Mathematica – Well nFORMED Training Day 6 
Next steps and Q&A

[Hannah McInerney] All right, so let's go ahead and get started. It's the top of the hour.
Hi, everyone! We have officially made it to the last day of our Well nFORMed training series. So we'll mainly use the time we have together in this session to answer any outstanding questions that you have or any topics you'd like us to touch on again. So again, just please feel free to start adding those into the Chat just at any point today.
For this final wrap-up session, Scott and I will cover items related to next steps in preparing for collecting and using data; and then we'll take all your questions.
Before we get going, let me just cover a few of our housekeeping items.

First, please make sure to keep your line muted during today's session. Note that you can ask your questions using that Chat feature in Webex, and just make sure you send it to "Everyone." 
Second, closed captioning is available by clicking on the "CC" icon in that lower left corner of your screen; or you can select Control, Shift, and then the letter "A." 
As with all of our other training sessions, we are recording today's discussion; and both the recording and the slides from today will be made available on the HMRF Grant Resource site at https://hmrfgrantresources.info. As always, we ask that you share the materials that are posted to the Resource site with anyone from your team that was unable to join us today.

An update is that there are training videos or recordings for Days 1, 2, and 3 now available on the Resource site. Slides are also available for Days 1 and 2, and folks can access the nFORM User Manual and that CQI Cycle Worksheet on the Resource site as well, along with other resources that are available.
Just a reminder, we are working on finalizing materials for all of the other days of the training sessions; so just stay tuned for those to be posted to the Resource site as well.
Okay, so we are at the end of our Training Series Road Map, meaning that today is all about focusing on next steps. So if you or anyone at your program was unable to join us for Days 1 through 5, just make sure to review the materials from those training sessions on the Resource site. So just keep checking back in.
All right, we'll start off today with options for programs to strengthen their data capacity and CQI skills, including TTA support. Then I'll cover what comes next after the training for data collection, conducting CQI, and confirming enrollment and primary workshop participation targets for Grant Year 2. Then, as I mentioned, we'll spend the remainder of our time together today covering your nFORM and CQI questions.
Now that we've completed the core training content across the series, we want to focus on helping you all start off in a strong place and then continue to strengthen your data capacity and CQI efforts. As part of that, we want to make sure that you know where to find support, resources, and technical assistance as you begin using nFORM and implementing CQI activities at your program. Remember that the goal of this training is not just to have you all walk away being able to just collect data. The real goal is to build the systems, processes, and organizational practices and habits that will allow you to use data effectively to improve services and outcomes for the families that you serve.
So we'll start by reviewing resources that are available to you, opportunities for ongoing support, and then key steps that you can take as you prepare to launch data collection and CQI.
So one of the most important resources available to grant staff is this HMRF Grant Resource site, which Scott put a link to in the Chat. So just make sure you click on that when you have a moment.
Again, thank you so much, Scott.
That URL is https://hmrfgrantresources.info. This site, if you haven't checked it out yet, is publicly available, meaning that you don't need special credentials to access the resources posted here. You'll find a variety of materials really designed to support your work with nFORM, data collection, using data, and CQI. These materials include in-depth manuals, like the nFORM User Manual. There's tools and templates, like that CQI Cycle Worksheet, and then all of our training videos, including not only the ones from the Well-nFORMED Training series, but also the introduction to nFORM and CQI along with Keeping Data Secure. There's also tip sheets on the Resource site as well.
So as your grants continue on, more and more materials will be added to the site. Again, including the recordings from – the remaining recordings from the training series, but also the recording and materials from upcoming Office Hours. To help you find resources aligned with your questions and needs, you can search by keyword, resource type, or topic area, which makes it easier to find exactly what you're interested in.
If you ever have a question or want more information on a particular nFORM or CQI topic, this Resource site should be your first stop. So along with bookmarking this site on your computer and phone to make sure that you can easily navigate to it when you're in search of a resource, please continue to check out that HMRF Weekly Digest email for updates on new materials available.
Scott, can you give me a thumbs up if you can still hear me okay? Cool, awesome, thank you.
All right, in addition to the resources available online, we really encourage everyone – especially those data managers -- to participate in our upcoming Office Hours. The Data Capacity and CQI TTA team host biweekly Office Hours on the second and the fourth Tuesday of each month from 2:00 p.m. to 3:00 p.m. Eastern Time. So you can go ahead and you can just block off your calendar for the foreseeable future at that time to make sure that you're able to join us. Along with information about other nFORM and CQI activities, links to these Office Hours sessions will be included in those Weekly HMRF Digest e-mails.
Office Hours are designed to provide support in several ways. We offer tutorials on specific topics, including opportunities for peer learning with other grant recipients; and we also dedicate time, similar to these trainings, for attendees to ask questions and receive real-time assistance. So please stay tuned for information about the July 14th Data Capacity Office Hours and our July 28th CQI Focused Office Hours. Again, we strongly encourage all nFORM users and staff involved in CQI activities to attend these whenever possible. These sessions really are a great opportunity to continue learning just beyond this training series and also to connect with others who are working through similar questions.
Please remember that along with access to the Resource site, help is available whenever you have a question or you encounter an issue. You can contact the Data Capacity and CQI Help Desk by emailing us at nFORMCQITA@mathematica-mpr.com, the email address right on the screen.
Another plug for our returning grants, please make sure that you're using this email address to send us your questions as our previous Help Desk email from the prior cohort is no longer in use. 
If site administrators are locked out of their nFORM accounts or if you prefer to call us, you can also leave a voicemail at 844-619-6841 and we'll get back to you. nFORM users can also find our contact information and a link to the Resource site by clicking on the "Help" tab in nFORM when it becomes available. You don't even need to be logged into nFORM to access this tab. It's also available from the login screen.
Note that all inquiries should be sent by email or phone rather than submitting questions directly through that "Help" tab, as was done in the prior cohort. The Help Desk should be your primary point of contact for questions related to nFORM functionality, systems issues, data entry and analysis questions, CQI support, and any other data-related technical assistance needs. We encourage you to reach out early whenever something is unclear. Addressing questions quickly can help prevent delays and ensure that your team stays on track and we help correct any potential issues early on.
All right, now let's shift our focus from available resources and support to next steps involved in kicking off data collection and CQI activities. As grants move into implementation, there are several important activities that will happen early in the process. These include setting up access to nFORM for those initial site administrators, conducting base nFORM set of activities that we covered on Day 1 of training, and beginning to create organizational conditions that support successful continuous quality improvement.
Okay, let's begin with the site administrator account setup. ACF will launch nFORM after receiving the Office of Management and Budget, or OMB, approval for performance measures. So after nFORM is launched, designated site administrators will receive an email from nFORMCQITANoReply@mathematica-mpr.com with instructions to activate their nFORM account. It's important to note that the activation link is only valid on the day it's received, so initial site administrators will be notified beforehand when they can expect to get that email.
