.

Column N: Did the results
of the assessment show

that there was a need for
change? Assessment Assessment
result - Need result - Ready

for change? for change?
(Enter ¥ or M) (Enter ¥ or M)

Enter a “Y” or “N” from Columns N and O.

ST5: Need and Readiness

Column O: Did the results
of the assessment show

that there was a readiness
for change?




MT5: Nutrition Supports (Columns P — AE)

Columns P thru AE contain information related to MT5: Nutrition Supports. If the MT5 indicator was
measured* as part the PSE effort for the site/organization listed—regardless of whether it was
associated with a SMART objective—complete the information in columns P — AE for the row in which
the site/organization appears.

*“Measured” indicates you should be able to be report against SNAP-Ed indicators and outcome

measures.
Columns P — AE contain

information related to MT5:

Nutrition Supports.

MTS: Nusrinion Sumgers foafumns # - AL
P :
| T————— K | | How o you koo | How da you 'r:-u«- iowr kv o (e
E changes  MofSymems Descriptenol  |mesymems dofPolky |EMmares for  Dieserl )
evtmisment ot Srove shanges stopted (MTS) B "Other” was selecred. | made. ogn f omumed?  |(hamges | Fysems changes |changes |Dhasges  policy changes | changes [PSE change. promotion elfforty effor change  charges)
ivetect apoon trom dropromm mesu) wlease speiidy TS| TS (TS TH oooarred? (MTS) | (MTH) TSy oommmed? (MTS] | (TS changes (MTS}  |occerved? (MTS) | (MTS)
P
- | [:1 |
Column P: Select the assessment
that drove the changes adopted
from the dropdown menu.
I
If" ;
If "Other" was C
sel
Assessment that drove changes adoptec selected, please [
select option from dro n menu SPE .
l ot prow ) P specify C
" = " Ly
Community Walkability Checklist
C¥3: Food Availability and Market Survey (Retail)
C¥3: Food Bank Survey
C¥3: Emergency Food Cutlet Survey
Eat Smart in Parks
Faithful Families Assessment
Fit Business Kit Check for Health Assessment v If you selected “Other” for Column P, make

sure to specify what that was in Column Q.

MT5: Nutrition Supports 8
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|1 50 envirasment, sysems. patcr, |esviranment Horw do you ko Hoarw o yaw. Premation Mo o you ko | Remih
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| Asvesament that drove charges adapeed (MT5) n'on-'»-mmd,'mm-kum _luf!m'-wmwl covirosment .mm" Charges wyslems thanges  thamges Changes  policy thanges thanges PSE change promation cfforts | cfforts thenge thanges]
(vetece opnon trom srapdswn mes pheate specity. | oSy TS AMTs) ‘occued? (MTS] | (MT5) AMTH occurmed? (MIS] | (MTS) Abenges (MTS)  |ocoumed? (MTS)  |[{MT3)
| - | Column R: If no environment,
systems, policy, or promotion
changes were made at the
site/organization, then
No changes made

describe the progress made
working toward changes.

If no environment, systems, policy, or promotion
efforts changes were made, describe the
progress working toward the changes

More Information:
0 If an actual PSE change for MT5 was not made during this project year, but progress was
made towards making changes, please provide a brief summary of these activities in column
R.
0 If change was made in this fiscal year, but was based on assessment results from an
assessment completed in a previous year, include the name of the asessments and the
changes in MTS5.

Note: If more than one assessment drove changes adopted for MT5, you will need to insert a row,
identify the other assessment, and copy the information in the row of the first assessment to the
newly inserted row. To do this, follow the directions below:

1. Right click on the row directly below the one that contains the assessment associated
with MT5 change and click “Insert.” This will insert a blank row beneath.

A [} = o £ 3 [} H

1 | PSE Details for Indicaters 5T3, MT3, MTE, 5T6, LT3, and LT6

591 MNNSHHSS  Kalamazoo Loaves & Fishes 8021 Food assistance site, food bank, or food par$hop

531 MMNSHHSS _ Lowe in the Name of Christ - Pullman 2660 Faith-based center/place of worshin Live
91 United ] AR Faith-hase aes of wership. Lve

Agensy

Code i Tocation Setting Damain
BHF

BHF

AHF

@ Cery
9 [f Paste Opticas:

