Powerful Tools for Caregivers How-To Guide

Ordering The Caregiver Helpbook for Caregiver Classes
and Class Leader Trainings

The Caregiver Helpbook Ebook - Powerful Tools for

1. Go to the Extension Store:
https://store.extension.iastate.edu.

cury Caregivers
t The Caregiver Helpbook eBook is designed to provide caregivers the tools to increase
their self-care and their eonfidence to handle difficult situations, emotions, and
decisions. These tools will help caregivers to

<= + Reduce stress
l « Improve seff-confidence

Download

2. In the search bar, search for “Helpbook”.

Format Price

HS 136AE
Digital Media $25.00 Add fo Cart

[OWA STATE UNIVERSITY

Extension and Outreach
Extension Store

Srolme  AgeireOEriematc  Enlsolshy ookl EeCmmy i 4 Clle the Add to Cart button Update the
number of books in the text box next to the

Sort: Availability Filter:

—— o (e o (A - Update button. Click Update.

The Caregiver Helpbook - Powerful Tools for

Caregivers
The Caregiver Helpbook (paperback) is an excellent resource for those in a caregiving

s 5. Select Checkout

The Caregiver Helpbook follows the Powerful Tools for Caregivers
qives caregivers tools to help them

IOWA STATE UNIVERSITY

Extension and Outreach
Extension Store

[more

. Store Home  Agriculture & Envionment v Families & Health v Economic Development v Yard & Garden v 4-H v More Resources
Format Price

Publication $30.00 Add to Cart Continue Shopping
Totat

tem Price  Quant ty

The Caregiver Helpbook - Powerful Tools for CaregiversThe C: Helpbook - P ful 1 Update
e Caregiver Helpbook - Powerful Tools for CaregiversThe Caregiver Helpbook - Powerful ¢, o 000
“ Tools for Caregivers S

$30.00
$0.00
$752
e

HS 136A

3. Select from the list of The Caregiver
Helpbook items:

6. If you do not yet have an account at the

The Caregiver Helpbook (case of 20) (HS lowa State University Extension Store,

136A 20) create an account to checkout and pay for

the items.

The Caregiver Helpbook (HS 136A)

The Caregiver Helpbook — Spanish (HS
136A(S))

The Caregiver Helpbook - Spanish (case of Help: If you have questions about ordering
20) (HS 136A(S) 20) books, please contact the Extension Store at

515-204-5247 or extstore@iastate.edu.
The Caregiver Helpbook Ebook (HS 136AE) or extstore@iastate.edu


https://store.extension.iastate.edu/
mailto:extstore@iastate.edu
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Create an account at the Extension Store

Create an account to access the latest Powerful Tools for Caregivers materials for offering PTC

Caregiver Classes and Class Leader Trainings.

1. Go to the Extension Store:
https://store.extension.iastate.edu.

2. Select the New User? Create an Account
button.

IOWA STATE UNIVERSITY

Extension and Outreach
Extension Store

Homo  Agrcuuro & Emvronimant v Famibos & Heah v Economic Deveopmont ~  Yard & Gardion ~ 4H
Featured Product

Core Manual - lowa Commercial Pesticide Applicator
Manual
T

sssss

3. Complete all form fields.

Be sure to use the primary email address that
PTC uses to contact you.

Need to update your email address with PTC?
Contact deblieck@iastate.edu to share your
new email address.

4. Select Create Account button. A message
containing a verification link is sent to your
email address.

5. Open the email message from the
Extension Store with subject line:
Extension Store — Account Verification.
(Be sure to check junk/spam folders if
message does not appear in your inbox.)

E UNIVERSITY
utreach

Ex C
Extension Store

amilies & Health v Economic Development ~  Yard & Garden +  4-H

Create an Extension Store account
First Name
Last Name

Company (optional)

=======

Resources o Inprove
FARM FINANCES

6. Click on the link in the message to verify

your account with the Extension Store. A
web browser window will open to the
Extension Store account verification page.