Site administrators should monitor their email closely on that day and then complete the account activation as soon as possible after receiving the email. If you encounter any questions or issues during account setup, please make sure to contact the Data Capacity and CQI TTA team as soon as possible.
After initial site administrators activate their accounts, they'll have several account responsibilities. They'll create additional user accounts for staff at their teams who need access. They'll add grant locations into nFORM. enter service provider information, and setup workshops so that participation can be recorded without delay. Completing these setup activities accurately will create the foundation for effective data collection and reporting moving forward.
Now, Scott, what can grants to prepare for conducting CQI?
[Scott Richman] Sure, so beyond the system setup, it's equally important now to be thinking about how to establish a strong foundation for CQI. There are three major areas we encourage programs to really focus on early as possible.
First is to foster a CQI focused culture, which really sets the tone for learning and data-driven decision-making over the course of your entire grant period. This can involve things like securing buy-in from organizational leadership and ensuring leaders understand the value of data-driven learning and improvement. It also means helping program staff understand how their day-to-day work contributes to CQI efforts. Everyone should understand their role, for example, in learning about challenges; trying out new ideas; and using data to improve services. Programs should also establish clear expectations around data use and when identifying learning goals that will guide improvement efforts.
Second, it's a good time to start forming and connecting with your CQI team. Your CQI team, as we discussed on Day 4, plays a critical role in guiding your improvement work. So early on establish expectations regarding participation, time commitments, and meeting frequency. You can discuss communication and decision-making processes so that all team members understand how your CQI work will move forward. Then you should also think about how to designate roles and responsibilities that help ensure accountability and clarity among the people on your team.
Third, start to think about what you want to work on first with your CQI cycle. So we have that CQI Cycle Worksheet that we talked about on Day 4. So take a look at that and start considering which challenges or opportunities your team would want to address first. You can also pull it up just to discuss more broadly how is your team going to move through each of the steps of the CQI cycle. Finally, you can also look at that worksheet just to assess your organization's capacity to conduct CQI and to identify any resources or supports or additional expertise you may need to support your CQI efforts successfully.
So taking these steps early on will help you to build that strong and sustained foundation for CQI and then be prepared to hit the ground running when applying CQI to your program.
So now I'll pass things back over to Hannah, who is going to talk a little bit more about Grant Year 2.
[Hannah McInerney] Thanks, Scott.
Before we move on to targets related to Grant Year 2, I did see just one question about how programs will designate who the initial site administrator is for their grant; and I wanted to follow up and say that. So as part of the process of establishing signed Data Sharing User Agreements with grants, project directors/authorized officials have been providing information about who from their grant will serve as the initial site administrator. So if you have any questions about who was designated as the initial site administrator for your grant, I recommend reaching out to your grant leadership for that information.
I do see that we have other questions come in. I promise we will get to those very soon. I just wanted to follow up on that initial site administrator account question.
Okay, so the final main topic that we do want to cover today before we dive into your questions really relates to confirming Grant Year 2 enrollment and workshop participation targets. So as a reminder or for those who were just not able to join us yesterday, Grant Year 2 begins on September 30th of this year and then ends on September 29th of 2027. So these targets – enrollment and primary workshop participation targets – were established as part of your HMRF applications, and they're important because they provide benchmarks that help programs and ACF monitor implementation progress and assess whether grants are on track to meet expectations.
So let's talk about this process and the timelines that will be used to confirm and load these targets into nFORM.
For the current grant year, or Grant Year 1, which ends on September 29th, programs will not be held to any enrollment or participation targets. But starting in Grant Year 2, which starts on September 30th, grants will begin to monitor progress towards their targets in nFORM. So let's walk through the process for confirming those targets that will be uploaded into the system for the next grant year.
Starting in July, our TTA team will send e-mails to each grant's authorized official, or AO, and progress director for PD. These e-mails will include the grant's ACF-approved Grant Year 2 enrollment and primary workshop participation targets. Between July and August, grant recipients will review the information and respond, copying their FPS on that response. During this review period, grants should confirm that the target information is accurate. If any questions arise or clarification is needed, grant recipients should discuss the targets with their FPS. 
After targets have been reviewed and confirmed, the nFORM team will prepare the information for upload into the system; and by September 30th of 2026, those Grant Year 2 targets will become available within nFORM. Now once the targets are available, programs will be able to use them to monitor progress throughout Grant Year 2. Note that during upcoming Office Hours, especially the one that will be held in September and that will be on the PBR, we will discuss strategies for tracking progress for your Grant Year 2 targets using nFORM data and reporting tools. Keep in mind that prompt review and confirmation of the targets ensures that they accurately reflect approved program expectations and provide a reliable basis for ongoing monitoring and CQI activities.
All right, that really brings us to the end of the new content that we wanted to share with you all. So from here through the remainder of our time together today, we're going to take your nFORM and CQI questions or just any items that you want us to cover for the remainder of our session today.
So I know that there were some questions already added into the Chat; so I'm going to go back to the Chat, and we'll start working through those. But in the meantime, please go ahead and add any others you have to the Chat as well.
So there was a question in the Chat about recommendations for the timing of the entrance survey. 
As a reminder, we talked about survey administration, and particularly the enrollment process and administering that entrance survey on Day 2 of the training. So completing the entrance survey is what officially enrolls a client in nFORM. So as a reminder to enroll a client, grant staff will create a client record for someone who is ready to enroll; and then they will have them complete the entrance survey. Once that survey is admitted, nFORM automatically enrolls that client in the system. Their client status automatically updates to "active," and that is the point at which grants can record workshop participation for that client along with individual services provided after enrollment.
So this is all to say that our recommendation is that the entrance survey is completed as part of your intake process and also completed prior to workshop participation. Okay, great question.
There was another question in Chat related to the timing of implementation and how it works with completing exit surveys. The question was: "If we plan to be in schools for eight days, will that allow time for those students to complete their entrance survey and then complete their exit survey at the end?"
It depends. If your program is eight days in a row, meaning that let's say you're in the school from Monday through Friday and then the following Monday/Tuesday/Wednesday, that falls below that 14-day window that we also talked about on Day 2 of the training from when the exit survey becomes available for clients to complete. So in that situation, as part of your data capacity and CQI plan, you would need to enter information about how you plan to follow up with clients to complete the exit survey after that last workshop session. Now, that's scenario 1.