Ll

MT5: Nutrition Supports



2. Copy the text in columns A — H by clicking on the first cell (Agency Name) and dragging
your mouse to the right to the “Domain” column. The text in all eight columns of the row

should appear as selected (in gray).
Agency

e ———
Agency Name Code og ID Program Code Site/O name locationlD Setting Domain
Bronson Health Foundation BHF 591 MNNSHHSS Kalamazoo Loaves & Fishes 8021 Food assistance site, food bank, or food paniShop
Bronson Health Foundation |BHF 591|MNNSH HS5 ‘L{NE in the Name of Christ - Pullman l 2660\ Faith-based center/place of worship ‘Uve <
Ensnn Health Foundation BHF 591 MNNSHHS5S  United Methodist Church Food Pantny 8813 Faith-based center/place of worship Live

3. With the row/columns highlighted, hover your mouse in the lower corner of the
“Domain” column for the row until you see a plus sign appear. Then click and drag your
mouse down one row to copy the information to the newly inserted row. You should see

a copy of the information from the previous row in the row you added. —\

Agency
Agency Name Code Og! ID Program Code Site/O name locationID Setting Domain
Bronson Health Foundation BHF 591 MNMNSHHSS Kalamazoo Loaves & Fishes 8021 Food assistance site, food bank, or food pani Shop
Bronson Health Foundation ‘BHF | 591|MNNSHH55 |L{wein the Name of Christ- Pullman{ 266(J|Faitl|—based center/place of worship |IJve
Bronson Health Foundation ‘BHF | 592|MNN5HHS€ |Love in the Name of Christ - Pullmani 2661|Faitl|—based center/place of worship |IJve
Bronson Health Foundation BHF 591 MNNSHHSS  United Methodist Church Food Pantny 8813 Faith-based center/place of worship Live

4. Now you can add the second assessment to the MT5 section of the worksheet for the
same site and set of MT5 changes.

In Columns S, V, Y, and AB, only enter the number of actual changes that occurred in FY19 at the
site/organization.

Make sure to enter numeric values.

AC AD AE

MTS5: Nutrition Supports (columns P - AE}

Enter data in these columns (S - AE) only g‘ MT5 change{s) made

Howdoyou |
know the Ettof
environme How do you i How do you {Promotion EDlasl:ription of  How doyou know {Reach
Description of changes lsystemsénescription of know the 1 of Policy :Description of know the policy :Efforts for promotion éthe promotion (all "
# of Environment {environment occurred? anges Esystemsn:hanges systems changes . Changes ;policy changes changes ;PSE change ;efforts changes Eel'fortsn:hange ichanges)|{
Changes (MT5)  ichanges (MT5)  (MTS) (MT5) (MT5) occurred? (MT5) |(MTS)  {(MITS) occurred? (MTS) | (MTS) {(MTs) occurred? (MT5)  [(MT5) |
More information:
0 Report counts of the actual changes that were made separately for environment, systems,
policy, and promotion.
0 Refer to the “PSE-Definition-Handout” —available in the RFP Final Report = Final Report
Resources section of the Partner Portal—for more information.
MT5: Nutrition Supports 10


https://michigannutritionnetwork.org/mnn-login/

In Columns T, W, Z, and AC, enter a description of the change(s) that occurred (environment =
Column T; systems = Column W; policy = Column Z; and promotion efforts = Column AC).

Important: If there is more than one change in a given category (e.g., if there are 2 environment
changes at the same site based on the results of one assessment), provide a description for
EACH change, and number each description. Example:

1. Atleast one vegetable is identified as the featured vegetable-of-the-day and is labeled
with a creative, descriptive name at the point of selection.
2. Avariety of mixed whole fruits are displayed in attractive baskets

You can separate each numbered description with a hard return in Excel by pressing the Alt +
Enter key on your keyboard.

MTS5: Nutrition Supports (columns P - AE}

Enter data in these columns (S - AE) only y‘ MT5 change{s) made

How do you

knowthe i#of H
environment How do you How do you éPromotion éDescription of How do you know :Reach
Description of changes {# of Systems | Description of know the 1 of Policy =De.r;a:riptiun of know the policy {Efforts for =pmmotiml ithe promotion (all "
# of Environment {environment occurred? é(:hanges y changes sy changes Changes :policy changes changes PSE change :efforts changes forts change {
Changes (MT5)  ichanges (MT5) (MT5) (MT5) (MT5) occurred? (MT5) | (MT5) {{MT5) occurred? (MTS) {(MT5) {(MT5) occurred? (MT5)  {(MT5) {

More information:
0 Provide a desciption of actual changes that were made separately for environment, systems,
policy, and promotion.
0 Refer to the “PSE-Definition-Handout” —available in the RFP Final Report = Final Report
Resources section of the Partner Portal—for more information.

