Instructions for Form #5


Scope of Work (SOW) Instructions

Renewing Contractors:   A new SOW is required for your new contract beginning October 1, 2008.  The SOW and Federal Share budget must be consistent with one another.  All activities and staff must be accounted for in the Federal Share budget.
If you have any questions regarding the SOW, please contact your assigned Program Manager.
A. Formatting Guidelines

· SOW should be either in a Microsoft Word or Microsoft Excel document with minimum font size of 10.  CDHS prefers the use of Arial font for readability.  Please do not use multiple fonts.  Please add a separate formatted page for each objective.  

· Each new Goal or Objective needs to address a level(s) of the Social Ecological Model (SEM) and specify the Target Audience. 

· On the second and subsequent pages of your SOW, column headings will not appear.  Please copy and paste the column headings; e.g., Activities through Timeframe, onto the top of each page of your SOW.  Column headers must read correctly and should be given appropriate space to minimize wrapping. 

· When adding Goals and Objectives, please copy and paste the Goal, Objective, and SEM level from the first page, and change the text as needed, to reflect the new goal/objective.  Your target audience and level of SEM may change as well.  

· The numbering sequence should be:  

· Goal 1, Objective 1, Activity 1; 2 etc
· Goal 1, Objective 2, Activity 1, 2 etc.;

· Goal 2, Objective 1, Activity 1, etc.;

· Do not use decimals, dashes, bullets or other symbols to identify goals, objectives or activities. 

· There must be a page break between new Goals and Objectives

· All text must be in the table cells, no paragraphs or notes with asterisks can be inserted at the bottom of the page. Each abbreviation used should be listed in the legend at the bottom of each page.

· The page numbering in the footer should start with “Page 4 of XX”.

· Be consistent when using numbers throughout the document. (use written numbers or the actual numeric symbol).  Standard formatting for the narrative sections is to write out the numbers one through ten, and use numeric symbol for numbers 11 and above. 
· Utilize computer software spell and grammar check prior to submission.

B. Completion Guidelines

Goals 

Every Scope of Work should address the Network priorities of: 1) encouraging the consumption of the recommended amounts of colorful fruits and vegetables every day, and 2) promoting daily physical activity.  These must appear as goals in the SOW.  You may have several objectives that support these goals. 

Objectives

Objectives must directly relate to the SOW goals. Objectives guide activities and evaluation by answering the questions who, what, when, where, and by how much. In most cases they should be written in terms of the target audience, not the agency, (exceptions:  Network Infrastructure Objective). 

Objectives should be action-oriented and SMART:

Specific: identify a specific event, action or behavior change;

Measurable:  quantify the amount of change to be achieved;

Achievable:  are realistic given available resources, time and the proposed activities;

Relevant:  relate to the goal; and

Time bound:  specify a time by which the objective will be achieved.   

The Network defines two general categories of objectives: process and impact.  While all objectives are specific and measurable, whether or not the objective is process or impact will determine what and how it is measured.  Objectives should be stated as process or impact, not both.
Process Objectives

Process objectives state who (including how many people reached) will participate, what they will be doing, by what date it will be completed, and where an event will be held. Process objectives measure participation, track program activities and are useful for accountability. No statement is made regarding producing change in the individual or the environment.  

Example:  By September 30, 2009, 200 FSNE eligible residents of XYZ community will participate in five - ten community events, such as health fairs, farmers’ markets, and swap meets occurring in qualifying Network census tracts.

	Who, what, when, where, and by how much:

	Who and how much
	200 FSNE eligible residents of XYZ community

	What and how much
	Participate in one of the five to ten community events, such as health fairs, farmers’ markets, and swap meets

	When 
	By September 2009_

	Where
	Qualifying census tracts of the XYZ community


To evaluate process objectives it must be demonstrated that the activities specified in the SOW were completed according to the specified time frame, and the specified number people were reached in an effective way. This is done largely with activity tracking procedures.  For more information on evaluating process objectives, please see Guidelines Manual, Section III, Subsection 500, Evaluation.

Impact Evaluation Objective Guidelines

Contractors that receive over $350,000 in Federal Share per contract year are required to include an impact evaluation objective in their Scope of Work.  This requirement includes collecting, analyzing and submitting evaluation data from at least 50 individuals who completed both a pretest and a posttest. Reports and data are due to the Research and Evaluation Unit and the Program Manager by July 31 each year unless other arrangements have been approved by the Network. Contractors with less funding are strongly encouraged to conduct impact evaluation.   