In scenario 2, let's say your program is technically an eight-day program; but that's not eight consecutive days. Maybe that's eight days over the course of two or three weeks. So long as the point at which clients are enrolled into nFORM is more than 14 days from when they start, so let's say that's eight sessions over the course of three weeks. That's more like 21 days. At that final workshop session, clients would be able to complete their exit survey because there's that 14-day window in nFORM from which there needs to be 14 days that pass from the entrance survey being submitted to when the exit survey can be completed.
I hope that answers your question, but please feel free to follow up if there's anything related to that that you want us to cover.
Okay, give me a moment so I can scroll up. We had a lot of other questions come in as I went through that question.
Okay, there is a question just about the timing of nFORM's availability. 
At this time, we don't have any other information related to when nFORM will be available for grants other than it will be made available after we receive OMB approval on performance measures.
Okay, so there was a question about, "When you're adding or editing workshops, what does the term 'structure' mean?"

You see me closing my eyes because I think the structure – oh no, you're testing me. "Is structure the one where the actions are single-linked or blended or non-curricularized?"

Happy to go through that. If that is the term for something else as part of the workshop, please follow up and let me know.

As a reminder, we covered workshop setup on Day 1 of our training series; and slides are available for Day 1 on the Resource site along with the recording for that training. So if you could follow up and just confirm that that's the structure part you're looking at, let me know; and I'm going to come back to that question.
There's a question about whether we would recommend more than one site administrator. 
That's a great question, and the answer is, "Yes." We recommend actually at least a minimum of two site administrators. The reason we recommend that is because site administrators are the ones who have the ability to edit other grantees' user accounts. 
So if you have a staff member who, let's say, they try to enter their password too many times to log into nFORM. After five attempts, nFORM essentially automatically deactivates the user's account; and in that situation, the site administrator at the program would be able to get that user logged back in. Now, if you only have one site administrator and that person is out for the day, it just can cause a delay in having that user who's experienced issues with logging in be able to get access to the system. So at a minimum, we recommend at least two site administrators.

As a reminder, each grant program will have an allotted number of accounts that they can have active at any point. But within that maximum number of accounts, there's no limitation on the number of types of accounts you can have, meaning that you can assign as many people on your team to be site administrators, work case managers, or general user types. You get to decide depending on what will work best for your program.
There was a question about, okay, "For year 1, which is a pilot period, will we have a PPR; and will we report in nFORM?" 
So there will be a Year 1 PPR. We will talk more about this at our upcoming Office Hours as well, so just hang tight. Join us for that session, and we will walk through the process of completing and submitting your PPR for Year 1 during that time.
"If we have gotten permission to launch and have a cohort planned, can we use paper forms until the launch?"
So until ACF receives OMB clearance on all performance measures, which includes surveys, grants cannot and should not administrator any surveys to clients unless it's your own survey that's outside of these required HMRF surveys for any other purposes and that's already been approved by your IRB. But as you can see, right now the surveys for this current cohort are not available on the Resource site. We will be adding them to the Resource site so that you have PDF versions of all of the survey types in both English and Spanish so that grants can, first and foremost, review the surveys themselves; see what is being asked of the clients, but also to administrator paper surveys.

But again, you cannot administrator paper surveys until they have been approved by OMB.
There's a question about, "Some programs may have some additional questions or client outcomes that they want to measure,” and the question is, "How should that be handled? Should there be a separate standalone survey outside of nFORM, or is there an option to add those questions into nFORM client surveys?"
So there is no option for grants to manipulate, add, or edit any of the surveys that are programmed in nFORM. Those must be administered as is written. So there's no deviations, unless you are serving clients who speak another language outside of English or Spanish. In that situation, you can have surveys and any other materials professionally translated into the applicable language and administer the surveys in that language. But otherwise, questions cannot be edited or added.

So what we would recommend is working with your local IRB to identify any IRB approvals needed for any other surveys that you would administer. But that would happen outside of nFORM.
Okay, next question, "For year 1, there are grants who are actually enrolling clients and conducting workshop sessions. Is the expectation that those grants enroll those active clients into nFORM once it becomes available for Year 1?"
Great question and very important to clarify. So when nFORM becomes available, from that day that is the point in which you will start creating client records for clients who come through your door that day. Either they're interested in the program, or they're ready to enroll in your program. If you are simply surveying a client or you have already gone through the intake process with a client and then nFORM becomes available, you will not enter that client into nFORM. 
So what that means is that programs should not retroactively add clients into nFORM to reflect enrollment and services that have been provided prior to nFORM becoming available. It also means that once nFORM becomes available and you have – let's say you're already, as you mentioned, 50% of the way through a workshop or a cohort. You will not record those actively participating clients. You will start fresh with the next cohort.
There's a question about that population "type" in nFORM.