MT5: Nutrition Supports 11
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In Columns U, X, AA, and AD, enter an explanation for how you know the change(s) occurred
(environment = Column U; systems = Column X; policy = Column AA; and promotion efforts =
Column AD).

Important: If there is more than one change in a given category (e.g., if there are 2 environment
changes), provide an explanation for EACH change, and number each explanation. For ex.:

1. Direct Observation
2. Photographic Evidence

Make sure the numbers coincide with the description numbers in the preceding column.

You can separate each numbered explanation with a hard return in Excel by pressing the Alt +
Enter key on your keyboard.

AC AD AE

MT5: Nutrition Supports (columns P - AE)

Enter data in these columns (S - AE) only D‘ MTS5 change(s) made

How do you

knowthe | : Hof _ _
environment How do you How do you éPromotion éDescription of How do you know Reach
Description of changes i# of Systems :Description of know the # of Policy EDescription of know the policy |Efforts for Epromotion ithe promotion E(all n
# of Environment {environment occurred? é(:hanges ésystems changes :systems changes Changes policy changes changes PSE change :efforts changes changes)|{
Changes (MT5)  ichanges (MT5) (MT5) {(MT5) {(MT5) occurred? (MT5) (MT5) i(MTs) occurred? (MT5) : (MT5) i(MT5) (mTs) |

More information:
For each PSE change reported, please report how you documented that change. Evidence for an
adopted change include:
0 Direct Observation: visual confirmation that the change was made
Photographic Evidence: taking a picture of the adopted change
Interviews: interviews with site personnel to confirm uptake of the PSE change
Policy adoption: a written policy was adopted by a governing body with that authority
Written process or practice: a new way of doing business was documented

O O 0O

MT5: Nutrition Supports 12



AE

Reach
(all

changes)
(MT5)

MT5: Nutrition Supports

In Column AE, enter the
estimated number of people
who are expected to routinely

encounter, and therefore
benefit, from all the MT5
change(s) at the site.

13



MT6: Physical Activity and Reduced Sedentary Behavior Supports (Columns AF — AU)

Columns AF thru AU contain information related to MT6: Physical Activity and Reduced Sedentary
Behavior Supports. If the MT6 indicator was measured* as part the PSE effort for the site/organization
listed—regardless of whether it was associated with a SMART objective—complete the information in
columns AF — AU for the row in which the site/organization appears.

*“Measured” indicates you should be able to be report against SNAP-Ed indicators and outcome
measures.

Columns AF — AU contain information related
to MT6: Physical Activity and Reduced

Sedentary Behavior Supports.

o changes mece l .

. . o

[ oo [ astedial Mo g0 wnow e

i the s he ouscw |t omatios

jrat |emronmenn | [ romesm |he paicy | Pramedes et .

Aunevumens thas e chasges adoped e ervsmener. wpssema. policy. o1 Ervrmemers Ihanges (Bl Sems |danges  Eel buiey [ehamges | Effta g e 11
T - Deer” wan selerted. | - I - |eowrea?  |Changes | Deserigtion of systerm (ol Changes | Drscription of poticy (et P chamge Doeirptn of promstios  scowred! | dhangen)
[smtmd ot Y, b please peify [t progress warking trward the changes [ |ehmges {WATS) |y Ll chamges (M8} narey MTS] changes giTl) LU forts chasget (M18) (marar s

Column AF: Select the
assessment that drove the

changes adopted from the
dropdown menu.

If "Other" was |
selected, please

Assessment that drove changes adopted
(MT6)

(select option from dropdown menu) specif'gr ‘
I
)
Community Walkability Checklist selected, please
C¥X3: Food Availability and Market Survey [Retail) specify

C¥3: Food Bank Survey

CX3: Emergency Food Outlet Survey
Eat Smart in Parks

Faithful Families Assessment

Fit Business Kit Check for Health Assessment e Uy you SeleE e RO ST RICHE T ot 5L

sure to specify what that was in Column AG.

MT6: Physical Activity and Reduced Sedentary Behavior Supports 14
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] pleane pefy e progrens warking trward the dhanges. TS Ehimges {WT6) |orey s | chamges TS} 'm TH) Ahangrs (W18) LU Morts changes (MT8) ey ey
AH

Column AH: If no environment,
systems, policy, or promotion
changes were made at the

No changes made site/organization, then
describe the progress made
working toward changes.

