WILLOW Monitoring and Evaluation Field Guide
     Tool 11

Sample Data Management Plan


Data Collection and Data Entry   
Data collection of process and outcome variables: All clients will complete an intake form
 that will contain the client’s PEMS Client Unique Identifier (UID).The form will also contain demographic and risk behavior information required by the National HIV Prevention Program Monitoring and Evaluation Data Set (NHM&E DS). After the intake form is completed it will be entered into PEMS by data entry staff. 

At the beginning of each session the facilitator will take attendance using an attendance form (not included in this Guide).  After each session, clients will fill out a Session Evaluation Form (Tool 9). After each session, the facilitators will complete a Fidelity/Process Evaluation Form (Tool 8).  If a referral is made, the facilitator will fill out a referral tracking form.  Information from these forms will be entered into PEMS, the Fidelity/Process Evaluation Excel spreadsheet (Tool 13) and the Session Evaluation Excel spreadsheet (Tool 14) by data entry staff bi-weekly according to the agency’s data entry rules.  

Data collection of WILLOW quality assurance measures: Each supervisor will complete a Facilitator Observation Form (Tool 10) following a scheduled observation.  The date of each observation will be entered into the Facilitator Observation Schedule spreadsheet (Tool 15), to calculate the extent to which the observation protocol is followed. 
Data Cleaning and Data Quality (QA) Measures

Data quality: All administrative staff, facilitators and data entry staff will be trained on how to use all data collection forms. Intake staff will check the intake form for completeness and ask clients to complete any incomplete fields.  Data entry staff will check the Fidelity/Process Evaluation Form for missing data and confer with the appropriate facilitator to complete the data.  Monthly QA reports will be run using PEMS reports to identify incomplete required data variables in the database and every effort will be made to enter missing data from completed forms.  

Quantitative Data Analysis

Data analysis plan:  The Program Manager will conduct data analysis monthly.  Data from the PEMS reports, as well as data from the Fidelity/Process Evaluation Excel spreadsheet (Tool 13), and the Session Evaluation Excel spreadsheet (Tool 14) will be hand-keyed in the WILLOW Data Analysis Tool (Tool 12) and calculated.  

Reporting Data

Data in PEMS will be submitted according to CDC guidelines.  Appropriate data from PEMS, the  WILLOW Data Analysis Tool (Tool 12) and the Facilitator Observation Schedule spreadsheet  (Tool 15) will be included in the CDC Interim Progress Report and Annual Progress Report.  

Data Utilization for Program Improvement

Quarterly, data from the WILLOW Data Analysis Tool (Tool 12) and qualitative data will be shared with all WILLOW staff.  The data will answer the process monitoring questions. Staff will have the opportunity to recognize program objectives that have been met, identify any implementation issues, and discuss ways to improve program implementation during monthly staff meetings.

Storage and Destruction of Paper Forms
All forms containing client information will be stored in a locked file cabinet in a locked room.  The Program Manager and data entry staff will all have key access to the room and file cabinet.  Forms will be stored for a minimum of 5 years.  After 5 years, they will be destroyed using a paper shredder and discarded. 
Storage and Destruction of Excel Spreadsheets

All Excel spreadsheets will be password protected and stored on the Program Manager’s desktop computer (not a portable laptop) that is in a locked office.  Backup files will be made quarterly on a CD, marked and filed in the locked file cabinet along with paper files.  The spreadsheets and computer will be password protected.  After 5 years all Excel spreadsheets will be deleted and all backup files will be destroyed.
( Tip    


Data Management Plan and Data Management Protocols 


A data management plan is one component of the data management protocols you will need to put in place.  The data management plan outlines the methods and the responsible party for collecting, entering, storing, and analyzing data and conducting quality assurance.  In addition to the data management plan, you will need to establish policies and procedures for storing, transporting, and/or disposing of data; for guaranteeing confidentiality; and for ensuring ongoing data quality. (See the Evaluation Capacity Building Guide for more information).








Instructions: This sample data management plan has been created for a fictitious agency.  This plan MUST be adapted to fit your agency. Your data management plan may also include a plan for formative evaluation, qualitative data collection and analysis and/or client satisfaction data collection and analysis. 








� Sample intake and referral tracking forms can be found on the PEMS Web site https://team.cdc.gov. The intake and referral tracking forms that your agency chooses to use should include all the required variables from the National HIV Prevention Program M&E Data Set (see Appendix B for a complete list of required variables).
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