Instructions on how to use the Evaluation Tools Manuals
Adoption of the VENA guidance philosophy requires changing processes and techniques to achieve the overall goal of VENA.  As part of the VENA initiative performance evaluations must reflect evaluation and feedback for the skills required by the VENA initiative. This material seeks to assist both supervisors and staff in identifying, internalizing and measuring skills which are required by the VENA initiative.     Identification of what the manuals are and how to use is described below:

There are four manuals available for developing competency evaluations for WIC personnel.  Two workbooks relate to supervisors, two relate to staff competency development.  The purpose of these manuals is to assist supervisors/staff identify how competency behavior will be demonstrated on the job.  The Appendix D in the VENA Guidance document clearly specifies the statement of competencies expected; the knowledge required for that competency; and what performance is expected to demonstrate the ability to do the competence.  Specifically of the competencies specified on page 30 of appendix D a section of #2, Nutrition assessment process related to managing a positive outcome approach; #4,5,6 ; Communication, Multicultural awareness, Critical thinking are appropriate to use these workbooks for to clearly define expectations.   The workbooks assist in translating performance into observable actions.  
1. Instructors Manual for Supervisor Workbook- identified by the note “approximate time 1:30” on front cover. This manual is to be used as a tool to identify behavioral skills required in the VENA competencies and incorporate those skills into performance evaluations. The workbook is arranged as a train the trainer format to assist a trainer or the supervisor themselves follow  steps to build competency evaluation behaviors.  These behaviors- what is often termed soft skills- will be translated into observable quantifiable actions which can be incorporated into performance evaluations.  Strategies are also included to assist in providing feedback on the demonstration of these skills and to assist with the development of skills for WIC personnel.  

2. Workshop for Supervisors – this workbook is used by the supervisors/managers to develop what behaviors they will expect of staff and ways which staff can demonstrate their grasp of the behavior and use of VENA guidance approach to nutrition assessment.
The next set of workbooks are to be used by staff to translate the observable actions identified by their supervisor manager for each competency and go the further step of asking staff to quantify how they will demonstrate these actions to convey the mastery of these competencies.  This active involvement will facilitate “staff buy in” and actually teach staff what is expected of them to meet the performance expectations of their supervisor and WIC for the VENA initiatives.  


1. Instructor’s manual for Workshop for Staff- identified by the note “approximate time 1:30” on front cover. This is the workbook which should be used by the supervisor/manager to lead the WIC staff in specifying how they will demonstrate the actions specified by their supervisor as demonstration of competencies required for to complete the VENA initiative.

2. Workshop for Staff – this workbook is used by the staff themselves to identify how they will demonstrate actions to convey master of the VENA competencies.