If no environment, systems, policy, or
promotion efforts changes were made,
describe the progress working toward the
changes

More information:
0 If an actual PSE change for MT6 was not made during this project year, but progress was
made towards making changes, please provide a brief summary of these activities in column
AH.
0 If change was made in this fiscal year, but was based on assessment reuslts from an
assessment in previous years, include the name of the assessment and the changes in MT5.

Note: If more than one assessment drove changes adopted for MT6, you will need to insert a row,
identify the other assessment, and copy the information in the row of the first assessment to the
newly inserted row. To do this, follow the directions below:

1. Right click on the row directly below the one that contains the assessment associated
with MT6 and click “Insert.” This will insert a blank row beneath.

A 1 c o E E &

% |PSE Detalls for indicators 5T3, MT3, MT6, STE, LTS, and LTE

Agency.

Code Program i) Program Code: SitefOnganization name locationiD Setting Domain
BHF 591 MNNSHHSS  Kalamazoo Loaves & Fishes 8021 Food assistance site. food bank, or food pan'Shop
iy 501 MNNSNMSS  Love in the Name of Cheigt - Bullman 2680 Faith-Basad conten/place ef woriy Lo
aHE 591 MNNSHHSS BE13 Faith: ree
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2. Copy the text in columns A — H by clicking on the first cell (Agency Name) and dragging
your mouse to the right to the “Domain” column. The text in all eight columns of the row
should appear as selected (in gray).

Agency

Agency Name Code og ID Program Code Site/O ization name locationlD Setting Domain
Bronson Health Foundation BHF 591 MNNSHHSS Kalamazoo Loaves & Fishes 8021 Food assistance site, food bank, or food paniShop
Bronson Health Foundation |BHF ‘ 591|MNNSH HS5 ‘L{NE in the Name of Christ - Pullman l 2660\ Faith-based center/place of worship ‘Uve
~nson Health Foundation BHF 591 MNNSHHS5S  United Methodist Church Food Pantny 8813 Faith-based center/place of worship Live

3. With the row/columns highlighted, hover your mouse in the lower corner of the
“Domain” column for the row until you see a plus sign appear. Then click and drag your
mouse down one row to copy the information to the newly inserted row. You should see

a copy of the information from the previous row in the row you added. _\

Agency
Agency Name Code og! ID Program Code Site/O ization name locationID Setting Domain
Bronson Health Foundation BHF 591 MNNSHHSS Kalamazoo Loaves & Fishes 8021 Food assistance site, food bank, or food pani Shop
Bronson Health Foundation ‘BHF | 591| MNNSHHSS |L{we in the Name of Christ - Pullman { 2660| Faith-based center/place of worship |Ijve
Bronson Health Foundation ‘BHF | 592| MNNSHHSG |Lmre in the Name of Christ - Pullman 4 2661| Faith-based center/place of worship |IJve
Bronson Health Foundation BHF 591 MNNSHHSS  United Methodist Church Food Pantry 8813 Faith-based center/place of worship Live

4. Now you can add the second assessment to the MT6 section of the worksheet for the
same site and set of MT6 changes.

In Columns Al, AL, AO, and AR, only enter the number of actual changes that occurred in FY19 at
the site/organization.

Make sure to enter numeric values.

- Al [ S - | AM | an | a0 | Ap | AQ AR AS AT AU

MTé: Physical Activity and Reduced Sedentary Behavior Supperts (columns AF - AU)

Enter data in these columns (Al - AU) only if MT6 change(s) made
: : How do
: E £ you know
How doyou | How do you ‘How do the
knowthe : knowthe : : iyou know :#of promotion
#of environment: : systems - : ithe policy ‘Promotion efforts
Environment changes  i#of Systems ! changes  #of Policy! ichanges | Efforts for changes  iReach (all
Changes iption of envi iChanges  :Desaription of systems. iChanges :Description of policy : hangy iption of i :
(MT6) changes (MT6) (MTe) {(MT6) ichanges (MT6) (MT6) i(MT6)  ichanges (MT6) i(MT6) (MTe) efforts changes (MT6) (MTe) (MTe)

More information:
0 Report counts of the actual changes that were made separately for environment, systems,
policy, and promotion.
0 Refer to the “PSE-Definition-Handout” —available in the RFP Final Report = Final Report
Resources section of the Partner Portal—for more information.
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In Columns AJ, AM, AP, and AS, enter a description of the change(s) that occurred (environment
= Column AJ; systems = Column AM; policy = Column AP; and promotion efforts = Column AS).

Important: If there is more than one change in a given category (e.g., if there are 2 environment
changes at the same site based on results of one assessment), provide a description for EACH
change, and number each description. For ex.:

1. Made a large variety of portable play equipment available.
2. Site now provides preschoolers with at least 120 min of active play time per day.