7. Enter the email address and password
you specified during account creation.

IOWA STATE UNIVERSITY
Extensi 10

ion and Qutreach

Email Address

Password

Submit

€ Newlse?
W iais i i

8. Select Submit to complete account setup.

IOWA STATE UNIVERSITY
Extension and Outreach

Extension Store

=
@

Help: If you have questions about creating an
account, please contact the Extension Store at
515-294-5247 or extstore@iastate.edu.


https://store.extension.iastate.edu/
mailto:deblieck@iastate.edu?subject=My%20PTC%20email%20address%20has%20changed
mailto:extstore@iastate.edu
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Finding Powerful Tools for Caregivers materials at the

Extension Store:

PTC Caregiver Class Materials for Class Leaders

Browse and download Powerful Tools for Caregivers files that support you in offering PTC Caregiver

Classes in your community.

1. Go to the Extension Store:
https://store.extension.iastate.edu.

2. Login by entering your Email and
Password under My Account.

3. Search for Powerful Tools for
Caregivers

4. File name: Class Leader Materials —
Powerful Tools for Caregivers
https://store.extension.iastate.edu/produ

5. Click Download.
6. Open the file.

7. Start here: 1300 Implementation Guide

2 Hour Caregiver Children PTC

2.5 Hour Caregiver Adult PTC

80 Minute Caregiver Adult PTC

Managing Stress Workshop

Program Temnplates
| | .DS Store
1300 Implementation Guide PTC Caregiver Class
1312 Conducting Virtual Classes PTC Caregiver Class

ct/16224

IOWA STATE UNIVERSITY

Extension and Outreach
Extension Store

Store Home  Agriculture & Environment v Families & Health v Economic Development v Yard & Garden v 4-H
Home and Family Older Adults HS 136D

I Class Leader Materials - Powerful Tools for Caregivers
Powerful Tools Kistin Taylor

B2 aregivers
‘ Powerful Tools for Caregivers materials for Class Leader use.

tronic files are provided as a zip folder download

Class Leader
MHIEHH|S Department(s): HS - Family Life

Pages / Length: 34 MB zip file
Publication Date: 07/2021
Format Price

Digital Download (.zip) $0.00 Download

e Program Templates Folder: For use
for all types of Caregiver classes

e Managing Stress Workshop Folder:
For the promotional presentation,
Managing Caregiver Stress

e 90 Minute Caregiver Adult PTC
Folder: For the 90-minute classes for
caregivers of adults

e 2 Hour Caregiver Children PTC
Folder: For the 2-hour classes for
caregivers of children with special needs

e 2.5 Hour Caregiver Adult PTC: For the
2.5-hour classes for caregivers of adults

Have questions about the files? Contact
ptcaregivers@iastate.edu



https://store.extension.iastate.edu/
https://store.extension.iastate.edu/product/16224
https://store.extension.iastate.edu/product/16224
mailto:ptcaregivers@iastate.edu

Powerful Tools for Caregivers How-To Guide

PTC Class Leader Training: Confirmation Form

Master Trainers will complete the confirmation form to register their Class Leader Training event.
Powerful Tools for Caregivers now has an online form for you to complete.

1. Goto Powerful Tools for Caregivers: 6. Click Submit.
https://www.powerfultoolsforcaregivers.org/ Class Leader Training Policies

1. All content and activities from the PTC Class Leader Training Script must be completed.

2. Master Trainers must pay the Class Leader License Fees to lowa State University Extension
Store no later than 10 days after the start date of the Training.

3. The roster email task must be completed within 7 days after the date of the first class.

4. PTC Trainers are ultimately responsible for overseeing all class leader training activities and

2. CIiCk on the c Iass Leaders tab: Znsuring :hat the standards and procedures of the PTC program are maintained.
https://www.powerfultoolsforcaregivers.org/
class-leaders/

[J send me a copy of my responses

3. Scroll down to the Class Leader Training
Schedule: If itis a Public event, it will added to the
il o et e PTC website — Class Leader Training
Schedule.

7. After the form is submitted, the Master
Trainer will receive a confirmation email.

4. Select the Class Leader Training o7 es.

H i H Thank you for registering your Virtual Powerful Tools for
Cor.\flrma.tlon Form Lll:lk. One Master. . Caregivers Class Leader Training from 07/28/21 - 07/28/21.
Trainer will complete this form. They will list

. . 0 e g Materials for the PTC Class Leader Training are available
the registration email (if different from the through the lowa State University Extension Store. To
Master Trainer ema") and list of all names access materials, go to: https://store extension.iastate edu/ =

. . login under My Account = and search for the following files:
of additional Master Trainers. A. The Caregiver Helpbook — available in English and

Spanish, ebook, and cases of 20 -
https://store.extension.iastate. edu/product/16199

B. Class Leader Training Script, Slides, and more — search
for “HS 136C”

5. Complete all form fields. You can select

“Send me a copy of my responses” and a The confirmation email will be from “Susan
copy of the form will be emailed to you. DeBlieck via Smartsheet” and will include
details about ordering materials, Roster

Powerful Tools Email, and paylng fees.