The impact objective must specify the outcome that will be measured. Outcomes include fruit and vegetable consumption and factors that influence it such as knowledge, preference, access, and self efficacy.  Contractors must be able to describe how the outcome will be measured and choose a survey to measure change. This survey must be approved by the Network’s Research and Evaluation Unit and the Program Manager. No contractor should develop a survey without the Network’s approval. A sample Impact Evaluation Objective is included in Figure 1 below.
Each year contractors are expected to increase the rigor of their evaluation and refine their evaluation plan to incorporate findings of the previous year. Rigor may be enhanced by increasing sample size, measuring more factors, measuring change in behavior, and/or adding a comparison group. Findings may be incorporated by strengthening the intervention and/or increasing the rigor of the evaluation plan.

Plans for increasing rigor and incorporating findings must be described in an impact evaluation plan prior to beginning data collection. Templates for these plans and many other resources can be found on the web. Visit http://www.dhs.ca.gov/ps/cdic/cpns/research/rea_impact_eval.html for expectations and resources. 
These guidelines apply in most cases. However, due to the diversity of agencies contracted by the Network it is sometimes more ethical to modify these guidelines to yield sound evaluation. The Network’s Research and Evaluation Unit and the Program Managers will address these on a case-by-case basis. 
Infrastructure Objective

All contractors are required to include the Network Infrastructure Objective and activities in their Scope of Work. Remove any activities that are not applicable to your contract.  See SOW template (Form 5) on the website.

Communities of Excellence in Nutrition, Physical Activity and Obesity Prevention (CX3)
Communities of Excellence in Nutrition, Physical Activity and Obesity Prevention (CX3) is an innovative program planning framework that is being implemented through Network funded local health departments.  It involves evaluating the neighborhood environment in relation to a variety of benchmarks known as community indicators. CX3 involves taking an in-depth look at a range of neighborhood nutrition factors in 3 – 6 low-income neighborhoods selected by the health department.  It follows four steps:

1) Compile localized data to evaluate a neighborhood’s strengths and weaknesses in relation to CX3 indicators.  The data collection consists of mapping (primarily using the Network’s GIS) and survey work.

2) Set priorities based on localized data. 

3) Add or modify one SOW objective based on local data to implement a strategic, community-focused action plan.

4) Track progress over time.  

CX3 is proving to be a powerful way to inspire and facilitate consumer and community empowerment.  It is an opportunity to collect real-world data on neighborhoods, information that helps evaluate the (1) access, availability and quality of various food sources and (2) marketing cues and promotion of foods around schools in low-income neighborhoods. Six health departments were pilot sites in FFY 2006, reviewing and testing the CX3 tools and methodologies that have been revised for use by renewing health departments.  As of FFY 2008 over 20 Network funded health departments have been or are currently involved in CX3.  The local health departments tapped into an array of existing resources to collect data, and approaches include engaging neighborhood youth, Promotoras, public health nurses, student interns, and staff.  

The CX3 data collection process, which takes place over a three to four month period, requires time for coordination of the field survey work, training, and oversight.  Pilot sites have recommended that between a .3 - .5 FTE staff member with appropriate skills (e.g., MPH or master’s work involving research) is assigned data collection oversight responsibility.  In addition, it is recommended that someone with this level of responsibility or higher oversees overall CX3 planning, coordination and implementation of appropriate strategies, which are designed to fit the empowerment approach.   

For renewing contractors, please check with your PM and CM regarding the CX3 required SOW language and budget information.  
Youth Empowerment Objective
For contractors who plan to add a Youth Empowerment project to the SOW, a templated Youth Empowerment objective is provided with templated activities. This is located on the CPNS website along with all the reapplication forms. The form number is 5F.  If you plan to conduct Youth Empowerment you can cut and paste the template into your SOW.   
Social Ecological Model (SEM)

Please check all the spheres of the SEM that apply for each objective.  

Target Audience

All activities and materials conducted and/or developed under both State and Federal Share budgets must be targeted to Food Stamp Program eligible persons.  Projects may include activities that benefit other low-income persons as long as at least 50 percent are Food Stamp Program eligibles, or have household incomes at or below 185 percent of the Federal Poverty Level. Targeting data must be included in the Project Summary form.  For the “Target Audience” line on the SOW, identify racial/ethnic groups targeted and specific age groups for each objective.  The infrastructure objective page of the SOW can state, “See Project Summary”. 

Activities

Network funding may be used to provide behaviorally focused nutrition education, and physical activity promotion to Food Stamp Program eligible persons and other persons living at or below 185% Federal Poverty Level. To ensure that proposed activities meet USDA guidelines for program funding, please review the “Allowable and Unallowable Chart” on the application web site link.  Allowable/Unallowable costs apply to both State and Federal Share budgets.  All physical activity promotion and food stamp program promotion activities must be in the context of nutrition education, not separate activities on their own. Additionally, projects may promote Food Stamp usage however, they may not include outreach activities such as prescreening Food Stamp applicants, conducting outreach workshops, etc.  Breastfeeding activities must be planned and implemented in collaboration with WIC, and must supplement, not supplant, existing WIC activities.  Network Contract and Program Managers will assist you throughout the application process to identify activities that qualify for Network funding.  (You are also encouraged to review the USDA Food Stamp Nutrition Education Plan Guidance at: http://www.nal.usda.gov/foodstamp/National_FSNE.html)
Activities describe concisely what will be performed that will lead to the achievement of the objective.   The Network provides additional funding (Federal Share Funding) for contractors to enhance or expand (State Share) nutrition education and physical activity promotion activities or to develop new activities.  It does not allow a LIA contractor to use Federal Share funds to pay for existing State Share activities (i.e. supplantation).