You can separate each numbered description with a hard return in Excel by pressing the Alt +
Enter key on your keyboard.

| A Al A | oA | AM | aN | a0 | AP | A | AS AT | o |

MTé: Physical Activity and Reduced Sedentary Behavior Supports (columns AF - AU)

How do
: : E £ £ you know
How doyou : H How doyou H iHow do the
knowthe : knowthe : : iyouknow #of promotion
#of environment' systems ‘the policy :Promotion efforts
Environment changes  i#of Systems changes  #of Policy ichanges :Efforts for changes  Reach (all
‘Changes iption of envi ichanges  : iption of systems ichanges ! iption of policy hang ion of p i i
(MT6) changes (MT6) (MTe) i(MT6) ichanges (MT6) (MT6) :(MT6)  :changes (MT6) i(MT6)  {(MT6) efforts changes (MT6) (MT6) (MT6)

More information:
0 Provide a desciption of actual changes that were made separately for environment, systems,

policy, and promotion.
0 Refer to the “PSE-Definition-Handout” —available in the RFP Final Report = Final Report
Resources section of the Partner Portal—for more information.
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https://michigannutritionnetwork.org/mnn-login/

In Columns AK, AN, AQ, and AT, enter an explanation for how you know the change(s) occurred
(environment = Column AK; systems = Column AN; policy = Column AQ; and promotion efforts =
Column AT).

Important: If there is more than one change in a given category (e.g., if there are 2 environment
changes), provide an explanation for EACH change, and number each explanation. For ex.:

1. Photographic Evidence
2. Staff Interview

Make sure the numbers coincide with the description numbers in the preceding column.

You can separate each numbered explanation with a hard return in Excel by pressing the Alt +
Enter key on your keyboard.

A Al A | oA | AM | aN | a0 | Ap | aa AR AS AT AU |

MTé: Physical Activity and Reduced Sedentary Behavior Supports (columns AF - AU)

How do
: : E £ £ you know
Howdoyou : H How doyou | H {How do the
knowthe : knowthe : : iyouknow #of promotion
#of environment' systems ‘the policy :Promotion efforts
Environment changes  i#of Systems changes  #of Policy ichanges :Efforts for changes  Reach (all
‘Changes iption of envi ichanges  : iption of systems ichanges ! iption of policy hang iption of p i i
(MT6) changes (MT6) (MTe) i(MT6) ichanges (MT6) (MT6) :(MT6)  :changes (MT6) i(MT6)  {(MT6) efforts changes (MT6) (MT6) (MT6)

More information:
For each PSE change reported, please report how you documented that change. Evidence for an
adopted change include:
0 Direct Observation: visual confirmation that the change was made
Photographic Evidence: taking a picture of the adopted change
Interviews: interviews with site personnel to confirm uptake of the PSE change
Policy adoption: a written policy was adopted by a governing body with that authority
Written process or practice: a new way of doing business was documented

O O 0O
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Al

Reach (all
changes)
(MT6)

In Column AU, enter the
estimated number of people
who are expected to routinely

encounter, and therefore
benefit, from all the MT6
change(s) at the site.

MT6: Physical Activity and Reduced Sedentary Behavior Supports
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ST6: Champions (Columns AV — BB)

Columns AV thru BB contain information related to ST6: Champions. If the ST6 indicator was measured*
as part the PSE effort for the site/organization listed—regardless of whether it was associated with a
SMART objective—complete the information in columns AV — BB for the row in which the
site/organization appears.

*“Measured” indicates you should be able to be report against SNAP-Ed indicators and outcome
measures.

- Enter the number of champions at the site/organization by role (columns AV — BA).

- Enter a description of the champion activities and accomplishments in column BB.

AV AW AX AY A7 BA BB

5T6: Champions {columns AV - BB)

Champion Roles (enter the total number of champions by role)

# of i of staff/
i of Parent/ | Community  Service # of Community # of Local
# Youth Caregiver member provider ileader/Decision icelebrity |Champion activities and
champions ichampions champions (champions imaker champions |champions [accomplishments

\ }

Enter the champion
activities and
accomplishments in
Column BB.

In Columns AV — BA, enter the

number of champions at the site by
role.

See the Interpretive Guide to the SNAP-Ed Evaluation Framework for examples of the different types of
champions.

