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REMINDERS:

/ Never text or email personally identifiable information (Pll)
like client names — including to the help desk
- Only refer to clients in emails by their client ID number

/ Never take screenshots of client Pll from nFORM

/ Everyone who interacts with client data should:
1. Watch the Keeping Data Secure training video on the resources site

2. Review the Performance Measures and Data Collection Logistics Manual on the
resources site for more information on keeping data secure
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Recent nFORM updates




g Applicant Characteristics Survey (ACS),
Client Profile, and Query Tool updates

/ Question A1 in English and Spanish ACS updated to ask
“What is your sex?”’; response options are Female and Male

/ Updated English and Spanish paper copies on HMRF Grant
Resource site

/ Updated ACS accessible on each client’s profile; client
information box no longer displays responses to Question A1

/ Filters, legends, and visual displays in query tool have been
updated based on change to ACS Question A1


https://www.hmrfgrantresources.info/resource/applicant-characteristics-survey
https://www.hmrfgrantresources.info/resource/applicant-characteristics-survey

E Quarterly Reporting Updates

/ QPR/PPR progress narrative templates updated; use HM and
RF templates on Grant Resource site going forward

/ PPR Section C-02.1.1 and School Year report now display
only percent of applicants who respond Female or Male to
ACS A1, based on recent updates to ACS

/ Program Operations Survey questions B3a-B3d ask what
proportion of staff are either Male or Female

/ Updates reflected in nFORM and PPR and Program
Operations Survey templates on Grant Resource site


https://www.hmrfgrantresources.info/resource/hm-qprppr-and-progress-narrative-templates
https://www.hmrfgrantresources.info/resource/rf-qprppr-and-progress-narrative-templates

i NFORM TA resources updates

/ Slides on Grant Resource site for February 11 and February
25 office hours describe recent nNFORM updates

/ Revising nFORM TA resources to reflect nFORM changes
and respond to federal requirements

/ Updated resources will be posted to Grant Resource site
- nFORM 2.0 User Manual
- Data dictionary
- Data export template
- HMRF Performance Measures Sources Manual



https://hmrfgrantresources.info/resource/february-11th-2025-office-hours-recent-nform-updates
https://hmrfgrantresources.info/resource/february-25th-2025-office-hours-telling-your-programs-story-nform-and-cqi-data
https://hmrfgrantresources.info/resource/february-25th-2025-office-hours-telling-your-programs-story-nform-and-cqi-data
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Overview of progress narrative




Purpose of the progress narrative

/ Help grant recipients and ACF understand successes and challenges
in a program’s design and implementation

/ Describe issues experienced in the reporting period

- For example, with meeting enrollment or primary workshop participation targets

/ Highlight key takeaways from QPR/PPR performance data

- For example, that workshop participation 1s higher compared to prior reporting periods,
after implementing a CQI strategy

/ Feature lessons from qualitative, CQI, evaluation, or other data
collected outside of NFORM

/ For local evaluations, describe control (no services) groups
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Accessing and saving the progress narrative

/ Download updated Word templates Hmr
from Grant Resource Site; no HEALTHY MARRIAGE & RESPONSIBLE FATHERHOOD

longer in nNFORM

/ After completing the narrative,
convert file to a PDF

nFORM 2.0 RESOURCES CQl RESOUR

HM QPR/PPR and Progress Narrative Templates

These are PDFs of the HM QPR and PPR quantitative data templates and Word versions of the progress narrative
templates. Once completed, the narrative Word template must be converted to a PDF by clicking "File”, then "Save As”,

u m then selecting "PDF” from the drop-down menu of available file formats. Only PDF versions of the completed progress
/ S ave fl I e W I t h d u e d ate fo r narrative can be uploaded into Grant Solutions. When accessing the Word narrative templates, download and save the file
to your computer with the reporting date included. For example, if you are submitting the Grant Year 4 PPR, it is

a p pl icable re port i n fi Ie name recommended to save the file with "10.30.2024" in the file name.

