Attachment 8 
LIA/NIA-2012

Project Synopsis Instructions

FFY 2012 (October 1, 2011 – September 30, 2012)

The Network is requiring all contractors submit a Project Synopsis (Form 6).  The Project Synopsis provides the USDA and the CDPH’s Cancer Control Branch with comprehensive information about each Network contractor for the annual state plan, facilitates collaboration among contractors and other partners, and is used to respond to queries and questions asked by other State agencies and partners. 

Instructions for the Project Synopsis are provided below.  Since this form is designed for data collection, we cannot allow any formatting changes.  Your Project Synopsis needs to be approved by both the Program Manager (PM) and Contract Manager (CM) to ensure all entries are within the approved Scope of Work (SOW) and is consistent with the Budget Justification for FFY 2012.  Please call your assigned PM if you have any questions regarding filling out the Project Synopsis form.  

Overview - Unless otherwise noted, follow these three general guidelines:

1) Your responses are based on the nutrition education activities you conduct with your Federal Share funding.

2) Check all boxes that apply or type in text.

3) If you check an “Other” category, specify the information requested.

Use the shaded areas to input project information as it pertains to your project. 

1. State Level Goals and Objectives

Remains the same for all contractors.  Do not enter anything in this field.

2. Description of Projects/Interventions for Each Project

Project Title: Enter your organization’s name. 

Program Area: Enter the type of organization your contract best identifies with.  For example, if your program is with a school district, then enter school district.
Contract Number: Enter your contract number if you have it.  If not, then your Program Manager will enter it once you submit your Project Synopsis.
a) Related State Objectives

Do not enter anything in this field. 

b) Target Audience

Check all the boxes that apply to your target audience and enter the percentages for gender, ethnicity, language, and age groups.  Within each area (gender, ethnicity, language, age group), the percentages should sum to 100% for each category.  Please round percentages to the nearest percent and do not use decimals. 

Languages: Enter the primary language you will use to conduct interventions with the target audience, not the primary language spoken in their homes.  

c) Focus on SNAP Eligibles

Income Targeting Data Source:  Check all those that apply.  Fill in Census Tract and Free/Reduced Price Meal (FRPM) Percentage data sheets on Project Synopsis form, as applicable.  See Section 5 and/or 6 below for detailed instructions.  If you check “Other,” you must indicate the data source and estimate the percentage (%) of your target audience that is equal to or below 185% of the FPL.  You are not required to submit this qualifying data, but are required to have it on file.  

Location Based Proxy Sites: Check all boxes that apply and indicate the percentage of your target audience that are at these locations. No additional income targeting data are needed for these delivery sites. 

d) Project Description

Key Methods:  Check the primary methods that apply to your program.

Website:  If your agency has a Network-funded webpage/site, please enter the website address.

Print Media:  Print media may include, press releases, media alerts, media tip sheets, editorial articles or letters, kiosk or poster displays, advertisements on billboards and bus stops. 

NOTE: If funds are not being used for print media, radio and TV, then these should not be selected.  Additionally, for these types of media activities, you must have documentation that demonstrates at least 50 percent of the target audience is at or below 185% FPL.    

Nutrition Education Classes, Community Education Events, Training/Workshop/Conference, Point of Purchase, or other direct education:  For the methods where you have direct contact with your target audience(s), please estimate the frequency and average duration of the interventions.  If multiple interventions fall under one method, enter the average duration, not the sum for that method.  

Other:  Activities that are not classified as nutrition education classes, community education events, training/workshop/conference, point of purchase or other direct education, please include here. 

Key Educational Messages: Check the key educational messages your program addresses.  All contractors must include “Fruits and Vegetables” as a key message.  CalFresh promotion activities apply to the “Other” category. 

SNAP-Ed Delivery Sites by Type of Setting:  For each type of setting your project targets, enter the number of different sites/locations.  For example, if your agency plans to conduct nutrition education at three CalFresh offices, enter “3” in the space before “CalFresh Offices.”  If your nutrition education intervention and/or activity involve more than one location, choose the location that best reflects the primary delivery of service or the group you are attempting to reach.  For instance, if you are a school contractor or a contractor working in schools and you have nutrition education activities in a school garden, please use the school category, and not list as gardens. 