ST6: Champions 20
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LT5: Nutrition Supports Implementation and Effectiveness (columns BC - BM)

Columns BC thru BM contain information related to LT5: Nutrition Supports Implementation and
Effectiveness. Only complete section LT5 if you reported at least one environment, systems, policy, or
promotion effort change for MT5 within the past 3 years for the site/organization listed. Please note
that columns BC thru BF pertain to implementation while BG thru BM refer to effectiveness assessment.
For LTS, it is not required to report on both implementation (BC-BF) and effectiveness (BG-BM)
indicators. (see below for more information)

Complete Columns BC — BM if you reported at least one environment,

systems, policy, or promotion effort change for MT5 within the past 3 years

BC | BD | BE BF | BG | BH B B BK BL BM
LT5: Nutrition Supports Implementation and Effectiveness (columns BC - BM)
Note: Compiete for a site only if you reported at least one i Y policy, orp ion efforts change for MT5 within the past 3 years
LTS5 Imp ion: Pragram Comp
{mark an *x * for each program component that occurred at the site) LTS5 Effectiveness: Assessment
Staff training on Do pre to post-
i i continuous §Il "Other" was ;assessment

Evidence- ;Panent,,r program and iselected as iPre Pre Post Post ;results indicate |l
based ‘community policy Name of Assessment Tool used to identify 1A E A A A fimpi 2 |
education ! {invol impl ation |PSE initiatives at site iplease specify iDate Results {Date Results {{Enter ¥ or ) '

LA

BE BF ,

Note: Complete for a site only if y

LT5 Implementation: Program Components
{mark an “x * for each program component that occurred at the site) Columns BC — BF contain the implementation

information. For LT5: implementation, note the
program components that you used to support the
implementation of policy, systems, environmental,

Staff training on and promotion changes at the site/organization.

continuous These components are known to be important to
Evidence- Parent/ program and achievement of long-term positive outcomes.
based community policy

education iMarketing iinvolvement implementation

In Columns BC — BF, mark an “X” in the cell if the program
component occurred at the site. Program components include:
Evidence-based education

Marketing

Parent/community involvement

Staff training on continuous program and policy
implementation

LT5: Nutrition Supports Implementation and Effectiveness 21



Columns BR — BX contain the effectiveness information. At the environmental level, effectiveness
is defined as, and is measured by, improvements in the food environment and/or organizational
changes, policies, rules, marketing, and access that make healthy choices easier. Increased

environmental assessment scores or other findings provide objective, systematic evidence of
documented environment-level improvements.

BC | BD | BE BF EG | BH | B | BL BM
LT5: Nutrition Supports Imple ation and Effectil (columns BC - BM)
Note: Complete for a site only if you reported at least one Y policy, or p efforts change for MT5 within the past 2 years
LT5 Imple tion: Prog Comp ts
(mark an " x " for each program component that occurred at the site) LTS Effectiveness: Assessment
Staff training on H Do pre to post-
H continuous If "Other" was H i H assessment
Evidence- | Parent/ program and iselected as iPre Pre {Post iPost results indicate ||
based g community policy Name of Assessment Tool used to identify 1A b A A A impi 2 |
education :Marketing {involvement !implementation |PSE initiatives at site :please specify iDate Results {Date :Results (Enter Y or N} '

| BG l

LT5: Nutrition Supports Implementation and Effe
you reported at least one environment, systems, po

If"C
sele
Mame of Assessment Tool used to identify [ Asse
PSE initiatives at site plea
-
Community Walkability Checklist
(C¥3: Food Availability and Market Survey [Retail)
(C¥3: Food Bank Survey
C¥3: Emergency Food Outlet Survey
Eat Smart in Parks
Faithful Families Assessment
Fit i
0 B ele e hame o e
asse s 00 3 3 ed to ide e
P a es 3 e e Tro e dropdo

LT5: Nutrition Supports Implementation and Effectiveness

d Effectiveness {column
ns, policy, or promotiol

LT5 Effectiver

If "Other" was

selected as I
Assessment, i
please specify [

If “Other” was selected in

Column BG, make sure to
specify what is was in
Column BH.
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BM

BC | BD | BE BF | BG BH | B B BK BL
LT5: Nutrition Supports Implementation and Effectiveness (columns BC - BM)
Note: Complete for a site only if you reported at least one ii ¥ policy, or p. efforts change for MT5 within the past 3 years
175 ion: Pragram Comp

P
{mari an *x * for each program component that cccurred at the site)

Staff training on

;Il "Other" was

LTS5 Effectiveness: Assessment

Do pre to post-

results indicate

continuous
Evidence- | {Parent/ program and iselected as Pre Pre Post
based | {community  policy Name of Assessment Tool used to identify  :A s iA A A
education : keting :invol impl ation |PSE initiatives at site :please specify :Date Results iDate Results
| | | | |
mns BC - BM)

on efforts change for MTS within the past 3 years

eness: Assessment
[
Pre Pre Post Post I
Assessment | Assessment (Assessment (Assessment i
Date Results Date Results |

In Columns BI - BL, enter the pre assessment date, pre assessment
results, post assessment date, and post assessment results. If the

assessment result was a score, enter the score. If the result was
not a score, enter a brief description of the results.

