FFY11 Activity Tracking Form Instructions
The Activity Tracking Form (ATF) is to be used to record your organization’s allowable activities each time an activity occurs. The ATF serves two functions; 1) allows you and your Program Manager to know that your organization is meeting your goals in your Scope of Work (SOW), and 2) compile the data the Network for a Healthy California (Network) is required to report to the USDA and the State.
The ATF is not cumulative for the fiscal year; one ATF is maintained from October 1- March 31 and submitted along with the interim report by April 15 and a second ATF is maintained from April 1- September 30 and submitted along with the final report by October 15 each fiscal year.

It is inadvisable to wait until the end of the reporting period to retroactively enter activities, as these are firm deadlines. 
Note: A glossary of terms can be found on page 12.

Organization of the ATF
The ATF is an Excel document with multiple worksheets. The worksheets are organized as such:

1. DB (Database): To record direct education, indirect education and non-target activities. 
2. Infrastructure: For activities that relate to your Infrastructure objective (Goal 1, Objective 1). 
3. Media: For paid and unpaid media that is not picked up by the Regional Network or State media contract. 
4. Progress Report Lookup: Optional management tool to track progress in meeting the SOW. 
5. Sites: Lists the approved intervention sites.
6. Mass Entry: Allows for data on the DB worksheet to be copied from various source documents (i.e. multiple staff’s/subcontractors ATFs) and pasted into one master ATF.
7. EARS-SAAR Report: Auto fills the data the State will compile for reporting purposes.
Recording Activities on the DB worksheet 
To record direct education, indirect education or non-target population events, select the DB worksheet on the ATF and click on the gray box at the top of the screen that says “Click here to start entering FFY2011 SNAP-Ed Activities” (see below).
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The Database Entry screen will appear, as seen on the next page. Note: local contractors will not
report social marketing activities in FFY11.

Dii

Updated April 8,2011

21

2

29

30

31

2

33

u

3

CRI

Read)

DB

Infrastructure

Media_~_Progress Report Lookup _/Sites  Mass Entry

EARS-SAAR Report

IR

Page: 20110 | Words 3546 | 5 |

IEEE

120%

» &1

°





The Database Entry screen will appear, as seen below. 
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General Information
The following fields pertain to all activities reported on the Database Entry screen:
Federal and State Share: 
The Healthy, Hunger-Free Kids Act of 2010 reauthorized the Child Nutrition and WIC Programs, establishing a Nutrition Education and Obesity Prevention Grant Program.  However, Network contractors are expected to continue State Share requirements for FFY11.
On the Database Entry screen, select the funding source for the activity. If the activity matches a goal, objective and activity number from the SOW, it is likely federal share. If the funding source is unknown, contact your Network Contract Manager.
Start Date of Event: Enter the date the activity took place (MM/DD/YYYY). 
End Date: If the activity occurred over multiple days, enter the date the last event took place (MM/DD/YYYY), otherwise leave blank.
Primary: Enter the primary goal, objective and activity numbers from the SOW that the activity meets (for federal share activities only). 

Secondary: If applicable, enter the secondary goal, objective and activity numbers from the SOW that the activity meets otherwise leave blank (for federal share activities only).

Educator Name and Notes (optional): Allows you to enter the name of the person conducting the activity and relevant notes. This section is not used by the Network and is solely for your own record keeping. 
Event Description: Enter a detailed description of the activity using and the same language that is used in the SOW. If batching activities; enter the exact dates the multiple events occurred.
Non-Target Population
Events that are part of your SOW but are not conducted directly with the Network’s target audience (≤185% Federal Poverty Level) will be reported under the Non-Target Population section of the Database Entry screen. Examples of non-target population activities include staff meetings or trainings and speeches presented to colleagues. 
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In the Non-Target Population section, select the Type of Activity from the drop down menu. If Other Promotional Event is selected, specify the activity type in the Event Description. 
In the Attendees field, include the number of people (non-target audience) that attended the event. 
Once the required information for the non-target population event is entered, click the Add button at the top of the form to save the entry in the DB.

NOTE: Events for the non-target population are not direct education or indirect education, so these fields will remain unchecked, as well as the fields for site name, site type and main topic. 
Direct Education and Indirect Education 
Each allowable activity conducted with the Network’s target audience (≤185% FPL) will be classified under direct education or indirect education. Depending on the category selected, the Database Entry form will filter the additional information needed.
Direct Education
When the Direct Education button is selected, the following fields are required in addition to the fields listed above when:

Did the event include school children during school (K-12 and Preschool): If the event took place with the students of a school or preschool/Head Start during the school day or after school check the box, otherwise leave blank.
· When the box is checked, additional fields will appear at the bottom of the screen allowing you to report the same event that occurred at multiple school sites in one entry.

