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Evaluation and data collection are critical components of United Way’s Community Fund Blueprint for Change work.  Funded programs are expected to measure and report their own program-level impact and to contribute data that will help us determine collective impact at the strategy level. Timely and accurate data are critical to this work.  The following standards are provided to clarify data entry and reporting expectations for programs participating in a defined strategy evaluation.  These standards will be updated periodically as new evaluations are launched and current efforts refined.  

All programs participating in a strategy evaluation are responsible for ensuring that appropriate client consents are secured and that complete, accurate client-level data is reported to United Way. An overview of the strategy evaluation data requirements follows. Detailed instructions are provided during COMET trainings, at technical assistance sessions, and in user manuals and tip sheets.

Giving Babies the Best Start
All programs must use COMET to record information on all parents and children served to include: 
· Demographic data for parents: name, date of birth, gender and race/ethnicity
· Demographic data for children: name, date of birth and gender.
· Family relationships:  children connected to mother and/or father 
· For families starting services on or after August 1, 2014:
· Direct service details: overall start and end dates, date of each service, type of service, type of contact, staff person providing service and duration of service (excluding travel and prep time).
· Missed home visit details: date of intended service, type of service intended, type of contact, name of staff person to have provided intended service and “0” for duration of service delivery.
· AAPI-2 forms completed by the parent.

Complete, accurate data should be entered into COMET in a timely manner, specifically: 
· Demographic data, start date and family relationships should be recorded within two weeks of program entry or two weeks from birth for children born during programming. 
· Service end date should be recorded within two weeks of program exit/graduation.  
· APPI-2 administrations must be completed within the first three visits and annually thereafter during programming with results recorded within two weeks of administration. 
· All services delivered and visits missed must be recorded no later than the 15th day of the following month. 



Preparing Kids for Success after-school and summer learning and enrichment strategies:
Unless specified, programs must use COMET to record information on all youth served to include: 
· Demographic data: names, RCSD ID’s for youth attending District schools, gender, date of birth, race/ethnicity, zip code, and grade level.
· Program attendance: time in and time out that accurately reflects the time youth spend in program (exclusive of transportation to and from the program). 
· [bookmark: _GoBack]Starting with summer 2017 for summer programs and the 2017-2018 school year for afterschool programs, all programs serving RCSD students must use the parental consent form provided by United Way.   The consent form allows the students’ schools, United Way, and the programs to share program participation and academic records with each other to further the education and socioemotional development of the students, and to enhance evaluation efforts.   Programs must record details concerning the consent in COMET, store the paper consent forms, and share copies with the schools and United Way in the prescribed manner.  

Complete, accurate data should be entered into COMET in a timely manner, specifically: 
· Demographic data should be entered at enrollment and must be entered within one week of program enrollment.
· Program attendance information should be recorded as children arrive at and leave program sessions.  Data must be 1) entered directly into COMET or 2)  entered into COMET no later than one week after the session is held if another system is used.  

Preparing Kids for Success mentoring programs
All programs must record information using the prescribed format for all youth served to include: 
· Demographic data: names, RCSD ID’s for youth attending District schools, gender, date of birth, race/ethnicity, zip code, and grade level.
· Program participation data:  date the mentor first met with the youth, number of one-to-one and small group in-person contacts between each mentor and youth each month the youth is in the program, and, when a youth leaves the program, the date and reason the mentoring relationship ended.  
· Individual programs may be required to track additional elements to determine fidelity with the model being implemented, as noted in tracking documentation. 

Required data must be complied in the prescribed format within two weeks of the end of each month and submitted to the program officer on the agreed upon schedule.

Meeting Basic Needs disability resource connections programs
Currently, all programs must use COMET to record information on all new clients to include: 
· Demographic data for individuals with a disability being served: name and date of birth
· Demographic data for caregivers, as appropriate: name and date of birth
· Prescribed intake data form for individuals with a disability: referral source, detailed demographic information, whether the individual is undergoing a current transition or planning for a future one, the presenting transitions and additional needs.
· Prescribed intake form for caregivers, as appropriate: detailed demographic information and the caregiver’s relationship to the individual with a disability. 

Complete, accurate data should be entered into COMET in a timely manner, specifically: 
· Demographic and intake form data should be recorded in COMET no later than two weeks after program entry.

The 2016-2019 Blueprint for Change United Way integrates the Basic Needs and Disability Resources Connections strategies into one comprehensive, inclusive strategy.  As a result, we will engage partners in creating an integrated data collection approach for implementation in the 2016-2019 funding cycle.   

Meeting Basic Needs basic needs services- designated programs only
Designated basic needs programs must use COMET to record information on all new clients and update information on existing clients at each encounter to include: 
· Demographic data for clients: name, date of birth, gender and race/ethnicity 
· Client family information: number of children, adults, and seniors in the client’s household, address, telephone number(s), entitlements received and site where services were provided.
· Service(s) needed by client at each encounter: type of service, date requested, staff person working with client, site and whether the service was delivered or not (and if not, the reason why) and, for certain services, additional information about service specifics.  

Given the nature of the services, complete and accurate data collection and reporting is expected to be entered into COMET in real time as services are delivered.   In cases where this is not possible, all information must be entered into COMET within a week of the client being seen.   

Supporting Seniors and Caregivers Multipurpose Aging Resource Centers (MARCs)
All sites must use the membership database to record information on MARC participation including:
· Flagging new MARC members within the first week of MARC attendance
· Tracking attendance at the MARCs on a daily basis 
· Tracking attendance at subset of MARC activities preselected by the MARC partners

The required data must to compiled and submitted monthly to the program officer.   Additionally, sites must conduct the partnership-approved annual member survey. 



