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FFY11 Activity Tracking Form (ATF)

Frequently Asked Questions

General Questions
1. When should I begin using the new ATF?

The new ATF should start being used as soon as it is received to record activities that occur between October 1, 2010 (the first day of Federal Fiscal Year 2011 (FFY11)) and March 31, 2011. A second ATF will begin April 1, 2011 through September 30, 2011. The State and the USDA expect that contractors will maintain the ATF on a weekly basis.
2. Will my organization maintain one ATF the entire FFY?

No. One ATF will be maintained from October 1, 2010-March 31, 2011 and submitted by April 15, 2011 along with the additional semi-annual reporting documents. 

Another ATF will be maintained beginning April 1, 2011-September 30, 2011 and submitted by October 15, 2011 along with the additional final reporting documents.

3. My organization has 10 subcontractors. Should they each be maintaining an ATF?

Yes. Organizations with subcontractors should email a template of the customized ATF to each of the subcontracted organizations. At the end of each reporting period, you will use the Mass Entry worksheet on the ATF to copy and paste the data from the multiple ATFs into one ATF to submit to the Network. 
Direct Education
4. Is the unduplicated count needed for each direct education event or once per organization for the entire Federal Fiscal Year (FFY)?

The unduplicated count is needed once per contractor per FFY. Unduplicated count means the number of unique individuals who received direct education from an organization over the FFY. 
The data cards will be used to capture the unduplicated count at activities that occur outside of the school setting when the students are the participants.
The Network will obtain the unduplicated count from K-12 schools and preschools from a separate worksheet that will be sent mid-year as well as from the California Department of Education. 

5. Further clarification is needed on unduplicated counts. If a program provides SNAP-Ed to children in a school and also to children and their parents in a housing project next door to the school must the counts be unduplicated? 

Yes, the expectation is that participants will not be duplicated. Note that while the data cards will not be used at the SNAP-Ed event with the children during school, they should be used at the event for the parents and children at the housing project. 
6. What is the definition of duplicated count? Is it the same participant within the same program? 

Duplicated count means counting the same individual more then once as a direct education participant (otherwise known as a contact or impression). Note that Network activities should be reported on your ATF and, if applicable, report UC-FSNEP activities on your UC-FSNEP data collection instrument.
7. Can you provide additional clarification on “time in minutes” for each direct education session? Do we need to record the exact minutes of each session or should we report an average or a range? 

Using the drop down list on the ATF, report the time increment closest to the time of the activity. For example, if the event was 20 minutes, select 15 minutes from the dropdown list. However, if the activity was 25 minutes, select 30 minutes from the drop down list. 

If a series of direct education activities are begin reported, select the length of time for one lesson.
8. If I am batching four classes and used interactive multimedia for one of them but not the other three how should I report this?

If batching a series of classes, report the classes that used interactive multimedia in one entry and the classes that did not use interactive multimedia in a separate entry. In this example, one entry would be a batch of three classes; the other entry would report a single class. 

9. What if more then one Main Topic fits the activity being reported?

Only one Main Topic should be selected. Choose the Main Topic that best describes the primary focus of the activity. 
Indirect Education
10. How should handouts, including educational reinforcement items with targeted nutrition messages be reported? 

If the handouts are used as reinforcement items as part of a direct education activity, they are not counted as indirect education. If the handouts support a direct education activity, they are not counted as a separate entry. 
However, if the handouts were not distributed as reinforcement items in conjunction with a direct education activity, they would be reported as indirect education.
11. Our school holds an event several times a year called Family Nutrition Night. How should this be reported? 

If the event included nutrition education that met the definition of direct education and participant demographics were collected using the data cards, the event could be reported as direct education. Most likely, large school-wide family events have too many people in attendance to collect demographics. If this is the case, the event would be reported as indirect education.
12. My organization has Food Stamp office displays at multiple sites. Can this be reported in one entry, or will each Food Stamp office needs to be entered individually? 

Each site will need to be entered individually. However, if reporting indirect education at a school/preschool, up to 27 sites may be reported at once (this is different from batching). 
13. What is the difference between “Community Events/Fairs— participated” and “Community events/Fairs-only sponsored”?

Community Events/Fairs in which participated is an event where an organization is an exhibitor or has a booth but did not plan or put together the event. 
Community events/fairs in which you sponsor are those that the organization planned and put together and likely has a larger presence with more contacts and greater influence as to what type of education is planned for participants.

14. Are we counting the number of individuals reached or the pieces of materials distributed in the “Indirect Education Participants” box? For example if we send out a monthly newsletter to the same 50 people each month do we count the reach as 50 people or 50 x 12? 
Indirect education asks for an estimate of the number of people reached, therefore the answer to your question would be 50. The Network expects to use the most accurate method possible for tracking indirect education activities; however it is realized that in some situations you may need to estimate the reach based on the number of materials distributed as opposed to the number of people reached. 

Social Marketing

15. Last year (FFY10) we were instructed to report activities that did not meet the definition of direct education or where we could not collect data cards as social marketing. However, for FFY11 we are instructed to report such activities under indirect education. Is this correct?
Yes. The Network received further guidance from the USDA regarding classifying activity types. Activities that do not meet the definition of direct education or where data cards cannot be used will be reported as indirect education.