· In order to report an activity at multiple schools in one entry, the event must be the same exact lesson/class, with the same main topic, length of time, and session format (this is not the same as batching). 
· Use the drop down list to select the school/preschool name where the activity occurred and enter the unduplicated number of participants either in the K-12 column for events that occurred at a school or the Preschool column for events with <5 year olds. 

Site Name: Use the drop down list to select the intervention site name.

Site Type: This field will auto fill once the site name is selected. 

≤130% FPL/SNAP/Free Meal and ≤131-185% FPL/Reduced Meal: The Federal Poverty Level data will auto fill once a site name is selected and corresponds to what is entered for that site on the Sites worksheet.  
Main Topic: Use the drop down list to select the main topic for the activity. If more than one topic is applicable, choose the primary topic that is most relevant to the overall message of the lesson.
Type of Activity: Use the drop down list to select the type of activity.
Time: All direct education activities must be a minimum of 15 minutes. Use the drop down list to select the length of time the activity occurred, rounding to the nearest time interval. For example, if the activity was 20 minutes select 15 minutes, and if the activity was 25 minutes select 30 minutes. If reporting multiple sites or batching, report the time for one class.
Session Format: Use the drop down list to select the activity format. If the activity is part of a series, (i.e. Harvest of the Month, MyPyramid) select the session format for the entire series even if the activity being reported is a single lesson. If the session format is unknown, report the activity as a single session.

Interactive Media: Interactive media involves the participant’s active engagement with an electronic device such as a computer game, interactive website (i.e. MyPyramid) or interactive video (i.e. demonstrating physical activity where the participants are actively engaged). Check the box if the activity included interactive media; otherwise leave blank.
Once the required information for the direct education activity is entered, click the Add button at the top of the form to save the entry in the DB.

Direct Education-Demographics
The USDA requires that all direct education events report the demographics of the participants. Demographics include the participant’s gender, age, race/ethnicity and SNAP-participation status.  

Demographics for direct education activities with students during/after school will be collected by the Network from the California Department of Education. 
Demographics for all other direct education activities will be collected using data cards provided by the Network or site-specific data, such as sign-in sheets (if available). Refer to the Data Card Instructions for complete details on using the data cards and entering the information into the ATF. 
Indirect Education
When the Indirect Education button is selected, the following fields are required in addition to the fields listed above when:
Did the event include school children during school (K-12 and Preschool): If the event took place with the students of a K-12 school or preschool/Head Start during the school day or after school check the box, otherwise leave blank.
· When the box is checked, additional fields will appear at the bottom of the screen allowing you to report the same event that occurred at multiple school sites in one entry.

· In order to report an activity at multiple schools in one entry, the event must be the same exact type of indirect education (this is not the same as batching). 
· Use the drop down list to select the school/preschool name where the activity occurred and enter the unduplicated number of unduplicated student participants. 

Site Name: Use the drop down list to select the site name where the activity occurred.

Indirect Education Participants: Enter the number of unduplicated participants at the event. If reporting the distribution of materials, enter the number of materials. 
Type of indirect education: Use the drop down list to select the indirect education type.

Specify Other: If “any other type of activity” is selected from the type of indirect education list, specify the activity being reported, otherwise leave blank. 
Once the required information for the indirect education activity is entered, click the Add button at the top of the form to save the entry in the DB.
Infrastructure Worksheet
Record activities that meet the Infrastructure objective (Goal 1, Objective 1) of your SOW on the Infrastructure worksheet.
Enter the activity number from the SOW that the activity meets (column A), the date the event occurred (column B) and a detailed description of the event (column C). Record the number of people in attendance at the event from your organization in the appropriate column (D-H).
Media Worksheet
To record paid or unpaid media that is not picked up by either the Regional Network or the Network’s State media contract, select the Media worksheet on the ATF and double click on the blue box at the top of the screen that says “Click here to start entering media activities.”  
The Media entry form will appear as seen below. 
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For all media events, enter the goal, objective and activity number as it relates to the SOW, the date that the media appeared and a detailed description including headline/title of the media.
All of the media outlet tabs contain fields for the total consumer impressions and the total impressions of the Network’s target audience (≤185% FPL). Both of these impressions will be obtained from the media outlet, however note that the impressions for the ≤185% FPL may not always be available as impressions are not continuously tracked by FPL. If the impressions for the ≤185% FPL population are unavailable, check the “Click here if you could not identify the # ≤185% FPL” box on the appropriate media tab.