In general, a site should only be listed under one location; however, a site can be listed twice if the site is used to conduct activities for more than one target audience.  For example: 

· If a preschool and an afterschool program are housed at the same location, list them separately under “Schools – students (Preschool)” and “Schools – students (Afterschool Program).”

· If your afterschool program is housed at a K-12 school site and no other nutrition education activities are conducted during regular school hours, only list under “Schools – students (Afterschool Program).”

· If your program reaches both parents and students at the same school, then list the school twice under “Schools – students (K-12)” and “Schools – Parents.”

NOTE: Per Network Program Letter #10-04, “New sites being added to your SNAP-Ed plan should not have current programs from either the Network or UC-FSNEP. It is important to contact other Network programs or the County UC-FSNEP offices to learn more about how and where they are delivering programs and to verify there are not any SNAP-Ed programs being delivered at the proposed location.”  Contact information for county UC-FSNEP offices is available on the UC-FSNEP website at http://fsnep.ucdavis.edu/contact-us/contact-us/county.  

Projected Number of Unduplicated Participants: Enter an estimate of the projected number of unduplicated participants.  This count refers to the actual number of participants served, with each individual counted only once, no matter how many times they receive a service.  For example, if David attends a 6-session nutrition education class series, he would be counted as one unduplicated participant. 

Narrative: The narrative is a brief description of your overall SNAP-Ed program, covering main intervention approaches and highlighting any unique aspects of your project.  Please complete as appropriate to reflect your planned SNAP-Ed activities. Write in the third person (do not use “I” or “we”), do not use bullets, and limit to 200 words.

e) Summary of Research

Do not enter anything in this field.

f) Modification of Project Methods/Strategies

If your project will not be modifying the project methods and strategies from FFY 2011 to FFY 2012, please check “We have not modified our methods/strategies.”  If you will be adapting or changing an identified intervention/ project method or strategy for FFY 2012, please check all appropriate boxes.  For example, if recent research indicates that your current activities or delivery sites are no longer the most appropriate avenue for reaching your target audience, check the box for “Utilizing Recent Research and/or Program Evaluation Results.”  If the existing categories do not accurately reflect your program modifications, use the “Other” category and specify the reason you are making changes. 

g) Use of Existing Educational Materials

Fill in Existing Educational Materials/Curricula data sheet on Project Synopsis form. See Section 7 below for detailed instructions. 

h) Development of New Educational Materials

Before developing new materials, the USDA requires contractors to research and identify existing nutrition education and physical activity promotion materials for use in their program.  If existing educational/promotional materials are examined thoroughly and none are found to fit the program or target audience, contractors may use Network funds to develop new materials, but only with prior approval from your Network PM and USDA.
Fill in the New Materials Development Data Sheet on the Project Synopsis form, if applicable.  Enter the title of any new materials that you plan to produce, a 25-word or less description of the materials, and a brief justification.  The justification must provide the results of your review of existing materials and rationale for creating new versus using existing materials.  If developing new materials, costs must be identified in the budget justification.  

i) Key Performance Measures/Indicators

List the key measures/indicators of implementation or performance that you will capture or collect.  For example, this could be the type(s) of evaluation you will perform, as well as a description of the specific indicators your project intends to measure (knowledge, changes in behavior, skill improvement, new partnerships, organizational change, etc.) as well as process indicators.
3. Evaluation Plans

Do not enter anything in this field.
4. Coordination Efforts

In 100 words or less describe efforts to coordinate, compliment, and supplement other local/regional programs in order to deliver consistent behavior-focused nutrition messages.  Include participation in Regional Collaboratives of the Regional Networks for a Healthy California, a County Nutrition Action Plan (CNAP), or other local coalitions addressing the SNAP population.  

Please clearly state if your agency is coordinating with an organization or program to accomplish Scope of Work activities.  If so, you must provide a memorandum of understanding (MOU).  For example, if XYZ Nutrition Education Program uses a Boys and Girls Club facility to provide nutrition education to a group of low-income adults in the community, an MOU must be provided to state the agreement between XYZ Nutrition Education Program and Boys and Girls Club for use of the space. 
You must also have an MOU if a subcontract is not in place and there is an exchange of Federal Share funds that will affect SOW implementation.   
5. Census Tract Data Sheet
For FFY 12, the Site Data Form has been merged into the Census Tract Data Sheet.  All intervention sites that do not qualify by FRPM or Child and Adult Care Food Program (CACFP) data must be entered on the Census Tract Data Sheet.  Contractors are required to use the American Communities Survey (ACS) as targeting data source to qualify census tracts.  ACS contains the newest census tract information.  Some existing census tracts may not qualify using the new ACS data, but it may also provide opportunity to work at sites that previously did not qualify.  Please use the ACS 2005 - 2009 Data (Attachment 5) to qualify your site or if your interventions target subgroups by race/ethnicity, please use the ACS 100% FPL Race and Ethnicity 2005-2009 Data (Attachment 6), both of which are available on the Network website at www.cdph.ca.gov/programs/cpns/Pages/LIANIARenewalFFY2012.aspx.  
To complete the Census Tract Data Sheet:

