INSTRUCTIONS FOR OUTREACH SITE ACTIVITY LOG

The following items should be completed before the outreach session is conducted.

CBO NAME

Enter the name of your agency. 

DATE

Record the date of this outreach event.

WORKERID

Record the worker identification numbers issued by the HAP Central Office for the workers who participated in this outreach session.  

PEMS SITE ID

Record the PEMS Site ID number issued for this site by the HAP office.  All sites must have be approved and have a PEMS Site ID before outreach occurs there.

SITE NAME

Record the name of the site as it is was submitted in the site registration process.

START TIME

Record the time that the outreach event began. 

BACK-UP LOCATION/PLAN 

Record the name of alternative site(s) where outreach will be conducted if any situations arise that make outreach unfeasible in the planned site.  For example, if no one is on the street at the planned site, or a disruptive event has made the site a poor place to do outreach that day, the team will need to know what “Plan B” is.   

BRIEFING COMMENTS

Describe the plan for outreach that session, the types of encounters expected.


The following items should be entered after the outreach session is completed.

DEBRIEFING COMMENTS

Describe the types of encounters that occurred, the types of referrals made, including special needs, anticipated follow-up, etc.  If the team had to go to the Back-Up Site, or if the session took place at more than one site, record that information here.

END TIME

Record the time that the outreach event ended

ENCOUNTERS THIS SESSION

Record the number of encounters conducted during this session.  

REFERRALS MADE

Record the number of referrals made during outreach that day.

ESTIMATE OF ENCOUNTERS BY PRIORITY POPULATION:  Record an estimate of the proportion of clients encountered that come from each priority population: Persons living with HIV, Men who have sex with men, High Risk Heterosexuals, Injection Drug Users, People from special populations, including those who are incarcerated/recently incarcerated, homelessness, trans-gendered, migrant workers, or persons living with Hepatitis C, and mothers with or at risk for HIV.

DISTRIBUTION OF: Record the number of each type of prevention material that was distributed: female condoms, male condoms, educational materials, safer sex kits, safer injection/bleach kits, and incentives.

ESTIMATES OF ENCOUNTERS BY  RACE/ETHNICITY: Record an estimate of the proportion of people encountered  from each racial/ethnic group.
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