More information:

p z
(Enter Y or N)

0 The pre assessment should have been done as part of determining needs or readiness for ST5
and repeated to assess LT5 effectiveness.

0 Pre and post assessment results may be an actual score if one was produced by the

assessment tool. In other cases, provide a brief narrative description of the assessment’s

findings.

LT5: Nutrition Supports Implementation and Effectiveness
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=1

Do pre to post-
assessment
results indicate
improvement?
(Enter ¥ or M)

More information:

In Column BM, enter
whether or not the
assessment results from
the pre to post assessment
indicate there was an
improvement. Enter a “Y”

for yes, or a “N” for no.

0 Enter “Y” if the change between pre and post assessment indicated an improvement.
0 Enter “N” if their was no positive change in the assessment’s results from pre to post

assessment.

LT5: Nutrition Supports Implementation and Effectiveness
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LT6: Physical Activity Supports Implementation and Effectiveness (columns BN - BX)

Columns BN thru BX contain information related to LT6: Physical Activity Supports Implementation and
Effectiveness. Only complete section LT6 if you reported at least one environment, systems, policy, or
promotion effort change for MT6 within the past 3 years for the site/organization listed. Please note
that columns BN thru BQ pertain to implementation while BR thru BX refer to effectiveness assessment.
For LT6, it is not required to report on both implementation (BN-BQ) and effectiveness (BR-BX)
indicators. (see below for more information)

Complete Columns BN — BX if you reported at least one environment, systems,

policy, or promotion effort change for MT6 within the past 3 years

BN BO BP | BQ | BR | BS BT | BU BV Bw | BX

LT6: Physical Activity Suppaorts Imple on and Effectil (columns BN - BX)
Note: Complete for a site only if you reported at least one environment, systems, policy, or promotion efforts change for MT6 within the past 3 years

LT6 Implentation: Program Components
{mark an * x * for each program component that occurred at the site) LTé Effectiveness: Assessment

Staff training on

1 "Other” was Does higher post
Evidence- Parent/ program and selected as Pre Pre Post Post score indicate
based community ipolicy Name of Assessment Tool used to identify A , please A A A imp ?
education |Marketing i i PSE initiati at site specify Date Results Date Results (Enter Y or N}

LA

| BP | BQ

Note: Complete for a site only if y

LT6 Implentation: Program Components Columns BN — BQ contain the implementation
(markan ®’’for each program camponent that accurred at the site) information. For LT6: implementation, note the
program components that you used to support the
implementation of policy, systems, environmental,

Staff training on and promotional changes at the site/organization.

continuous These components are known to be important to
Evidence- Parent/ program and achievement of long-term positive outcomes.
based community ipolicy I

education iMarketing involvement implementation

In Columns BN — BQ, mark an “X” in the cell if the program
component occurred at the site. Program components include:
Evidence-based education
Marketing
Parent/community involvement

Staff training on continuous program and policy
implementation
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Columns BR — BX contain the effectiveness information. At the environmental level, effectiveness
is defined as, and is measured by, improvements in the food environment and/or organizational
changes, policies, rules, marketing, and access that make healthy choices easier. Increased

environmental assessment scores or other findings provide objective, systematic evidence of
documented environment-level improvements.

BN BO BP BQ BR BS

| BU BV BW BX

LT6: Physical Activity Supports Implementation and Effectiveness (cofumns BN - BX)
Note: Complete for a site only i i i

LT& Implentation: Program Components
{mark an " x " for each program component that occurred at the site) LT6 Effectiveness: Assessment

Staff training on

continuous If "Other" was i Does higher post
Evidence- Parent/ program and selected as iPre Pre Post Post score indicate
based community  policy Name of Assessment Tool used to identify (A , please A A A A imp ?
di Marketing invol impl ion |PSE initiatives at site specify iDate Results Date Results (Enter ¥ or N}
BR
1