Resource Date: Feb 2025

- For example, name the narrative for the
PPR due on April 30™ as “GrantName-

PPR-narrative-04302025”

View HM QPR Narrative Word Doc _

View HM PPR Narrative Word Doc

https://hmrfgrantresources.info/nform2-resources
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https://hmrfgrantresources.info/nform2-resources

’
QPR/PPR Progress narrative overview

/ Section A/B-01: Performance narrative *

- Program design including target population and service delivery plan (PPR) and
most significant challenges and achievements (QPR)

/ Section A/B-02: Major activities and accomplishments

- Process for and activities carried out during the reporting period on recruitment,
enrollment, program participation, and CQI

/ Section A/B-03: Problems

- Implementation and program operations challenges
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/ Section B-04: Significant findings and events
- Findings and strategies for events or challenges during reporting period

/ Section B-05: Dissemination activities
- Marketing and dissemination activities during the reporting period

/ Section B-06: Other activities

- Other program activities conducted using grant or other funding

/ Section B-07: Activities planned for next reporting period
- Key activities planned for subsequent six-month reporting period

/ Section B-08: Selected participant outcomes
- Details to support select program participant client survey outcomes

PPR Progress narrative also includes...

13



e

Section B-01 Performance Narrative




F Narrative section B-01.1: Target population

/ Provide a detailed description of target population
- Note any updates to target population(s) since the last reporting period

/ Review quantitative PPR section C-03 (Program Enroliment)
for differences between target population and clients enrolled

- For example, if enrollment 1s below target, or clients are enrolled in a population for
which grant has not set targets

/ Describe efforts to increase enroliment and reach target
populations in narrative section B-02 (Major activities and
accomplishments)
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F Section B-01.1: Using other nFORM tools

/ Use Enrollment and Applicant Characteristics tabs of query
tool to review who iIs being enrolled and service locations

ar Q Enrollment Target Enrollment to Date Percent of Target Enrolled Number of Clients Enrolled by Grantee Location, by Month ?

Review total
enrollment and by
month/location on the
query tool’s
Enrollment tab

16



F Query tool Applicant Characteristics tab

Characteristic

APPLICANT CHARACTERISTICS APPLICANT CHARACTERISTICS BY SERVICE ASSIGNMENT
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F Example B-01.1 response

B-01 PERFORMANCE NARRATIVE

Please provide details on the following questions about your program and services.

1. Target population

Please provide a detailed description of your target population.

We aim to enroll 300 RF community individuals this grant year across three neighboring counties,
focusing on fathers who are unemployed or underemployed. We enrolled 100 by the end of Q2.
See narrative section B-02.1 for a description of our efforts to expand outreach and recruitment to

our target population.
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Narrative section B-01.2: Program services

/ Provide a detailed description of workshop and individual
services offered
- Whether and how program offerings differ by population

- Timing of program components

/ Refer to quantitative PPR for information on service delivery
structure and targets
- Sections C-04.2a-2b (Attendance at Workshops and Primary Workshop Participation)
- Section C-04.3 (Substantive Individual Service Contacts) — if applicable
- Section C-06 (Referrals) — 1f applicable

/ If applicable, describe how program components have changed
in narrative section B-02

19



Review quantitative PPR Section C-04.2a for

workshop details

Review details
for each
workshop with
session series
that ended in
the reporting
period

2a. Attendance at Workshops

The table(s) in this section reports participation only for session series that are completed.

Primary Population Served: Adult individual
Workshop Name: TYRO Couples

Workshop Activities: Marriage and relationship education-skills (MRES); Marriage
enhancement

Workshop Type: Primary
Workshop Curricula: TYRO Couples

Workshop Elements: Financial management; Job and career advancement; Parenting
Skills

20



F Section B-01.2: Reviewing workshop details
in NFORM

/ Workshops screens W1 and W2 identify workshop format,
elements and activities

- For example, the number of hours each workshop offers, curricula, and whether
registration 1s required

/ Session Series screens W4 and W5 identify workshop
series details

- Including series location, facilitator(s), number of sessions, and schedule

21



. Workshops

Workshops

+ tdd Workshop

Items per page 10

Workshop Name #] Population ¥ | Registration Required ¥  Enrollment ¥ Type *  Total Hours s
0, Cl Nurhuring Fathers Community individual Yes Cohort Primary 12
_ Community individual Yes Cohort Primary 20
_ Reentering individual Yes Cohort Opfional 15
_ Reentering individual Yes Cohort Primary 15
Community individual Yes Open Primary 16
5 Record(s)

Review activities, elements
(HM), structure, and curricula
or other group services
offered

W2. Add/Edit Workshop

W2. Add/Edit Workshop
* Indicates required field{s)

Program
* Population

* Workshop Name

Description

Workshop Details

* Registration Required

* Enrollment

* Total Hours to be Offered
* Activities

{Check all that apply)

*Type @

* Structure

* Curriculum or other group
service
(Enter all that apply)

#1

Fatherhood FIRE

—Select population v

OYes ONo

This selection cannat be changed once it is saved.