So as a reminder, when you create a client record in nFORM, you're required to select the population type for which they belong to. So for our HEART grants, you can select either adult individuals or adult couples. FORGE fatherhood grants serve either or both community fathers or reentering fathers. There's only one population type for READY4Life grants, and that's youth.

As part of your grant application and as approved by ACF, each grant serves a specific population or both populations available to your grant. So what we would strongly recommend is that grants work with all those that are working with client data in nFORM to establish protocol for how to select population type when creating new client records in the system and the criteria for which population type to select if your grant is serving more than one population type.
So just as an example, there may be HEART grants that are only serving adult couples. So you're just serving both members of the couple, and that's the only population that you're working with. When you create a client record, you will still see the option to select either adult individuals or adult couples. So in this situation, this grant would be to make sure as part of their team's training to walk through the fact that for their clients, they're only serving adult couples; and that should be the only population types listed. So that would be a really important element to include in your training.
There's a question about adding grant locations: "Once a grant has established locations in nFORM, can that program add other locations during the grant year; or do we have to wait until the following grant year?"

Information can be updated at any point in nFORM largely. That's a very sweeping statement. Largely, information should be continuously updated, especially as it relates to these kind of administrative features in nFORM, thinking of things like grant locations and service providers. You can add locations and add service providers in real time as they come up.
So let's say you identify a new site in which you'll be offering services. You can go ahead and add that location at any time into nFORM and then start assigning clients to that location as needed.
We have a question about adding a birth date to client records. Let me get down here. Okay, so the question is: "There's a potential participant that refuses to give any details about their birth date. Can a client record still be created?"
Let me answer that part first, and then I'll address your second question. So there are times in which clients just absolutely refuse to give a birth date, and there's a couple of options to address this. So the next step if someone just will not give their birth date, you've explained the confidential nature of data collection and nFORM systems. The next step is to see if they will give you the month and the year. That's still very helpful and important information in nFORM, first of all to still gauge what their age is and be able to use that data; but also birth date serves an important datapoint for identifying potential duplicate records in nFORM as well.

So let's say they are not okay. They're saying, "Nope, we are not going to give you the month and birth year." Next step is, "Can you give us the birth year?" Just that alone, "Can we get the year?" So that right there at least still could be helpful information for you all.

There may be situations in which you still have clients push back; and of course we don't want to push a client too hard to the point that they no longer have interest in enrolling in the program, right? So in that situation if they just won't give you any information related to their birth date, you can enter in a year and a month; maybe it's around how old they are. Perhaps you just always use like a standard month for any clients in this situation, like January or December or just something like that. Just enter something in there because it is a required field specifically for clients who are ready to enroll. So you have to put something in.
Now a reminder – for potential applicants, you are not required to put a birth date in at that point in nFORM. You can wait until you get through recruitment; and then once you start intake, you can follow up for that information.

Okay, and there's a second part of that question. So if adult couples are our population and they refuse to give birth date details, would a checkbox that they must check stating, "I verify that I'm 18 or older" suffice?

So there's no checkbox like that in nFORM. We appreciate that idea, absolutely, of having something like that. But right now, there is only a birth date field; so that's an important point too that you highlight – that you have to make sure and enter a birth year that coincides with the age group that you're serving, right? So if you're a HEART grant, you're serving adults. It's just you need to make sure that the birth date reflects that that individual is over the age of 18. Great question.
Okay, I'm just going to start taking these questions in order.
So there's a question about if a cohort started mid-September in Year 1 and they don't finish until December in Year 2, what is the expectation of what data to enter into nFORM during the months of October and December? Are we expected to backdate the enrollment so that we can enter those services?
So the answer is, "No," we don't want you backdating any data. If there are clients that you are serving before nFORM becomes available, information about those services provided and those clients will not be entered into the system. 
Now, if nFORM becomes available – let's say in this example, you have a new cohort that starts in mid-September. If nFORM became available before mid-September, you would absolutely record client enrollment and service delivery on those clients into nFORM. Then, since their cohort goes into Year 2, what would happen is that their enrollment data would count towards Grant Year 1 but their primary workshop participation data would actually count in Year 2. It would count in Year 1, and then it would also count in Year 2 because it will carry over participation.

This is absolutely something that we will be speaking to more in upcoming Office Hours, so stay tuned. But hopefully that answers your question in the time being.
Okay, thank you for following up about that workshop structure question. It's the last day of training. I've had a lot of coffee, but sometimes I have a little bit of brain fog in the moment. So thank you for clarifying. I didn't want to go too far down the road, and it turns out I was going down the wrong road.
So in nFORM when you set up these workshops, you have these options for – let me remind myself here really quickly – okay, single, linked, blended, and non-curricularized. So what this refers to is that each of your primary workshops, you'll select at least one curricula that you're offering from a drop-down menu on that screen. Just another plug, we did cover this in Day 1; so slides and the training video are available for what I'm about to talk about.

So that workshop structure is actually really related to the way that you're offering the curricula in the workshop. So let's start with the first option. There is this option to choose the single structure. In that is a situation in which in your workshop, you're only offering one curriculum. So let's say you're offering 24/7 Dads, and that's it. You would choose the single structure option.

Now let's say in one workshop, you're actually offering two different curricula. In that case, you have a couple of other options for that structure field. The first one is "linked." So in a linked structure, what that means is that let's say you're offering two different curricula and that your workshop is over the course of 12 sessions. Let's say in the first six sessions, you are only conducting content related to a single curricula; and in the second six sessions, that only includes content on that second curricula. In essence, it would be very easy to isolate in each of your workshop sessions which curricula you're covering. That's a link. That's an example of a linked structure.

In a blended structure, that's a situation in which you have two or more curricula, but you actually blend elements of the curricula within your sessions. So like session 1, for example, there is some content related to curricula A; but there is also some content mixed in related to curricula B, and it's hard to disentangle the amount of time spent on one curricula over the other. That's a good example of a blended structure.