16. How do I know if I have an approved social marketing campaign?

If the organization developed a campaign that was implemented and is able to be evaluated, it would need to be approved by your Network PM in order to be reported as social marketing. Refer to the ATF instructions on the criteria needed for a social marketing campaign.
Participant Data Cards

17. If a participant is unable to complete the Participant Data Card can I still count them as a direct education contact?

Yes. In order to do so, the staff member/educator conducting the direct education event would need to use a visual estimate and complete a card on behalf o the participant. Refer to the Participant Data Card Instructions for details on providing a visual estimate. 
18. Do we need to keep the data cards on file in case of an audit? 
Yes, the data cards should be kept on file for 7 years (or until further guidance from the USDA) as source documentation and in the event of an audit.
19. My organization already collects the information asked on the data card. Are we able to use our own records to report direct education participant demographics?

Yes. The organization is allowed to report the direct education demographic information using organization-specific forms.. However, it may be challenging to get the unduplicated count versus the duplicated count at each direct education event. Additionally, the source documents must be kept on file for 7 years in the event that the Network gets audited by the USDA.
20. Do I need to use the data cards if I work at a K-12 school or preschool?  
Yes. Direct education activities conducted at the school/preschool with participants other than the students, such as parents, will need to use the data card.  Activities conducted at the school/preschool with the students DO NOT require the completion of the card. 
21. Do we need the data card if we do direct education for people who are not SNAP eligible?

Yes. The Network needs the information collected from the data cards for each direct education participant regardless of their SNAP eligibility. This differs from trainings/professional development conducted with staff, teachers or other colleagues. These types of events are with the Network’s non-target audience and will not use the data card. 
22. If we present to a parent club or organization for longer than 15 minutes but at a school site are data cards required?

Yes. Even though the event occurred at a school, it involved participants other then the students. Therefore, the data cards would be used in order to count the participants as direct education. 
23. Is the information on the data card required of new direct education participants, or is it every participant who attends a direct education activity regardless of previous attendance?
The information on the data card is need for both new and retuning participants.  If the organization has a method of collecting the information from repeat participants other than the data collection cards (i.e. sign-in sheets, enrollment forms, etc.), they may do so as long as all of the information on the card is collected. Source documentation must be kept on file for 7 years (or until further guidance from the USDA).
24. If you are conducting a planned series of direct education interactions and you have participants at the beginning of the series that are not receiving SNAP but by the end of the series they are receiving benefits, how do you count this? Is their status determined at the beginning or the end of the series? 

If it is known that a direct education participant(s) changed status at some point during a series of classes and went from a SNAP-eligible participant to SNAP recipient participant, the data should be adjusted to reflect the change. This can be done using the Find and Amend function on the DB worksheet (refer to the ATF instructions for further details). 
State Share

25. My school collects State Share on a quarterly basis. Are we able to report State Share data on the ATF?
No. Actual data needs to be reported in the ATF.
26. How do I know what my State Share activities are?

If you are unsure which activities are State Share, contact your Network Contract Manager or Program Manager. 
Site Data 

27. When adding a site to the Site worksheet, we need to provide the census tract (for non-school sites), ≤130% FPL , ≤185% FPL, and the 131-185% FPL.  Should we use “All Races” from the GIS (www.gis.cnn.org) for this information or “Hispanic”?

Use the data for “ALL RACES” unless the site was qualified by a specific race/ethnicity category then use the specific category.

28. We conduct classes at shelters and individual homes which have protected addresses.  Would it be acceptable to list the census tract and not the street address? 

Yes. List each site separately so the Network can count the number of unique sites by type (column C on the Sites worksheet) and census tract. If listing individual homes, it is acceptable to list Home A, Home B, etc. in column B of the Sites worksheet as long as the organization maintains documentation referencing the actual location of each home. 
29. When I enter more then once school site for direct education or indirect education, the FPL levels only appear for the first site entered. Is this ok?

Yes. The FPL levels for the additional sites will appear on the back-end of the ATF.
Batching

30. My organization conducted a series of 4 classes with the same group of people at the

same site. At the first class there were 15 people, however by the last class there were 20

people. Can I batch this series of classes?

No. If the number of people in attendance varied from class to class you would report

each class individually. Note that the data cards would be used to report the number of

unduplicated (first time) and duplicated (repeat) participants as well as

the demographics of the people in the class.

31. My school district conducted the same lesson on the same day at 10 schools. Can I
record this in one entry? Is this batching?
This is not batching; however it can be recorded in one entry. Once the “Did the event

include school children during school” button is selected, additional fields will appear on

the Database Entry screen allowing contractors to enter activities conducted at up to 27

schools/preschools at once for both direct education and indirect education. Select the

school/preschool name from the drop down list and enter the number of participants in

either the K-12 column if the event involved 5-17 year olds (include 18 year olds in this

count) during school or the Preschool column if the event involved <5year olds. Do not

enter anything in the batching box.