' BS
| |
LTa: Physical Activity Supports Implementation a
you reported at least one environment, systems, p

on and Effectiveness {colu

ns, policy, or promotion e,
LT6 Effectiven
If = n n
If "Other" was
sel
. . selected as |
Mame of Assessment Tool used to identify Ass
L . Assessment, please
PSE initiatives at site Spe :
specify |
-
Community Walkability Checklist
CX3: Food Availability and Market Survey [Retail)
CX¥3: Food Bank Survey
CX¥3: Emergency Food QOutlet Survey
Eat Smart in Parks
Faithful Families Assessment
Fit Busi
If “Other” was selected in
0 BR, sele e name or the Column BR, make sure to
asse ent tool that wa ed to ide € specify what is was in
P atives at the site fro SHelefelefe Column BS.
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BN | BO | BP | BQ BR BS BT BU BV BW BX

LTe&: Physical Activity Supports Implementation and Effectiveness (columns BN - BX)
Note: Complete for a site only if you reporied at least one environment, systems, policy, or promotion efforts change for MT6 within the post 3 years

LT6 Implentation: Program Components

(mark an " x " for each program component that occurred at the site) LT6 Effectiveness: Assessment

iStaff training on

0 0 icontinuous If "Other" was i[}oes higher post
Evidence- | iparent/ iprogram and selected as Pre Post Post ;54:0[9 indicate
based icommunity ipolicy Name of Assessment Tool used to identify please p ?
education :Marketing !involvement {implementation |PSE initiatives at site specify Date iResults Date Results j{Enter Yor N)
ET EU BV BW

lumns BN - BX)
1 efforts change for MT6 within the past 3 vears

‘ness: Assessment

Pre Pre Post Post i
Assessment: Assessment (Assessment (Assessment §
Date Results Date Results [

In Columns BT - BW, enter the pre assessment date, pre
assessment results, post assessment date, and post assessment

results. If the assessment result was a score, enter the score. If the
result was not a score, enter a brief description of the results.

More information:
0 The pre assessment should have been done as part of determining needs or readiness for ST5
and repeated to assess LT6 effectiveness.
0 Pre and post Assessment results may be an actual score if one was produced by the
assessment tool. In other cases, provide a brief narrative description of the assessment’s
findings.
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Bx

In Column BX, enter
whether or not the
assessment results from
the pre to post assessment
indicate there was an
improvement. Enter a “Y”

Does higher post
score indicate

improvement?
(Enter ¥ or M)

for yes, or a “N” for no.

More information:

0 Enter “Y” if the change between pre and post assessment indicated an improvement.
0 Enter “N” if their was no positive change in the assessment’s results from pre to post
assessment.

LT6: Physical Activity Supports Implementation and Effectiveness
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WHAT TO DO WHEN YOU ARE DONE

When you have completed the workbook, make sure it is saved somewhere so that you can upload it to

the RFP Final Report section of the MINN Partner Portal (see screen shot below). The due date for its
submission is October 21%. Do not change the name of the file.

FY19 PSE Details Worksheet

Please complete the following information:

Name * Email *

First Mame Lazt Mame

Organization *

Upload PSE Details Worksheet file:

Choose File JRI=Egl=XelT]

Only xlsx files are accepted

Submit Form

What to Do When You Are Done

4k
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APPENDIX: DOMAINS AND SETTINGS
Domain: Eat
Settings in Eat:

e Congregate meal site/senior nutrition center
e Fast food chain

e Mobile vending/food truck

e Restaurant

e Soup kitchen

e USDA Summer Meals site

e Other places people go to eat

Domain: Learn
Settings in Learn:

e Before- or after-school program

e Early care and education facility

e MSU Extension office

e Family resource center

e Llibrary

e Mobile education site

e School (K-12, elementary, middle, or high)
e School (college or university)

e  WICclinic

e Other places people go to learn

Domain: Live
Settings in Live:

e Emergency shelter/temporary housing site

e Faith-based center/place of worship

e Health care clinic or hospital

e Indian reservation

e Individual home or public housing site

e Group living arrangement/residential treatment center
e Other settings where people live or live nearby

Domain: Play

Settings in Play:

Appendix
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Community or recreation center
Garden (community/school)
Park/open space

State/county fairgrounds
Trail/bicycle/walking path

Other places where people go to play

Domain: Shop

Settings in Shop:

Farmers market

Food assistance site, food bank, or food pantry
FDPIR distribution sites

Small food store (less than 4 registers)

Large food stores or retailer (4+ registers)

Other places people go to shop for or access food

Domain: Work

Settings in Work:

Adult ed/job training/veteran services site
Military base

MDHHS/SNAP office

Work site with low-wage workers

Other places people go to work

Appendix
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