@ aregivers

Powerful Tools for Caregivers - Class

Leader Training - Confirmation Form

Thank you for planning to offer the Powerful Taols for Caregivers Class Leader Training. Please complete
this form to register your event. After your submission, we will contact you with more details.

Need help? Contact ptcaregivers@iastate.edu

Step One:

Master Trainer Contact Information

First Name *

Last Name *

Email *



https://www.powerfultoolsforcaregivers.org/
https://www.powerfultoolsforcaregivers.org/class-leaders/
https://www.powerfultoolsforcaregivers.org/class-leaders/
mailto:ptcaregivers@iastate.edu
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PTC Class Leader Training: Roster Email

Complete the Roster Email for your Class Leader Training. Powerful Tools for Caregivers now has an
online form for you to complete. Deadline: 7 days after the class leader training start date.

1. You will receive an email from “Susan

DeBlieck via Smartsheet” before your Class

Leader Training begins.

2. When you are ready to submit your
complete list of Class Leader Training
participant email addresses and number of
participants. Open the Roster Email and
click Open Update Form.

You can only update the form using the
link in the Roster Email once.

Open the Roster Email form below (click on Open Update Form button below) then copy
and paste their email addresses there.

Later, we will reach out to participants with the a) Evaluation form, b) Class Leader
License Agreement, c) details to access Class Leader materials through the ISU
Extension Store.

Payment of License Fees ($200 per participant) is due to the lowa State University
Extension Store 10 days after {{CL Training: Begin Date}}. To pay, go to:
https://store.extension.iastate.edu/ > login login under My Account > search for HS 136B.

Thank you for all you do!

Susan DeBlieck

deblieck@iastate.edu

Powerful Tools for Caregivers

lowa State University Extension and Outreach

[Open Update Form)|

Row 1

Number of
Participants

3. Complete the form fields: Number of
Participants and Email Addresses
Participants One Per Line.

The Class Leader Training Begin and End
dates are shown as a reference.

Powerful Tools
& aregivers

Roster Email

how many people participated in your PTC Class Leader
e Roster Email task within 3 days of {{CL Training: Begin

lick on Open Update Form button below)
s there

Number of Participants

CL Training: Begin Date

07/27/2021 H

CL Training: End Date
07/28/2021 H

4. Click Submit Update to save your changes
and complete the Roster Email task.

PTC headquarters will be notified of the
updates made in the form.

Number of Participants

CL Training: Begin Date

072712021 [:i]

CL Training: End Date

07/28/2021 [:i]

Email Addresses Participants one per line

Comments

Add a comment

(Jsend me a copy of my responses

Help: If you have questions about the
Confirmation Form and Roster Email, contact
ptcaregivers@iastate.edu



mailto:ptcaregivers@iastate.edu
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PTC Class Leader Training: Paying the Class Leader

License Fees

Master Trainers will initiate the process to submit payment of Class Leader License Fees to the lowa
State University Extension Store. Deadline: 10 days after the class leader training start date.

1. Master Trainers will login to their lowa State
University Extension Store account.

IOWA STATE UNIVERSITY

Extension and Outreach
Extension Store

Store Home Agriculture & Environment v Families & Health - Economic Development v Yard & Garden v 4H~ More Resources v
Class Leader License Fee - Powerful Tools for CaregiversClass Leader License Fee - $200.00 5 Update $1,000.00
Ugss Leadel  powerful Tools for Caregivers T o .
License Fee
Subtotal $1.000.00
Total Discount t $0.00
Shipping $0.00
Handling $6-60
Total $1,000.00
astas | Change Shoping Locaon | [

2. Once the Master Trainer is logged in,
search for Powerful Tools for Caregivers or
use this link:
https://store.extension.iastate.edu/product/16222