Then there's also the non-curricularized – that's a tongue twister – non-curricularized option – structure. That is one in which the workshop is actually not based on a curriculum. This should largely apply to any optional workshop that you are providing that may be group-based services, but they're not necessarily based on a curriculum. Thank you for following up, by the way.
Okay, let's see here, so I see there's a follow-up question about the surveys. 
So on the Resource site, please make sure that you are not using the surveys that were developed for the 2020 cohort. We still have those available on the Resource site, and that was for grants to just see what the surveys looked like for the previous cohorts; but those are not the surveys that we are using for the current cohorts. So the surveys that you all will be using are not yet available. We will absolutely communicate to grants when those surveys are made available on the Resource site, but they are not there yet. So you should not be using the surveys from the prior cohort for this cohort.
Okay, another question – actually, this question is a good one because it relates to something I covered in yesterday's training. So if you weren't available to join us yesterday, let's cover it again today. The question is: "Can students be served twice, get served with two different curricula in two different years?"

So when you are working with clients, you will only ever create one client record for them. Clients will also complete one entrance survey and one exit survey, regardless of what their participation in the program looks like. So what this means is that if you have a client, or a student in this case, who completes the program and then they want to come back to the program again, you would not create a new record for that client in nFORM. They would not go through the enrollment process again. So they would not be considered a new client or a new enrollment.

You would still record workshop participation and any participation in individual services. You would record all of that in that original client record in nFORM, and then they would not complete the exit survey again, even though they maybe went through your program again, because they already completed an exit survey previously. So just to recap, you would not re-enroll a client if they come back to your program to complete. You would just continue adding information into the existing client record. 
This is also the same for clients who perhaps leave your program before completing, and then later on they come back to finish the program. It's the same steps. You just pick up in that same original client record. You don't create a new one for them, and you record all services provided in that original record. Great.
Excuse me, I have a little bit of a cold.
Okay, so next question I see here is: "What if a client started services before nFORM became available, but then they want to attend future workshops after completing the program and after nFORM is available?"
That is an interesting question. I'll get back to you about that question. We're going to write down your name, and I'm going to follow up with an answer to that question. We need to discuss it a little bit more, but thank you for asking.
Okay, I'm going to move on.
There's a question about what if all we did is register them?
So no matter what actions were taken in a client record, you always need to use that client record. So here's an example. Let's say you have a client who enrolled in your program; and they were supposed to start their workshop the following day after enrollment, and they were a no-show. They weren't answering your follow-up communications, nothing; you didn't hear from them. Then three months later, they come back to you and say, "Hey, you know what? Now I'm ready to start the program." You still only record workshop participation in that original client record. You don't create a new one for them, even if they didn't participate in any services previously. You would pick up in that original client record, yes.

I just want to drive this home. There is not a situation in which you create a client record; that client then decides not to participate in your program or comes back to your program and you're creating a new record for them. You're always going back to that original record.
Next question: "If nFORM goes live before Year 2 starts, do we go ahead and start entering data for clients from that day and on?"
That truly actually captures exactly what should happen. So thank you! I love that you put that in writing for me. So, yes, to reiterate, if nFORM goes live before the start of Year 2, programs that are implementing their program will go ahead from that day on and start entering data for clients coming in. That's exactly right.
I see a comment here, a piece of feedback. about having a database to practice in. 
Because as a reminder when nFORM becomes available, only real data can be entered into the system. Grants should not enter any practice or dummy or fake data in. We have – these trainings are very in-depth, along with a very comprehensive and detailed nFORM User Manual that, again, is available on the Resource site so that grants can feel prepared when they start to go into nFORM and adding data. Then, you can always reach out to us if you're unsure or you have any questions that we can address.
There's a question about what if a client started services before nFORM became available. Can we only input into the outreach part of nFORM so we can only track interest we've had thus far?
So I might be misreading your question; and if I am, please feel free to just follow up and clarify. But just to kind of drive home, if you have a client that started services before nFORM became available, that client will not be entered into the system. You are only going to start on the day nFORM becomes available adding client records for those that come through your door that day and then for the remainder of your grant.
So right now, we don't have date information to when nFORM will become available or when it will be approved other than nFORM will become available after ACF receives OMB clearance for the performance measures. But we will give grants a heads up when initial site administrators will receive emails to activate their nFORM accounts. We won't just throw it at you, and we didn't give you any heads-up notice at all. I promise there will be communication that comes out before that date.
"Is there a built-in ROI for a participant in nFORM?”

I'm going to admit I'm not sure what ROI stands for. So if anyone knows, please go ahead, enter it into the Chat. Or, Catherine, if you wouldn't mind following up and just defining that for me a little bit more, I'm happy to answer that question.
There's a question about if there's some way to note in nFORM that a DOB is entered as an estimate?
Actually, you could enter a note about that into the client profile. There's a space under "Other information related to contact information." It's an open text field, so grant recipients could add that into the client profile so that other grant staff who might be working with that client could see that if they went into the client profile.
There's a question about whether there's an expiration date for clients to complete their exit survey."
The answer is, "No." There is no restriction on when a client can complete their exit survey through that 14-day window of when that survey becomes available to complete after the entrance survey. So grants should develop procedures to continually follow up and check in with clients as needed to complete those exit surveys.
There's a question about how to document information related to surveying clients who enrolled in your program and participated in program services in Year 1 before nFORM became available.

We recommend tracking that information in a system that works for you. We actually did hear from grants in the Chat, either yesterday or the day before, with grants just noting how they're recording that information. So there are some grants who noted that they created their own Excel file to track program information for the time being while they're implementing. There are others that created a Google form where their staff are recording services. So if others here want to enter their methods that they're using right now to track program implementation data, please feel free to do so.
Okay, so there's a question about: "Besides the audio component for the Entrance and exit surveys that require headphones, will there be any other features of the surveys? Will there be an app for nFORM or just a URL?"
There's no app for nFORM. Love that idea, but there's no app for nFORM. There is a URL that is just for the surveys. The surveys can be accessed by clients on computers, laptops, or like, desktops, tablets, and their mobile phones. For those that are coming back to us from the previous cohort, surveys at that point were not optimized to complete on phones; and for this cohort, they are. So that is absolutely a great option to offer to the clients if they prefer to complete their survey in that manner. 
As you mentioned, there is what we call the (inaudible) feature; or it's an audio recording of each question and the response options so that they can hear the question rather than only reading the question as needed.
There's a question about duplicates. The question is: "Is it possible to enter a duplicate record, or should we do a search before entering any client record?"