Progress Report Lookup Worksheet
The progress report lookup is an optional management tool to assist contractors in monitoring progress towards meeting the goals outlined in the SOW. A query can be run by primary or secondary goal/objective/activity number or site name.

Once a specified search criterion (i.e. primary goal, secondary goal or site name) is entered, the number of unduplicated contacts and duplicated participants by SNAP status and age appears for direct education activities entered. For indirect education entries, the total number of participants and the number of <185% participants appears. Lastly, the number of classes taught and the total time spent in class appears. 
Examples:

1. Lookup records for all events labeled as Goal 1, Objective 2, Activity 5 

	Search Criteria

	Primary Goal
	Primary Objective
	Primary Activity

	1
	2
	5


2. Lookup all Records for Goal 3, including All Objectives and all Activities in Goal 3

	Search Criteria

	Primary Goal
	Primary Objective
	Primary Activity

	3
	 
	 


3. Lookup all State Share Records (All State Share will have no Goal/Obj/Act #

	Search Criteria

	Primary Goal
	Primary Objective
	Primary Activity

	
	 
	 


Sites Worksheet
The sites worksheet contains the list of sites each Network contractor plans to work in during the fiscal year. If an organization has approval to work in a site that is not listed on the sites worksheet, the site will need to be added before activities can be recorded on the DB worksheet. 
To enter a new site, use the drop down list in Column A to select “Yes” or “No” to indicate if the intervention site’s population includes students at a school/preschool during or after school. Proceed to complete the following columns:

· Column B: enter the site name as you want it to appear on the drop down list on the Database Entry screen
· Column C: use the drop down menu to select the site type

· Column D: enter the address of the intervention site

· Column E: enter the zip code of the intervention site

· Column F: enter the city of the intervention site

· Column G: enter the County District School (CDS) code if “yes” was indicated in column A; otherwise enter the census tract that was used to qualify the site 
· Column H: if using the CDS code enter the percentage of free meal recipients for the school; if using census tract enter the percentage of the population ≤130% FPL
· Column I: if using the CDS code enter the sum of columns H and J; if using census tract enter the percentage of the population ≤185% FPL. If the site is a location-based proxy (i.e food bank, food pantry, soup kitchen, public housing, CalFresh job readiness program) enter 1 to signify that 100% of the population is at ≤185% FPL. 
· Column J: if using the CDS code enter the percentage of reduced meal recipients for the school; if using census tract this field will auto fill once columns H and I are completed.
NOTE: If a school/preschool serves both the student population and the parent population, the site will need to be listed twice; once with “yes” in column A and a second time with “no” in column A. The FRPM data for the school cannot be applied to the parents for reporting on the ATF and so the census tract will be entered in column G.  

Once all sites are added, select the yellow button on row 1 that says “click here when you are finished entering new sites” so that the site will appear in the Site Name drop down list on the Database Entry form.
HELPFUL TOOL: The FRPM CDS Lookup document on the Network’s website may help you find the school information needed in columns H-J: http://www.cdph.ca.gov/programs/cpns/Pages/FFY11ATF.aspx
Prior to working in a new site, it must first be approved by the USDA via your Network Program Manager to ensure the site fits into the SOW (this requirement will not apply during the application process).  
Mass Entry

The Mass Entry worksheet allows contractors to copy and paste data into the DB from other source documents. The Mass Entry worksheet is only to be used in two situations:

1) If an organization has multiple staff/subcontractors maintaining an ATF and needs to combine the data from the DB worksheet into one master ATF for reporting purposes.

2) If an organization uses organization-specific reports to generate the information needed on the DB worksheet.

If an organization meets either of the criteria above, they can use the Mass Entry tab. To transfer data from either another ATF or site-specific reports, copy the data from the source document and paste the data into the Mass Entry worksheet. The data will be transferred to the DB worksheet once the purple “Mass Entry” button is clicked at the top of the sheet. Note that data entered on either the Infrastructure or the Media worksheets will need to be copied over separately onto the appropriate worksheet and not via the Mass Entry worksheet. 
EARS-SAAR Report

The data on the EARS-SAAR Report worksheet will auto fill as you enter activities. The State will use the data to compile the annual report to the USDA. Contractors will not enter information on this worksheet.
How to Find and Edit Existing Entries
Once an entry has been made into the DB worksheet, it can be edited through the Database Entry form. It is not recommended that you make changes in the DB spreadsheet.
To edit an existing entry, enter the date (MM/DD/YYYY) that the activity occurred in the Start Date of Event field and then click the Find button at the top of the form, as shown below.
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A pop-up message will appear indicating the number of entries in the DB that match the date entered; click OK.