· Enter type, site name, address, city, zip, and census tract for all entries.  

· For intervention sites that qualify by census tracts, enter in the 185% FPL.  In column entitled “Ethnicity”, please use term “all races” if using 185% FPL.  See example below.  If using subgroups at 100% FPL, designate the ethnicity and then in the notes column enter the percent for qualifying census tract.  See example below.
· For intervention sites that qualify as proxy sites, indicate in the Notes column that this is a proxy site.  See example below.  These entries should match section 2c (Location Based Proxy Sites).  
· For intervention sites that qualify by other targeting data (excluding FRPM/CACFP data), indicate in the Notes column how this site will qualify.  This should also be identified in section 2c (Income Targeting Data Source) on the Project Synopsis.    

· In the Type column, these must match the sites identified in section 2d (SNAP-Ed Delivery Sites) on the Project Synopsis.
· You may use the Network’s GIS system to identify a census tract for an intervention site, which is available online at www.cnngis.org.  
· Enter in actual percentages out to two decimal points.  Do not round numbers.

Examples:

	Type
	Site Name
	Address
	City
	Zip
	Census Tract
	Ethnicity
	185% FPL
	Notes

	Farmers Market
	Southside Market
	1441 Doe Street
	Sacramento
	95100
	6067006400
	all races
	57.2%
	

	Church
	Alameda Church
	22 Green Street
	Alameda
	92000
	6001401600
	Hispanic
	--%
	50.0% (at 100 FPL)

	Public Housing
	Watson

ville Complex
	25 Jane Street
	Watsonville
	95076
	6067006401
	--
	--%
	Proxy Site


6. Free/Reduced Price Meal Percentage Data Sheet

(Only for School Districts, County Offices of Education and other contractors working in schools. If you do not work in schools, skip this section.)

All school sites that qualify by FRPM or CACFP data must be entered on the FRPM Percentage Data Sheet.  Please do not include qualifying school sites if you are not conducting Network activities there.  To provide a consistent reference point for USDA auditing purposes the Network has provided the most current (October 2009) FRPM Data (Attachment 3) from the California Department of Education (CDE) in a modified, user-friendly format located on the Network website at www.cdph.ca.gov/programs/cpns/Pages/LIANIARenewalFFY2012.aspx.   Use this data as your source for the FRPM data.  Do not use the CDE website information, which may change during the application period.  The USDA will be using the Network’s FRPM database to check your data and differences may require clarification, possibly delaying your application process.   
To complete the FRPM Percentage Data Sheet:

· Enter the school name, district name, CDS (County, District, School) Code, percentage enrolled in Free Meals, percentage enrolled in Reduced-Price Meals, and combined percentage of FRPM enrollment for each school site that qualifies through FRPM data.
· Enter the school name, district name (if applicable), percentage enrolled in Free Meals, percentage enrolled in Reduced-price Meals, and combined percentage of FRPM enrollment for each school site that qualifies as a CACFP site.  Because CACFP sites do not have CDS codes, in the CDS Code column write “(CACFP Site)” and include the month and year of the CACFP FRPM data being used.  See example below.
· For each school site listed, please use abbreviations provided to indicate who you will be working with at that site.  Multiple abbreviations can be applied to a school site.  
· Do not list school sites more than once.
· Enter in actual percentages out to two decimal places.  Do not round numbers. 