So this is absolutely described in detail in the nFORM User Manual. So I strongly recommend reading through the entire nFORM User Manual, of course, but especially around creating client profiles. So before creating a client profile, we recommend that grants look up clients to see if they're already in the system. So you can do a search; and if nothing comes up, you can go ahead and create the application for that client. 
NFORM though also has a built-in duplicate check feature. So what will happen is that if nFORM believes that you may be entering a duplicate record in, it will flag that for you. Then at that point, grants staff have the option to either say, "Oh, no, this is actually a separate person." It just happens to be that maybe they have the same name, for example, of someone in your system. But you can see from the information and from what you know, this is a separate person; and you can move forward with creating a new record.

Or there may be a situation in which you say, "Oh wait, yes, that's correct; there is already a record in nFORM." Then at that point, you would just move forward with that original record already created. There are times at which perhaps duplicate records are created in nFORM accidentally; and in that situation when those are identified, grant staff can status client profiles as "duplicate confirmed" so that you're only using the correct profile to record information moving forward. If there are scenarios in which duplicate records were accidentally introduced and there's information in both records, only those records that are statused as "duplicate pending" or "duplicate confirmed," they are not included in nFORM data tools. So information from those would not be part, for example, of progress on targets.
There's a question about: "When you're enrolling a new client, if that client participated in a program and then they completed from another grant recipient," so like if they completed a FORGE program in Georgia and then they moved to Pennsylvania and they want to participate in your program there, how easy will that be? Following up on that duplicate checker but was curious what information we would be able to see outside of our own program."
So grants will only have access to data related to their program. So in this case, that Ford program in Georgia and that separate Ford program in Pennsylvania, they do not have access in any way, shape, or form to client or any other program data for each other's grants. So if Scott were to go enroll and participate in a FORGE program in Georgia, move to Pennsylvania, and then participated at the one at Pennsylvania, that client would not be flagged as a duplicate record because data is not available across grants. So it's a great question.
"Does the entrance and exit survey assist in giving data to see if the 90% of students are meeting the goal set?"

So when it comes to achieving primary workshop participation targets, survey completion is not a factor of that. What I mean by that, for example, is that if you have a client who participates in the primary workshop and completes their exit survey, the completion of that exit survey in no way affects them being considered as having completed the program or met that 90% completed client target. What counts towards meeting those benchmarks – we're going to talk more about these in future Office Hours, but for your awareness, primary workshop participation benchmarks are: 
Initial attendee, so that's a client who has attended at least one primary workshop session. 
There are halfway attendees. Those are clients who have attended at least 50% of the primary workshop hours target for their population. 
Then you have completed clients. Those are clients who have attended at least 90% of the primary workshop hours target. 
Then you have fully-finished clients. Those are clients who have attended 100% or more of that hours target.
So what counts towards achieving each of those targets are the hours recorded in nFORM that a client spent in primary workshops. So there may be situations in which a client completes an exit survey but has not completed the program, meaning that they actually did not attend 90% of the hours target. In that situation, that client would not be considered a completed client even though they took the exit survey.

That's going to be very important for programs to consider as they monitor data because data managers and other program staff that are monitoring this using data tools should not solely use exit survey status to identify the number of clients who have completed the program. Instead, what you're going to use are other reports on workshop participation to determine who is considered as having completed the program. I feel like I keep making a point of this, but we are absolutely going to talk about this more in upcoming Office Hours. That's a great question.
Okay, there's another question about just the timing of the entrance survey. The question is whether programs can have clients complete that entrance survey at any time before the workshop begins. For example, can you enroll and have a client complete the entrance survey one month or two weeks before the start of workshop?
So the answer from an nFORM perspective is, "Yes." There are no limitations between when a client completes an entrance survey and from the point at which you can record participation in the program. So if your program is designed to have clients enroll in the program and then start their programming a month later, nFORM allows for that absolutely. Our recommendation is to speak to your FPS if you have any questions about your implementation schedule itself. But from an nFORM perspective, there's no problems with that.
There's a question about what happens to all of the participant information that were serviced prior to nFORM going live?
Programs can absolutely still record information about clients enrolled and services provided prior to nFORM becoming available. And you should use that information to help inform that Grant Year 1 PPR. Remember that yesterday we covered completing the progress narrative, which is that telling the story of your program outside of the quantitative data. So if you've been tracking data or will plan to track data related to services provided prior to nFORM becoming available, that data will be a really useful part of informing your narrative. So you can absolutely record that outside of the system; it just won't be added to nFORM when it becomes available.
Ah, "release of information," that's what ROI stands for. Actually, that acronym wasn't completely new to me. Okay, so let me go back to the original question here. The question is whether there is a statement about release of information for clients.

So there is a Privacy Act Statement in nFORM that will be provided to all clients. We did cover that on Day 2 of the training. So you can go back to the recording and those slides to hear more about that. But that Privacy Act Statement will be provided to clients who are potential applicants, so as part of outreach and recruitment and then as part of enrolling a client. So when clients are ready to enroll, they'll be provided with that information as well, and also at survey administration. So just to note that that will be a part of that.
Let's see, what else do we have here?
So there's a question about, "Other than the exit survey after a workshop, do we ever exit or close client profiles or participation upon times of inactivity; or is there no time frame for gaps in services that will require us to officially exit a participant from services?"
So there's no limitations on functions in nFORM in terms of like closing out a client profile. What's most likely most applicable to this scenario is the use of client statuses to accurately reflect where a client is in your program. So an example is that if you have a client who has completed your program, they graduated and have since moved on, and they're no longer a part of your program. There is a status in nFORM that you'll select that's like "completed" or "graduated." That is to help you understand where clients are in terms of relation to programming. There's a lot of other client statuses available as well that help staff understand where a client is and also identify clients that potentially need follow-up.