To scroll through the multiple entries with the search date, use the Next Record button to move forward to the next entry or the Previous Record button to move backwards (see below).
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A pop-up message will appearindicating the number of entries in the DB that match the date
entered; click OK.

To scroll through the multiple entries with the search date, use the Next Record button to move
forward to the next entry or the Previous Record button to move backwards (see below).
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Once the entry to be edited is found, make corrections directly into the appropriate field(s) on the Database Entry screen and click Amend at the bottom of the screen (see below). Note that you may need to use the scroll bar on the right-hand side of the screen to scroll down to see the Amend button.
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How to Replicate Existing Information (Add A New Record)
If the organization conducts the same type of activity at the same site type multiple times, previous entries may be replicated so that the same basic data is not entered each time a new activity is reported. 
This function may be useful if, for example, a school conducts HOTM each moth at the same school sites with the same students. Instead of re-entering the data each month, a previous entry may be found and the fields that have changed since the last entry (such as date and number of participants) will be changed. 

To replicate an entry, enter the date (MM/DD/YYYY) the activity you wish to replicate occurred in the Start Date of Event field and click the Find button at the top of the screen. A pop-up message will appear indicating the number of entries in the DB that match the date entered; click OK. Use the Next Record button to scroll forward to the next entry or the Previous Record button to move backwards. Once you find the entry you want to replicate, make corrections directly into the appropriate field(s) on the Database Entry screen and click the Replicate button at the bottom left-hand side of the screen. A new entry will be added to the database including the updated information you entered.
How to Delete an Existing Entry 
If an entry is made that needs to be deleted entirely, you may do so by entering the date (MM/DD/YYYY) the activity you wish to delete occurred in the Start Date of Event field and click the Find Record for Deletion button at the bottom of the screen. Use the Next Record button to scroll forward to the next entry or the Previous Record button to move backwards. Once you find the entry you want to delete, click the Delete Record button at the bottom right-hand side of the screen. 

Clear Form
If an error is made during the entry of an activity, you may clear the entire entry and start over. To do so, click the Clear Form button at the bottom of the Database Entry screen. This will clear any text entered and you are able enter the activity again.  

Batching

If the organization frequently conducts the same activity with the same group of participants at the same site, the activities may be reported as a batch in one entry instead of reporting each activity individually. Refer to example 6 on the Example document to review how to batch an entry. 
In order to batch an event, note the following:
1) Enter a State Date and End Date.
2) Include details in the Event Description of the exact dates activities were conducted.
3) When reporting the number of participants, enter the number for one class. 

4) Indicate the number of classes being reported in the batching box (see below); this number must be the same if batching activities that occur at multiple sites. For example, if site A has 2 classes and site B has 4 classes this cannot be batched. 
5) Batching can only occur on a monthly basis. If a class occurred over the course of 3 months, 3 separate batching entries would be made; one for each month. 
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Glossary

Direct Education
A planned nutrition education activity designed to increase knowledge and/or skills (not just awareness), based on an activity or lesson plan where participants are actively engaged in the learning process with an educator for at least 15 minutes. Examples include classroom instruction/lessons, planned one-on-one nutrition education, grocery store or farmers’ market tours, and cooking demonstrations.

For an activity to qualify as direct education you must be able to report the SNAP participation status, age, gender, and race/ethnicity for each participant. If all four criteria are not collected the participant cannot be reported under the direct education count and will be counted as indirect education.

Data cards (or other source documents such as enrollment forms and sign-in sheets) may be used to collect the necessary demographic information for adult participants.

Data cards will not be used with school/preschool participants during or after school . The Network will collect the student demographics from the California Department of Education. 
Indirect Education
The distribution of information and resources that are designed to increase public awareness of SNAP-Ed and/or increase awareness and knowledge of food, dietary quality, food security, food safety, and food resource management/shopping behaviors. Indirect education includes any mass communications, public events and materials distribution that are not part of direct education efforts. 

Examples of indirect education include:

•Mass Communications: radio, TV, billboards, posters, paid/unpaid advertising, newspapers.

•Print Materials Distribution: flyers, facts sheets, pamphlets, newsletters, nutrition articles.

•Displays of Educational Materials: bulletin boards, posters

•Public Events: community events, fairs, exhibits, open houses, back to school nights
Technical Assistance
If you need further guidance on using the ATF please contact:

Programmatic questions: Alexis.Narodovich@cdph.ca.gov
Technical questions: Evan.Talmage@cdph.ca.gov
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