Living Healthy Policies and Procedures April 2010-April 2012

Maintaining Active Status as a Lay Leader: In order to maintain active status as a lay leader,
individuals must teach at least one class and attend at least one refresher meeting per year.
Additionally, lay leaders must agree to maintain program fidelity and to accept random fidelity
monitoring.

Dismissal of Lay Leaders: Lay leaders may be dismissed at the discretion of the Living Healthy
program coordinator. Upon dismissal, lay leaders must turn in all materials and must purchase
a license or refrain from teaching the course or any parts of the course. Lay leaders may be
dismissed based on fidelity monitoring feedback, reports of inappropriate behavior, lack of
communication, noncompliance with policies and procedures, and/or the discretion of the
Master Trainers, Living Healthy coordinator and Director of the Northwest Piedmont Area
Agency on Aging.

Scheduling of Classes: Due to the limited number of classes allowed by our license, all classes
must be scheduled through the Living Healthy coordinator. Because classes may not be held in
the same location twice, lay leaders are encouraged to scout out new locations. Lay leaders are
welcome to state their preferences for class locations and times. Classes may be tentatively
scheduled out as far as 8 months. Lay leaders are asked to commit to a class date and time
during the planning phase. Lay leaders must contact the Living Healthy coordinator
immediately upon discovery of conflicts with future scheduled classes. Classes may only be
rescheduled if the class is more than 2 months in the future, if less than 6 individuals have
signed up for a class, or if there is a lay leader emergency and no substitute teacher is available.

Substitute Lay Leaders: If lay leaders cannot maintain a commitment to a particular class, it is
important to know who is responsible for finding a replacement leader. If the class is more
than a month away, the lay leader should contact the Living Healthy coordinator; the Living
Healthy coordinator will then attempt to find a substitute. If the class is less than a month
away or if the lay leader needs a substitute for a week during the class, the lay leader should
contact the Living Healthy coordinator; the lay leader will be responsible for contacting the
standby lay leader.

Inclement Weather: In the event that there is inclement weather, lay leaders and participants
should follow the decision of the school system for the county in which the class is located. If
school is delayed more than 1 hour or cancelled, the class will be cancelled and rescheduled at
the following meeting. If inclement weather occurs during a period of time when schools are
not in session, the decision to cancel the class is at the discretion of the lay leaders. If lay
leaders decide to cancel the class due to weather, the lay leaders are responsible for contacting
all group members.



Consumer Contributions: Lay leaders will be asked to share a flyer concerning the consumer
contribution process with group members at the end of the final session. Lay leaders will be
given envelopes that group members may use for anonymous donations.

Stipends and Mileage Reimbursements: Master trainers will be offered either a $250 payment
or a $250 gift card for each lay leader class taught. Lay leaders will be offered a $75 payment
for each workshop series completed. Mileage for training, meetings, workshops and other
Living Healthy-related tasks will be reimbursed at the rate of $.50 per mile.