So there is a table in the nFORM User Manual that describes all of the client statuses available that I'd recommend checking out to see how to use client statuses and in what scenario.
There's a question about how to sign up for the Weekly Digest e-mails and Office Hours.
I recommend reaching out to your program leadership to have them either forward you the HMRF Weekly Digest emails; or there is an option, I believe, at the bottom of those emails to click on a link to sign up to be a part of that email list. Please note that Mathematica does not send out those e-mails, so you can also follow up with your FPS if you have any questions about being added to those email listservs. Just to note that links to the Office Hours are included in the nFORM and CQI "Announcement" sections of those e-mails.
There's a question about whether nFORM allows programs to run validation reports.
I'm not quite sure what you mean by "validation reports." But I recommend that if you were not able to join us yesterday, during that training we covered all of the reports and nFORM data tools that are available or will be made available to grants -- so checking out what's available when we are able to post the slides and the recording from that, which will hopefully take place very soon.
There's a question about what happens if you have two different clients that share the same name, like Todd Smith, and there's no middle name or anything else to differentiate them.
So you can absolutely still create the same client record for each of those clients. The duplicate check that happens in nFORM, it doesn't prohibit from creating a duplicate record; but rather, it flags the potential that you may be introducing a duplicate record. In the case of clients who may have more common names, nFORM may flag that record. But if you know that this is a different Todd Smith – because nFORM will show you other identifying information, like date of birth, so that you're able to make that distinction or make that decision – you can still move forward and create that new record for the client in nFORM. Then each of those individuals will have their own client IDs associated with them as well, so they will be distinct records in the system.
There is a question about how we would record a client to have the ability to make up a missed workshop.
So there's a few ways that you can do this. Just to note that we covered recordings makeup workshop attendance on Day 3 of training. The recording for that training session is available on the Resource site now. So there may be clients who will register for a workshop ahead of time, and then they miss their session. So let's say in that scenario, a grant staff did like a one-on-one individual service contact with that client to go over that content that they missed. In that client's profile, grant staff would record, under the "Workshop Sessions" tab in the client profile that they did make up the session and then the date on which that content was provided to them.
There may be other scenarios in which clients miss a session, and then they make it up by attending another session in a corresponding series. So in that situation, you would go ahead and record attendance in that session that they attended as the makeup; so that way, that client still gets credit towards the participation.

Then there also may be scenarios in which a client enrolled in your program after a cohort had already started. So they need to make up missed content because they enrolled late essentially. If there are no corresponding sessions or a series in which to record that attendance, in that scenario you would create something called a "shadow series." That's a new workshop series that you would create that starts the day after the client is enrolled, and it essentially would be used to capture attendance for that client because they can't be recorded as having taken part in any sessions that took place before enrollment occurred, and if you have no corresponding series.

There is more information on that, again, in Day 3 as well.
All right, a question about calculating progress in primary workshop targets. The question is: "When calculating completion of 90% workshop hours, if we offer two required curricula, such as 24/7 Dads, which maybe that last 14 hours and Understanding DV, which is 3 hours, should we only calculate hours of the primary curricula?
So in this situation what it sounds like to me is that both of these curricula are required for all clients who complete; so that would be 14 hours plus 3 hours, 17 hours. So that would be your primary workshop hours target for the population that that's required for. So it would be the sum of the total hours of all the required curricula would be your primary workshop hours target.
Okay, yes, to clarify about the upcoming Office Hours. The question is – like for the ones that are going to take place in July. 
Again, that would be on July 14th and July 28th. They will be recorded in case folks are not able to join us. Just like these training sessions, we provide recordings of those on the grant Resource site. So, yes, we are conducting them live. It's great if you can attend live because then you can also ask your questions and see responses to other questions that are asked as well. But we do provide the materials from those sessions if you're not able to make it.
Okay, there's another question here about exit surveys: "If we survey all students who are present on an exit day, does the system separate surveys completed by students who have or have not completed or finished the program; or should we know where each student is at that point and only exit survey students that have completed?”

Great question! That is right that the ability to administrator the exit survey is only determined by that 14-day window that I discussed previously. The ability to administer the exit survey is not actually affected by how much workshop participation a client has completed. So it's important for grant staff to understand whether all clients present are actually finished with their workshop and don't have additional workshop content to take part in before administering the exit survey. So you'll need to use things like the series Session Attendance Operational Report and the Workshop Detail Report, for example, which we touched on in the training session yesterday, or Day 5, to determine which students should or which clients should complete the exit survey. 
Mathematica will not send out meeting links to their Office Hours. Links to the Office Hours will be included in those HMRF Weekly Digest e-mails.
Okay, I think that brings me to the end of the questions I see so far; but I'm going to scroll to see if I missed anything. In the meantime, if you have another question, please add it to the Chat. We still have a little more time left. If I missed your question, you can re-add it to the Chat. Please feel free, there's some great questions that have come through.
All right, I think I covered everything. Let me come back down here. 
Okay, the question is can I elaborate on that shadow series?
Yeah, so let's say Scott enrolled in the program today and we already had a cohort that started two weeks ago. So he's going to need to make up that workshop content and those hours that he missed at some point. Well, when he makes up that content, if you provide that makeup content in individual service contact, let's say, because that's the best way to do that makeup, you would not want to record that makeup as an individual service contact because then it doesn't count toward progress on primary workshop participation. 
So in that case what I would do instead is create a shadow session series, and I would label it very clearly. In the title of the series I would say, "Cohort 2 or Cohort 1 Shadow Series" and any other applicable information. Then the starting date for the series would be the day after Scott enrolled. So a reminder, if he enrolled today I would start that series tomorrow. That way, I can go ahead and record him participating in these makeup sessions, which are essentially just individual service contacts with the client; and we can get that information into nFORM. That's how the shadow series would work.

Okay, so just to confirm, a client isn't considered finished officially until they have achieved that completed client benchmark or fully-finished client benchmark in nFORM. The exit survey really has no effect unless that is a criteria for your program to use when updating a client's status. So I just want to clarify that; that one again, progress on primary workshop participation targets are not affected in any way by exit survey completion, only by hours recorded in primary workshop.

