SMALL GROUP SESSIONS (SGS) AND SMALL GROUP SESSION-PREVENTION WITH POSITIVES (SGS-PWP)
DOCUMENTATION

· Staff must complete a HAP Enrollment Form for every program participant who attends at least one session.   The form can be completed by the client or interview style by staff or a peer leader that has been trained to protect confidentiality.  It is a brief form that collects demographic and recruitment information.  In addition, this form identifies clients’ membership within priority population risk groups and therefore is confidential.  No client names will be written on this form or other SGS forms.  CBO staff will create a Unique Identifying Number (UIN) for each client.   Directions for completing the UIN are in the form instructions.  These forms are to be turned into HAP with the quarterly report.
· Small Group Session Log is to be completed by the CBO staff  or  peer leader conducting trainings.  It provides documentation about the attendance and activities during one session..  The Small Group Session Logs for every Small Group Session conducted during a quarter should be completed and submitted with the quarterly report.

· Each quarter, CBO staff should use the SGS Quarterly Reporting Checklist to ensure that all of the required data for this intervention is submitted.  This tool will help you to ensure that all reported numbers on contract objectives are backed up with data that can be entered into the Program Evaluation and Monitoring System (PEMS). This checklist should be submitted with the Quarterly Report as the coversheet for the packet of SGS forms.
· The Prevention with Positives Risk (PWP) Assessment tool must be completed three times for each client who attends a and submitted directly to the HAP Prevention Evaluation Coordinator.  

1. At the time the client is enrolled in the SGS-PWP program.

2. At the final session of the SGS PWP program. 
3. Three months after discharge in a follow up with the client, preferably in person.  It may be helpful to coordinate with their case manager on this and time the assessment with a regularly scheduled CM appointment.