If you cannot qualify a school site using the Network FRPM database and you believe that more current FRPM data from the school site would qualify the school, your next step would be to contact the Food Service Director of the site to obtain the most current FRPM data.  If the food service data qualifies the school site please take the following three actions: 1) Enter the school information and FRPM data as noted in the instructions above.  2) Next to the school name write in “(School Food Service)” and include the month and year of the FRPM data being used.  This notation will indicate that you are not using the Network FRPM database but more current school food service data.  See example below.  3) Email or fax the food service data documentation to your Program Manager.
If you cannot qualify a school by FRPM or CACFP data, the next option is to search the Network GIS system for the specific census tract and then check the ACS data to determine if the census tract qualifies.  The ACS data is available on the Network website at www.cdph.ca.gov/programs/cpns/Pages/LIANIARenewalFFY2012.aspx.  If qualifying a school site by census tract, enter the school name, district name, CDS Code and add the qualifying census tract number in parentheses.  Leave the percentage columns blank.  See example below.  The school site and census tract number must also be entered on the Census Tract Data Sheet.  
Examples:

	School Name
	

District Name
	CDS Code
	Free Meal %
	Reduced Meal %
	Free & Reduced Meal %

	Fremont Options Preschool (P)
	Alhambra Unified School District
	(CACFP Site, April 2010)
	59.57%
	19.14%
	78.71%

	Red Bluff High School (S)
	Red Bluff Joint Union High School District
	52716395237201 (School Food Service, March 2010)
	40.31%
	10.01%
	50.32%

	Chico High (S)  (06007000603)
	Chico Unified 

School District
	04614240431676
	--%
	--%
	--%


7.
Use of Existing Educational Materials/Curricula Data Sheet

List all existing educational materials/curricula you plan to use for FFY 12.   To assist you in completing this section, an Approved Materials List (Attachment 7) is available on the Network website at www.cdph.ca.gov/programs/cpns/Pages/LIANIARenewalFFY2012.aspx.   The Network would like to compile a more comprehensive materials list for FFY 13.  Therefore, to make a list that is easier to categorize and organize for future sharing among contractors, please follow the instructions below when completing the Existing Materials/Curricula Data Sheet:

· List each material once.

· List one material item per row.  Do not group materials together in one row, even if they are from the same source.
· List the correct Source of the material.  This could include the name of the author or where one would go to get the material (e.g., SNAP-Ed Connection).
· List the exact Title of the material.

· In the Description, provide a brief description about the material, what type of material it is (e.g., brochure, curriculum, etc.), and the grade level or age group the material is designed for.

· List the Language(s) of the material you will use.

· Pre-approved contractor developed materials should be listed as “contractor developed” under “Source” with the name of the contractor who developed it.

· Educational materials that have reference to chronic disease prevention (e.g., diabetes, heart disease, etc.) must be used for health promotion activities aimed at primary prevention of disease, not for secondary interventions or medical nutrition therapy. 

For Contractors Working in School:  Please utilize the Recommended Curricula for Nutrition Education and Physical Activity Instruction Kindergarten through Twelve and the Recommended Supplemental Instructional Materials for Nutrition and Physical Activity Kindergarten through Grade Twelve documents posted on the Network website.  We recommend using at least one nutrition curriculum that serves as the foundation for the overall nutrition instruction plan.  The recommended curricula were selected on the following criteria:
a) Aligns with grade-level nutrition and physical activity California Health Education Content Standards (CHECS);

b) Appropriately addresses the knowledge and skill standards for nutrition and physical activity;

c) States that lessons are organized for planned, sequential instruction;

d) Provides lessons for specific grade levels;

e) Integrates or provides connections with other content standards (e.g., science, math, language arts); and

f) Meets the standards set forth by the California Healthy Kids Resource Center (CHKRC) and is included in the CHKRC collection.

In addition to curriculum, please include all applicable supplemental instructional materials used to provide activities and extend skills and concepts introduced by nutrition and physical activity promotion curricula.  The recommended supplemental materials were selected on the following criteria:

a)
Aligns with MyPyramid, 2010 Dietary Guidelines, and current Nutrition Facts label; 

b)
Includes lessons and activities aligned with grade-level nutrition and physical activity California Health Education Content Standards (CHECS); 

c)
Appropriately addresses the knowledge and skill standards for nutrition and physical activity; and

d)
Meets the standards set forth by the California Healthy Kids Resource Center (CHKRC) and are included in the CHKRC collection. 
Please note that some curricula and instructional resources encompass a broader scope than SNAP.  To ensure SNAP-Ed allowability, Network agencies should review these resources to ensure compliance with Sections 402 and 607 in the LIA/NIA Guidelines Manual, Program Planning and Resources Section. 
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