OUTREACH DOCUMENTATION

a)
All sites are required to be registered using the Outreach Site Registration form prior to outreach taking place.  HAP must issue a PEMS site number.  Any changes in sites must be documented on a new site registration form and then approved by HAP.

b) Outreach workers are to prepare the top half of the Street Outreach Daily Activity Log before going out to conduct outreach.  The fields on this portion of the form describe the outreach session plan.  Upon return from the field, complete the bottom portion of the form by recording the actual activity that occurred. These logs, which contain full details, briefing and debriefing, for each outreach session, are to be maintained on file in the contractors office, and made available for technical assistance site visits or as needed for quality assurance purposes.  

c) 
At the close of each quarter, CBOs are to prepare the Quarterly Outreach Summary Report to reflect activities of every outreach session conducted in that quarter. Summary Reports are to be submitted to the Regional HIV Coordinator with Quarterly Reports.  Quarterly reports will contain multiple pages, depending on the number of outreach sessions that occurred.  Before submitting the Summary Reports, indicate the number of pages and the page number for each sheet at the top of the page.

EVALUATION

Street Outreach Surveys 

Each year, ten (10) surveys per registered outreach site are to be completed. Data will be collected opver two periods each year.  Surveys will be distributed for half of the sites in each region for data collection from April 1st through June 30th. They will be distributed for the remainder of the sites for data collection between October 1st and December 31st. Surveys should be turned in to the Regional HIV Coordinator as soon as a site requirement is complete. The data included in the surveys are necessary in order to report behavior changes to the CDC and to evaluate the effectiveness of outreach activities.

Protocol for Collecting Outreach Surveys

by Community Based Organizations
Sites

· Surveys are to be collected from all sites/target areas in which Street Outreach activities are actively taking place.  Follow the same procedure as you would for a normal street outreach session (e.g., walk through a neighborhood, stay in one area).   Instead of engaging in street outreach activities collect surveys.  

· Once registered, each site will be given a site number by HAP, which will be recorded on the top of each form every time surveys are collected at that site. 

 

· All sites must be surveyed once a year, roughly half the sites in the first collection period and the rest in the second collection period.  

	First Collection Period
	Second Collection Period

	April 1 – June 30
	 October 1 – December 31

	Due:   July 20
	Due:  January 20


 
Sample Size
· Street outreach teams are required to complete at least ten (10) surveys at each site.   The total number of surveys will depend on the number of sites registered for your agency or regional outreach collaborative.  
 
Procedures 
· HAP will provide the CBO with thirty (13) survey forms pre-coded with the CBO name, and site number.  This includes three more copies than required, in order to accommodate any errors in data collection. The CBO staff will enter the survey collection date.

 

· Surveys must be collected at the same time of day and on the same day of the week that routine street outreach activities take place.  

 
· Condom distribution and street outreach must not occur on the day surveys are collected. 

 
· Surveys must be self-administered  (i.e., persons should read the questions themselves and mark their own forms).  Respondents should be handed a pen and a clipboard with the survey form clipped to it and asked to complete the survey by themselves.  When respondents are finished filling out the form, they are to drop the form into a box or envelope that the CBO supplies in order to ensure confidentiality.
 
· Survey forms should be self-administered for the following reasons:  
1)
People are usually more likely to report risk behavior on self-administered surveys than in face-to-face interviews;
2)
It eliminates any bias that might be introduced by an interviewer in the phrasing or tone of the question; and

3)   It takes less staff time to collect the surveys.  
 
· If a person is unable to read or is unwilling to complete the survey himself, staff may switch to a face-to-face interview format and read the questions to the respondent.  The surveyor should enter his/her initials in the "Interviewer" space at the top of the survey form on all surveys that are NOT self-administered.  INITIALS SHOULD ONLY APPEAR ON FORMS THAT STAFF COMPLETE FOR CLIENTS. 
 
· Survey staff must record all refusals on the "Street Outreach Survey - Refusal Log" supplied to them.  Note the gender and the reason for refusal for each person approached that refuses the survey.   Record the totals for each column at the bottom in the row marked total.   
 
Persons to Approach
· Every person normally encountered on routine street outreach activities should be approached.  This includes persons “hanging out” in the area and persons walking by.  If the site is extremely busy and the outreach workers conducting the survey do not have time to approach every person, they may choose a systematic pattern to approach a representative proportion of the persons at the site.  For example, they may choose to approach every second person.  
 
· Do not preferentially approach persons that you think might be more willing to answer the questions.  Persons who appear difficult to speak to should be as likely to be approached as those who appear easy to speak to.
 
Explanation of Survey
· When approaching people to complete the surveys, introduce yourself and the agency that you represent.  Then inform the individual that the CBO is trying to prevent the spread of HIV/AIDS to people in the community, and to do a better job the CBO needs information from persons in the community.  Potential respondents can be asked, “Would you be willing to take a few minutes to complete a short, anonymous survey,” or something similar.  They are to be told that there are no names on the survey and that it will be used for statistical purposes to determine the best way to get the message out.  Persons approached are to be encouraged to complete the survey if they are initially reluctant, but if they strongly refuse, staff may skip them and move on to the next person.
 
Survey Form
· HAP has provided a simple standard survey form for CBOs doing street outreach.  CBOs must not change the format or coding of the survey forms, since they are designed to be compared to other areas in the state over time.  If the CBO wishes to add additional questions or information, they may do so.  Keep in mind, however, that our goal is to keep the survey short and simple.  If questions are added, they should be added to a separate page at the end.
 
Data Entry and Analysis
· HAP will conduct the data entry and analysis of completed surveys.  CBOs are to send the original completed surveys to their Regional Prevention Coordinator no later than July 20 for the first collection period and January 20 for the second collection period and should keep a copy of each survey form.  
 
· Based on the survey analysis and results, the Regional Prevention Coordinator and/or CBO Program Director may be asked to observe street outreach survey collection and offer technical assistance to the outreach worker(s).