The activities should describe:

· What will be done: Briefly describe the nutrition education/physical activity promotion/nutrition assistance program promotion planned;

· How much will be done: Quantify the amount of work to be performed to justify the budget request.  Contractors are encouraged to use ranges (e.g., three to five trainings).  Indicate the length, frequency, and number of meetings, classes, trainings, etc. that will be conducted; and

· Where the activities will occur: Indicate the geographic location or site(s) where activities will occur, especially if the same activity will be conducted at multiple sites.

If there are different audiences targeted for different activities, incorporate each audience for each activity as appropriate.  

Do not use NERI and promotional item wording in the SOW. If any nutrition education materials, nutrition reinforcement items or promotional items must be noted in the SOW, then use the following language, “Nutrition Education Materials required for the delivery of critical program services which have prior California Department of Public Health approval and must comply with all State and Federal safety requirements with respect to production including Prop 65 requirements for lead content.” 

Responsible Party

For each activity in the SOW, please specify which staff will be working on the activity in this column. List staff by title or acronym for title e.g. PHN, RD, not name. Position titles and acronyms listed must be consistent with those listed in the Federal Share Budget Justification.  Acronyms must also be included in the legend as part of the SOW.

Evaluation 

Refer to Guidelines Manual, Section III, Subsection 500, Evaluation, for more details on which type of evaluation to conduct based on your objectives.  Specific project deliverables such as summary reports, summary of qualitative event evaluations etc. should be listed here.  Your Program Manager can assist you in identifying specific deliverables if you have questions.  These products are submitted with annual and final reports, unless otherwise noted.

Timeframe

Specify an estimated timeline for the completion of each activity, including both month and year.  Be consistent in the format of date documentation throughout the SOW and use the complete 4 digit representation for the year (20XX).  Do not use the entire year as the timeframe unless this is accurate.  Please carefully estimate the actual date range whenever possible. 

Example:  Oct. 2008 – Sept. 2009 or 10/2008 – 9/2009. 

Do not use the following terms “ongoing, annual, annually, seasonal terms (e.g., Spring, Summer).  

Legend

The California Department of Public Health (CDPH) Contract Management Unit (CMU) requires that there be a Legend at the bottom of each SOW page, which includes the acronyms used for personnel positions and for the entire SOW, not just the acronyms used on each individual page.  







Figure 1: Sample Impact Evaluation Objective for a Three-Year Sow for 4th And 5th Grade Students





Impact Objective: By Jun. 30 20xx, a sample of 4th and 5th grade students at intervention sites will report an increase in fruit and vegetable consumption and an increase in one or more factors related to fruit and vegetable consumption, such as knowledge, preferences, outcome expectations and self-efficacy.





ACTIVITIES�
WHO IS


Performing Activity�
EVALUATION�
TIMEFRAME


(Month/Year)�
�
1. Select survey materials and review evaluation plan with the Network’s Program Mangers or Research and Evaluation Unit. Administer pretests to 4th and 5th graders at target sites prior to intervention and posttests afterwards to measure change in factors related to fruit and vegetable consumption. A minimum of 50 pretests and 50 posttests will be matched. Analyze data and write report for the Network. �
Person responsible for evaluation�
Submit report and data�
July 31 2009�
�
2. Refine and increase rigor of the evaluation plan in concert with the Network’s Research and Evaluation Unit. Administer pretests to 4th and 5th graders at target sites prior to intervention and posttests afterwards to measure change in fruit and vegetable consumption and factors related to fruit and vegetable consumption. A minimum of 50 pretests and 50 posttests will be matched. Analyze data and write report for the Network.�
Person responsible for evaluation�
Submit report and data�
July 31 2010�
�
3. Refine and increase rigor of the evaluation plan in concert with the Network’s Research and Evaluation Unit. Administer pretests to 4th and 5th graders at target sites and control sites1 and posttests afterwards to measure change in fruit and vegetable consumption and factors related to fruit and vegetable consumption. A minimum of 50 Pre-tests and 50 Post- tests will be matched. Analyze data and write report for the Network.�
Person responsible for evaluation�
Submit report and data�
July 31 2011�
�
1The comparison group should be included if at all possible.
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