—Select v

[ Economic stability
[ Promate or sustain marriage

) Responsible parenting

O Primary O Optional O Not in Use
This selection cannat be changed once it Is saved.

O 8ingle O Blended O Linked O Non-curricularized

—Select A4 Hours

Specify

O Add




* Indicates required field(s)

W5. Add/Edit Session Series

W5. Add/Edit Session Series

* Workshop Name 101a Relationships A
Registration Required Yes Nao Total Hours to be Offered 12
Enroliment Cohort
| n Type Primary Structure Single
e S S I O I I e rI e S Curriculum or other group 0On Our Shoulders (English and Spanish); OTHER (carryon)
- service
Description workshop on this form test
Session Series Details
SeSSiOn Seri es * Session Series Name Fall 2024 Tuesday Evening Cohort
Py oy T & v
. i . “Max#ofClients  MNIA No Limit
@ Filter Criteria
Location
* Location Name Headquarters
Workshop: —Select workshop v
* Street 2 Alexander Park Drive * City Princeton
* State GA ~ *Zip 1111 Phone (222) 333-1233
+ Add Session Series Items per page 10 ~ Facilitators: 1 (# of Facilitators)
= i i I
Series Name *  Workshop +  Location *  Facilitators | #of Sessions * | StartDate + Registration F_:::T::':me Facilitator #1
(= ly)
X . Hannah Mclnemey
Q_Fall 2024 Tuesday Evening Cohort 101a Relationships Headquarters Hannah Mclnemey 6 10/8/2024
© Add Facilitator
Q_LateNightToday 101a Relationships Fake location Test 12 7123/2024 View
Date & Time
Q_New test 101a Relationships Fake location Test 5 7/123/2024 View
= # of Sessions &
* Session Start Date 10/8/2024 =]

* Session Start Time
* Session End Time

Session Duration

Review number of sessions, maximum number of clients
allowed, and session duration and timing details

Recur Every

(Select all that apply)

00

00

hour(s) and

Clzat

COmon ETue Owed OThur OFri

Csun

minutes
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Quantitative PPR Sections

C-04.3 (Substantive ISCs)
and C-06 (Referrals)

3. Substantive Individual Service Contacts

3a. Client receipt of substantive individual service
contacts (ISCs)

C-06 REFERRALS

Adult individuals

Cumulative number of substantive ISCs received

# %

None| 2298 88.7%

One to four| 287 11.1%

Five to seven 5 0.2%
Eight or more 1 0%

Adult
individuals
# 9, 2
Number of referrals participants received
during reporting period
No referrals| 225 91.1%
One to four referrals| 22 8.9%
Five to eight referrals 0 0%
More than eight referrals 0%
Average number of referrals| 0.1
Number of participants who followed-up
on referrals (of those who received at
least one referral)
Did not follow up on any referrals| 0O 0%
Followed-up on 1 to 50% of referrals 0 0%
received
Followed-up on 51% or more of referrals 22 100%
received
Unknown 0 0%
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F Example B-01.2 Response

2. Program services

Please provide a detailed description of the following:

* Program components, including workshops and case management.

* Curriculum, including name, length, and format.

» Type, frequency, and purpose of individual-level contacts with participants.
* Program supports, such as gas cards or bus tokens to get to workshops.

Our program offers one primary workshop for each population served: “Within Our Reach” for adult couples
and “Family Wellness” for adult individuals. Each workshop includes 12 hours of a single curriculum provided
over six two-hour sessions that take place once a week. Upon completion of the primary workshop, clients can
choose to participate in an optional workshop called “Money Matters” that provides education on financial
management. Clients can also opt to meet individually with a case manager at any point during the program to
receive additional supports and referrals, most commonly with furthering education, job and career
advancement, financial counseling, and information on social services/emergency needs such as housing
assistance, public assistance/welfare, and food assistance. Our goal is to provide at least four substantive
individual service contacts per client. On average, clients receive three individual service contacts (ISCs) and
two referrals for outside services. See Section B-02.9 of this narrative for a description of the challenges with
reaching our ISC target and strategies used to increase the average number provided.
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Narrative sections B-01.3 and B-01.4