Now, for updating client statuses, you can wait to mark a client's status as completed until they've finished their exit survey if that works well for your program.
There's a question about how to record child care costs across (inaudible) the couples in a cohort when recording this in nFORM.
We recommend talking to your FPS if you have any questions about recording incentives and program supports and how to reflect that in nFORM.
Okay, another question: "If someone registered or enrolled that has not engaged in services until after nFORM goes live, they cannot be added to nFORM."

So let's clarify this a bit. If you have a client that's already enrolled in your program prior to nFORM going live, that means that services provided to them will not be recorded in services going forward. But if you have a potential applicant – so someone that has not enrolled in your program yet, who is interested in your program – and then nFORM goes live. At that point they say, "Hey, you know what, I want to move forward. I'm interested in enrolling and participating." Then you can go ahead, and you should go ahead and create a client record in nFORM because they have not been enrolled in your program yet.
So just to differentiate, if they're already enrolled in a program and they've already started service delivery, you can't create a client record for them in nFORM moving forward once it goes live. But if they are interested in your program or perhaps they went through your own program intake process but technically aren't enrolled and haven't started services yet prior to nFORM going live, once nFORM goes live and they haven't started any sort of programming yet, you can go ahead and create a client record for them at that point and then record service delivery for them. 
Okay, and just a reminder too that if in this scenario you create a record for a client that you have already had previous communications with, perhaps that client has already received some individual services – any kind of outreach as well – that information for that individual would not be able to be recorded in nFORM. But what you would do is start recording service delivery information for that client from that day moving forward.
Okay, so there's a question about whether we recommend holding off enrolling participants for Grant Year 2 until nFORM goes live.
I would recommend that if you have participants who are interested in programming, perhaps you can talk to your FPS about waiting to start official enrollment and service delivery until nFORM becomes available. But I would absolutely recommend speaking to your FPS if you have any questions about implementation service delivery timelines.
All right, we've got a few minutes left to take questions, so please feel free; add anything else for the Chat that comes to mind.
Yes, so if you have a client or if you have a person who is interested in the program but they haven't received any services yet, when nFORM goes live if they have not started receiving services yet, you can go ahead and enroll them in nFORM and then record participation in your program from that point moving forward. It's just that if someone has started in your program prior to nFORM going live, you can't create a client record at that point for them to record all future service delivery.
There's a question about whether there is any sort of condensed version of the nFORM User Manual.
We absolutely have various tipsheets that are and will be made available to grants that are a little bit more focused on a specific topic. So an example is that already on the grant Resource site, you can find tipsheets on a topic related to survey administration. There's a tipsheet, for example, about creating survey scripts – like a one-pager, quick read, very helpful. There's another one that's available about the options for administering surveys remotely.
So I recommend continuing to check back to the Resource site for new tipsheets that are added because we will keep adding them to the Resource site. We will also highlight new materials that are posted to the Resource site moving forward in that HMRF Weekly Digest email.

A reminder too that on the Resource site, you can filter by topics as well or type of resource or just different ways to drill down on information that you're looking for an answer to your questions.
All right, so we have time for one more question if there's anything else. 
There's a question about if a participant returned after a three-month period, should I record it as a makeup?
If a client disengages with your program and then they come back three months later, you would record their participation in the actual session that they attended. That's what I would recommend doing. So it wouldn't necessarily be recorded as a makeup. It would just be in the session they attended.
Okay, there's one more question I'm going to take; and then we wrap up for today.
Follow up meaning service delivery of program not started only intake or outreach done.
Yes, so just to confirm. So if you've only done outreach to a person before nFORM goes live and then nFORM goes live and that person decides, "Yes, I'm interested; I want to participate, enroll in the program." At that point, you can create the client record for them in the system.
Okay, all right, I do see one more question in front of me. This is really going to be the last one.
Does the system record who is entering the information?
The answer is, "Yes." When you create a client record, you'll select which staff member is creating the client record. So it's easy to see who entered the information.
All right, guys, so we're going to end there for today. As a reminder, if any other questions come up, please reach out to the Help Desk. We're always here.
Okay, so to wrap up this final training session, I just again want to emphasize that all of the content that we covered during the training – all six sessions – is available in the nFORM User Manual and that materials of the trainings, slides, and recordings will be made on the Resource site. That's the place to go to find all of our other nFORM and CQI resources.
You can reach out to us with any of your questions or any questions that other members of your grant teams may have after reviewing the resources at nFORMCQITA@mathematica-mpr.com. Just remember when you're reaching out to us or you're communicating about clients in general, make sure to never text or email personally-identifiable information, or PERSONALLY IDENTIFIABLE INFORMATION, by client name. Never take screenshots of client PII from nFORM. If you or your other program colleagues haven't had a chance yet, make sure to watch that "Keeping Data Secure" training video, and read through Module 1 of the nFORM User Manual to get all the information you need on protecting client confidentiality.
All right, thank you again for being a part of our Well-Informed Training series. It's been great to see new names, see familiar names, just really excited to be able to get to know all of you over the course of your grant.
So again, program leadership should keep an eye out for e-mails about next steps in creating those initial site administrator accounts along with our initial site administrators, and also just other updates will be coming through about related to the launch of data collection and nFORM.
One final plug, if you are from a small- or large-scope grant and you have not yet sent us your completed data capacity and CQI plans, please make sure to do so before you start using nFORM. A reminder that ACF asks that merging grants send us and their FPS completed plans either before fully implementing or by September 30th, whichever comes first.
Just don't forget to join us for next month's Data Capacity and CQI Office Hours, which more information will be coming through about in the upcoming HMRF Weekly Digest email. 
All right, everyone, you have got this! You are all going to be data and CQI experts, I promise! You have lots of materials and supports available to you. We are excited for you to get your hands on this system; and we just look forward to working with you continuously, okay? All right, reach out to our Data Capacity and CQI team if anything comes up. If not, have a wonderful rest of the day; and we'll talk to you soon. Bye, everyone!
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