3. Click the Add to Cart button.

4. Type the number of participants for the
Class Leader Training in the text box next
to Update.

5. Click Update.

IOWA STATE UNIVERSITY

Extension and Outreach
Extension Store

Store Home  Agriculture & Environment t v Families & Health v Economic Development v Yard & Garden v 4|
Home and Family ) Older Adults HS 1368

Class Leader License Fee - Powerful Tools for
Caregivers

Powerful Tools Kristin Taylor
=0 aregivers

Class Leader
License Fee

no later than 10 days after the date of the first Class Leader Training

Department(s): HS - Family Life
Publication Date: 07/2021
Format Price

Miscellaneous ltem $200.00 Add to Cart

6. After updating the number of participants,
click Checkout.

7. Enter your address as the Shipping
Address. The item will not be shipped to
you. Click Next.

8. Select the Payment Method and enter the
Billing Address. Payment methods include
credit card and check or money order.

Payment Method

g : O Visa | MasterCard / Discover / Amex

VISA Your payment will be processed through TouchNet
Secured Payment Gateway. When you click "Finish"
to confirm your order on the next page, you will be
transferred to Touchnet to complete your payment.

® Check / Money Order

This option will allow you to print the confirmation
page to include with payment mailed to ISU
Extension Distribution Center.

If you wish for someone else to make the
payment on your behalf, select Check /
Money Order and print the confirmation
page to include with payment. Or select
credit card and include the billing address
for the credit card holder.

Help: If you have questions about payment,
please contact the Extension Store at 515-294-
5247 or extstore@iastate.edu.



https://store.extension.iastate.edu/product/16222
mailto:extstore@iastate.edu
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PTC Class Leader Training: Welcome Email

After the Roster Email has been completed, PTC Headquarters will reach out to your newly trained
Class Leaders with the Welcome Email.

Class Leader License Agreement

1. PTC headquarters adds the new Class ool G clss S st
Leader email addresses from the Roster
Emall to our PTC email newsletter ||St You are finishing the PTC Class Leader Training

Thank you for being  part of the PTC Class Leader training. Complste this Certification Agreement form and click Submit
atthe bottom of the page.

About You

2. PTC headquarters sends new Class
Leaders the Welcome Email. Please ask
Class Leaders to check their junk email box
if they can’t find the Welcome Email.

First Name *

5. Click Submit to save changes. One may

select “send me a copy of my responses”.
3. The Welcome Email includes the link to the

Class Leader License Agreement. Newly Taanes and st eve et e Gnesi cass series for v s yesrs willose ther
trained class leaders need to click on the Gt st 16 G s o

link to complete the Class Leader License [ Sendme s copy of my respanses

Agreement. =

Powered by B smartsheet
Privacy Notice | Report Abuse

4. The Class Leader License Agreement
includes contact information about the 6.
Class Leader. Complete all form fields.

The Welcome Email also includes the link

to the Class Leader Training and details for
— creating an account at the lowa State

Earegivers University Extension Store to access

Powerful Tools for Caregivers materials.

Thank you for participating in
the PTC Class Leader Training

Powerful Tools for Caregivers classes help caregivers take better

Note: New Class Leaders will be added to the
Have vou fon over 5500 PTG Clase Leacers n 42 states, andin Cariada. PTC Class Leader file access list after
e payment is complete to the lowa State
University Extension Store. Need help?
1) Class Leader Agreement ptcaregivers@iastate.edu

This step is required to complete the PTC Class Leader Training.
Complete this Class Leader Agreement to agree to the PTC terms.
Click here: htips://app.smartsheet.com/b/form

Thank you for completing the PTC Class Leader Training and making plans to
offer PTC in your community. Please complete the following steps

2) Evaluation

What did you think? Complete the evaluation for your Class Leader
Training. Click here: https://iastate qualtrics.com 7

3) How to Access Materials



mailto:ptcaregivers@iastate.edu
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Finding PTC materials at the Extension Store:
PTC Class Leader Training Materials

Browse and download Powerful Tools for Caregivers files that support you in training new PTC Class
Leaders.

