 Data Collection Chart Instructions
1.  Total number of unduplicated individuals served during this reporting period.  Count an individual only one time during the current reporting period, no matter how many visits or appointments they had.  See Chart 1.
2.  Total number of unduplicated individuals served during the previous six month reporting period.  If this is your first six month report, this category will be blank.  For subsequent reports, this number will come from the previous six month report.  
3.  Total number of visits/appointments during this reporting period.  Visits can take the form of participants attending events such as appointments and classes.  Count the number of visits during the reporting period by calculating the number of time they attend an event during the reporting period.  For example, an individual has four appointments or visits to the doctor on four different days, weeks or months.  This counts as four visits/appointments.  See Chart 1. 
4.  Total number of encounters/services during this reporting period.  An encounter/service is a billable type of service that occurs during a face-to-face contact between a patient and a health professional. [See the attachment for a more detailed explanation of encounters].  Here are a few examples of encounters/services and the method used to report them: 
· Two individuals each have 4 visits/appointments to the doctor over the six month reporting period.  During each of those visits they each have two encounters/services, such as a medical exam and an x-ray.  The total number of encounters/services for both individuals is sixteen.  See Chart 1. 
· A woman attends four, weekly educational sessions with her child; transportation is provided by the agency. This is the way you report the visits and encounters on the Data Collection Form. The educational sessions count as four visits and encounters for the mother participating in the class; four visits and encounters for the child, who receives child care while the mother is in class; and collectively, the mother and child receive eight transportation encounters during the four week period.  Calculate the total number of encounters with this formula: 4 classes + 4 child care sessions + 8 transportation encounters = 16 encounters.
· A church offering obesity reduction classes plans 10 classes, or visits, during the reporting period.  Each class has exercise and nutrition components.  Report 10 classes as 10 visits.  Then multiply the two program components (exercise and nutrition) that occur during each class times the number of participants.  The total equals the number of encounters – 10 classes x 2 components x 30 participants = 600 encounters.
Do not include encounters related to in-kind services. 

Explanation.  Describe how you calculated your visit and encounter data.  Write a caption that lets us know what constituted visits and encounters.
5.  GENDER.  Count each male and female only once during the entire grant period.  For example, if a female attends a nutrition class one month, has a medical exam two months later and a year later takes a pregnancy test she would still be counted only one time.

6.  AGE.  Count age only once during the entire grant period.  If an individual has a birthday between their first and last services, count the age they were when they first received a service.  For example, if a client is 17 years old when they first receive a service and receive another service when they are 18, count them as a 17 year old.    
7.  RACE.  As with gender and age, only count an individual’s race once during the grant period, no matter how many times they were served.  Only count individuals who self identified. 
8.  SERVICE AREA.  Refer to www.obicihcf.org / Service Area for an explanation of which cities and counties are included.  
9.  Health Coverage.  Count each individual and their health coverage only once during the grant period.      
10.  Household Income.  Refer to the Federal Poverty Guidelines posted at www.obicihcf.org
11. Encounter Type. Identify the number of people who received specific types of encounters by category.
Do not report outreach data on this form.
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This flow chart illustrates the difference between client visits and services/encounters.  In this example, there are:

· 2 people

· 3 visits

· 8 encounters 
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This flow chart illustrates the difference between client visits and services/encounters.  In this example, there are:
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