/ To describe job and career advancement (HM) or economic stability
(RF) services, review workshop activities (HM and RF) and elements
(HM only) in quantitative PPR Section C-04.2a

/ ldentify employment partners using service provider directory for B-
01.3 (Economic Stability for RF and Job and Career Advancement for

HM) and data collected outside of nNFORM for B-01.4 (Subsidized
Employment)

/ If needed, review Workshops screen (W1) or Workshop
Characteristics tab in data export to identify workshops that offer
related services

/ Review Individual Services tab of query tool for most common
issues/needs covered during service contacts and referrals

- For a more in-depth review of all individual services provided, use the Service Contacts and
Referrals tabs of the data export

26



S0% Q ﬁ |M ¢ o Hello, testusers2@mp
Information, Family Outcomes, Reporting, -

and Management

Clients  Workshops Service Providers Reports Settings Help

If applicable,

review Service Service Providers
Providers directory ... ciers
(G4) for information

on employment e
partners

+ Add Service Provider Iltems per page 10 v
Partner
N . Contact N . Agency
View Name = Services - = Phone ¥ Email - 2
View Supporting  Career planning, Child Welfare Services Involvement, Comprehensive Summer  (609) 555-1222 SummerS@email.com Yes
Families Assessment, Domestic Violence/Intimate Partner Violence, Employment sun

resources, Job search assistance, Legal Assistance Referral, Other
Targeted Assessment, Resume development

Grant recipients can also review partner information on the
Service Providers tab of the data export

27



Review most common types of ISCs and referrals
provided on query tool’s Individual Services tab

CLIENT ISSUES/NEEDS AND REFERRALS

INCENTIVE CATEGORIES/TYPES

CLIENT ISSUES AND NEEDS REFERRALS

17 45 7

Clients who had Individual Service Contacts Total Individual Service Contacts Clients who Received Referrals

Most Common Client Issues and Needs %  Most Common Types of Referrals

Comprehensive Assessment
Emp

mployment/Job Readiness

(
|
|
|
|

Child support arrearages assistance

\

0 2 4 6 8 10 12 14 16 18 0 2 /
L | I I I I I I I I I I I I I I I I I I I I I I I I I I

Use filters to drill down on specific target populations (if applicable)
and service date ranges to describe trends 28
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Sections B-01.5 and B-01.6

/ Q5: Review quantitative PPR
Section C-05 and C07.2 to describe
key staff roles and responsibilities

- Review additional responses to Program
Operations Survey in data export

/ Q6: List responsibilities of program
partners

- Use nFORM i1nformation about grantee
locations and service providers (if applicable)

29



Review Grantee Locations (G1) for information
on implementation sites

:.= i ﬁ | M ﬁ i Hello, testuser82 @
Information, Family Outcomes, Reporting, - ‘

and Management

Clients Workshops Service Providers Reports| Settings Help

Grantee Configuration Users

Grantee Configuration
Grantee Locations

View Location s Additional Information

[ Q view | Autumn Street Staff offer workshops and individual services to both adult couples and adult individuals

- Bakers Basin Can only serve up to 30 clients at a time

30



Section B-01.7

/ Provide other details (as needed) on performance

- Describe any aspects of service delivery or program design not mentioned in
B-01.1 through B-01.6

- For example, describe ACF-approved incentive plan or use of new technology
to engage with clients or staff

7. Other

Please provide any other details on performance that you think are relevant for this reporting period.

Starting on October 1, 2024 our program began using a new platform that more easily facilitates sending and
monitoring responses to bulk text messages. By using this application, we were able to increase the number of
reminder individual service contacts for each client on average from three to six reminder contacts. As
described further in section B-02.9, we used CQI to develop and implement this new strategy to improve
clients’ progress on primary workshop participation.

31
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Questions




We want to hear your experiences
and ideas!

What process does your program
use to prepare narrative responses
each quarter?

What data sources do you reference
in your responses?

Use the Webex chat to enter your responses or
feel free to answer aloud

33
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Announcements




Save the date for upcoming office
hours

/ CQI office hours on Tuesday, March 25 from 2-
3pm ET — Using nFORM survey data for CQl

/ nFORM office hours on Tuesday, April 8 from 2-
3pm ET - Using nFORM 2.0 data to inform your
QPR/PPR progress narratives (contd.)

35
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