1. Go to the Extension Store: 6. Open the zipped folder on your
https://store.extension.iastate.edu. computer. “Trainer Materials”

7. Start here: 1002 Contents Introduction

2. Login by entering your Email and Purpose to learn more about the Class
Password under My Account. Leader Training process.
Store Home  Agriculture & Environment >~ Families & Health ~ conomic Development ~  Yard & Garden ~ 4H> Mo |n person
Virtual

1001 Cover

1002 Contents Introduction Purpose PTC Class Leader Training

1004 Cost Planning Worksheet PTC Class Leader Training

@ 1005 Application PTC Class Leader Training

@ 1006 Flyer PTC Class Leader Training

@ 1007 Confirmation Letter to Trainee PTC Class Leader Training

3_ Search for POWGrfUl TOOlS for @ 1008 Roster Attendance PTC Class Leader Training
Cal‘egivers 1009 Handouts PTC Class Leader Training

@ 1010 Slides Practice Teaching PTC Class Leader Training

1011 Tips Practice Teaching PTC Class Leader Training

1013 Assignments Practice Teaching PTC Class Leader Training

4. Open: Master Trainer Materials —

Powerful Tools for CareglverS 1014 Script Stress Practice Teaching PTC Class Leader Training
httpS://StOl’e.eXtenSIOn.laState. edU/prOd u 1015 Script | Messages Practice Teaching PTC Class Leader Training
Ct/1 6223 1016 Script DESC Practice Teaching PTC Class Leader Training
n 7 Serint Aiki - - -
JOWA STATE UNIVERSITY . 1017 Script Aikido Practice Teaching PTC Class Leader Training
Extension and Outreach 1018 Script Emotions Practice Teaching PTC Class Leader Training

1019 Script Guilt Practice Teaching PTC Class Leader Training

jronment v Families & Health v Economic Development v Yard & Garden v 4-H ]

: ¢ File numbers 1001-1009: Files for all
o oo e P Test e Class Leader Trainings (virtual or in-
Master Trainer i p_erson) .
Materials ¢ File numbers 1010-1019: For Practice

Digital Download ( zip) 50.00 Download

Teaching assignment

e In Person Folder: For the two-day in-
person Class Leader Training

e Virtual Folder: For the five-day virtual
Class Leader Training

HS 126C

5. Click Download to download the zip file.


https://store.extension.iastate.edu/
https://store.extension.iastate.edu/product/16223
https://store.extension.iastate.edu/product/16223
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PTC Class Leader Training: Evaluation Results

The evaluation results for a Class Leader Training will be shared with the Master Trainer following the
event. The results may be shared 7 days after the Roster Email task is completed.

1.

After the Roster Email is completed,
Class Leader Training participants are
sent the Welcome Email. The Welcome
Email includes a link to the evaluation.

Evaluation respondents are asked to
provide information about the Class
Leader Training event that they
participated in — Class format (virtual or
in-person), Start date, and names of
PTC Master Trainers. If the event was
in-person, they will be asked to specify
the state/province of the training.

3. Data from questions include:

a. Objectives of the training were

clear

Training met my expectations

Training materials were helpful

Trainer offered helpful tips

Training was appropriate for my

level of experience

How do you plan to use Powerful

Tools for Caregivers curriculum?

g. How confident are you that you
will be able to implement the
Powerful Tools for Caregivers
classes?

h. Instruction quality was high

i. Trainers were organized

j-  There was opportunity for
participant questions

k. The training was helpful for me to
implement the PTC caregiver
classes

|.  Trainer was well prepared

m. Trainer was knowledgeable about
the training topics

© Q0T

—h

4. Open ended questions include:

a. What did you like best about the
PTC Class Leader Training?

b. How can we improve the PTC
Class Leader Training?

c. Comments

5. The results will be shared with the

Master Trainer 7 days after the Roster
Email is complete. The email will include
an attached excel file with evaluation
results.

Objectives of the |~ | Training met my ex * | Training materials ~ Trainer offered hel ~

Strongly agree Strongly agree Strongly agree Strongly agree
Strongly agree Strongly agree Strongly agree Strongly agree
Strongly agree Strongly agree Strongly agree Strongly agree
Strongly agree Strongly agree strongly agree Strongly agree
Strongly agree Strongly agree Strongly agree Strongly agree
Strongly agree Strongly agree Strongly agree Strongly agree
Somewhat agree  Strongly agree Strongly agree Strongly agree
Strongly agree Strongly agree Somewhat agree Strongly agree
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