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Leveraging the Training
to Establish Goals:

- Effectively utilizing breakout sessions

- Using the Topic Worksheets

+ Using the Action Plan

« How to set goals - using SMART goals
for your affiliate
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Policies and Procedures.

0 When are they usually update, and what is the process?
«  Thisisbulltintoa position description
+  Everyone helps update sections relevant ta them

Q- Why are they not regularly utilized?
Lack of understanding of how to use them
Mayhe out of date or dan't apply
Lack of continuity
Conflicting infarmation

Q: What are some first steps your affiliate could take 1o make these decuments mare useful?
. ‘board on what we and what they are at initial meeting
+  Creating a better farmat and including more infarmation

Q: What could your affiliate leadership do to integrate these documents inta planning for the year?

Position Descriptions

Q: When are they ususlly update, and what is the process?
+  Thisisbuiltintoa pasition description
+  Everyane helps update pasitions relevant to them

Q: Why are they not regularly utilized?
*  Maybe out of date or don't apply
+  Lack of continuity
*  Conflicting information
+  Not encugh information to be useful in office

Q: What are some first steps your afiil Id take to make more useful?
*  Use position asa for after a volunteer starts
«  Creating a better format and including more infarmation

Q: What could your affiiate leadership do to integrate these documents inta evaluating programs/needs?

Organizational Chart/Structure

Q: When is It usually update, and what s the process?
« This is built intoa pasition description
« The Executive Director updates and lracks.

Q: How is it utilized?
+  Website for public and members
* Training and erientation documents for volunteers

Q: What are some first steps your affiliate could take to make this documents mare useful?
+  Ensure it is up to date and reflects how positians repart inta each ather
« Creating a better format and including more infarmation

Q: What could your affiliate i his

Meeting Agendas and Minutes

Q: How are sgendas created?
*  Reports submitted — timeline established
»  Useof consent and warking agenda
®  MNotes taken within working agenda for minutes

Q: Why are they not regularly utilzed?
®  Lack of understanding of how to use them

= Lack of engagement in reading materials bef i and
*  Confusion of board responsibility - why da | need ta read this and be prepared?

Q: What are some first steps your affiliate could take ta make these documents more useful?
s Educate the board an their responsibility and importance of meeting preparation
*  Creating a better format.
®  Having a consistent timeline for submitting reports and getting agendas out for review

Q: What could your affiliate leadership do to effectively track activities/ideas that come out of meetings?

Strategic Plan

@ When is it usually update, and what is the process?
#  This is built into a position description
*  Committee s formed and tasked with this

@ Why is the strategic plan not regularly utilized?
»  Lack of understanding of how to use it
»  Maybe cut of date or doesn't apply
*  Lack of continuity
«  Conflicting i

Educate the board on what the plan is and which parts are their respansibility
Creating a better format and including more infarmation

Yearly planning s set using the strategic plan

Implementing tracking of activities on a regular basis

: What are some first steps your affiliate could take ta make this documents more useful?
.
.
»  Educate diffe plan versus your of activities

Q: What cauld your affiliate leadership do to integrate the strategic plan inta planning for the year?

10.
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Active Listening Virtually

- Eliminate your supportive
language - Mmm, uh-huh, oh, etc.

+ Close programs with pop up
notifications

« Put your phone across the room

+ Be concise with feedback and
allow others to participate )

- Introduce yourself when talking

+ Include all participants - who
hasn't spoken yet?

« Get comfortable with silence -

give people time to process
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Worksheets

Topic
Worksheets

Action Plan

You won't remember everything - write
things down as you go. Then take time
to further reflect and refine
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Topic Worksheets

There is a set of questions for each
topic - all questions are the same

.em Academy of Nutrition
right. andDietetics

Topic #1 Brainstorming: Affiliate Operations Basics

_Ba:e_d_m\lrle topics |_:|_is_t_uss=d_ i_n lhis_seg_n_s_em, \_uh_al_ are gh_lngs your _aﬂ_iliate__l: dain_(y_mll_?

What things does your affiliate know it needs to work on?

Use to organize and flesh out
your thoughts after each
session/day

17.
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You won't remember everything - write
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Action Plan

Each Topic has a section to establish
goals and assign responsibility

Academy of Nutrition
e y
rigm. and Dietetics

President Elect Action Plan

After each topic presented you were given time to create an action plan for you are president of your affiliate based on your affiliate’s specific strategic plan.
Take the information gathered in each topic to ereate short, mid-term, and long term goals to supplement the strategic plan

Affiliate Operations Basics
Shart Term (0-6 months)

[Topic #1

Mid-Term (7-12 months) Long Term (13 years) Lead Position(s)

Utilize after the training to refine
your goals and prioritize your ideas
based on affiliate needs
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Goals for 2022

Your ideas are a starting point - bring
back to your leaders for refinement
and discussion

—

Keep in mind three key factors:
Establish a Timeline
Resources Needed

Delegating Tasks

22.



S - Specific

The key is to start with a specific goal
using the 5 W questions




Goals for 2022

Your ideas are a starting point - bring
back to your leaders for refinement
and discussion

—

Keep in mind three key factors:
Establish a Timeline
Resources Needed

Delegating Tasks

24.



