Community Grants III Evaluation Manual

Policy and Brief Interventions

Part 1: Health System Assessment Materials

1. OTPF Health System Assessment:  This assessment tool will be administered to each health system that either receives OTPF funding or that serves as a site for OTPF-funded programming.  This health system assessment MUST be completed for each identified health system within 45 days of the grantee’s grant award as outlined in RFP 07-3.   The Health System Assessment is the only tool you will need for data collection.
NOTE: When making copies of the original documents, please be sure to maintain the integrity of the form.  All four corner squares must be present on each copy, and the form ID and barcode box must be clear and present on each copy. 

Part 2: Preparation of OTPF Health Systems Assessment
1. RE Coordinators will be responsible for the preparation of one OTPF Health System Assessment for each health system that is interviewed.  An original copy of the OTPF Health System Assessment is included at the back of this manual.  When preparing the Health System Assessment, be careful not to staple through the barcode on the top left corner of the survey.
NOTE: The OTPF Health System Assessment will be posted on www.otrec.org and available for download by RE Coordinators ONLY.  Original copies of all documents will also be provided in the OTREC Evaluation Training Manual.  RE Coordinators are responsible for making copies of the necessary documents. OTREC will not have any primary responsibility for other mechanisms of distribution.

Part 3: Implementation of OTPF Health System Assessment
1. The OTPF Health System Assessment is an interviewer-administered survey, which means that the RE Coordinator or another representative from the grantee’s agency will ask the questions of a designated Health System Representative and record the answers on the survey.  The RE Coordinator and Project Coordinator should determine who in the grantee’s agency has responsibility for completing the Health System Assessments, which must be completed within 45 days of the grant period.
2. Identify the appropriate Health System Representative who will be able to provide answers to the questions in the Health System Assessment.  Schedule a time with the Health System Representative to complete the Health System Assessment.  This can be done in person or over the phone.
3. The Health System Assessment is designed to be administered by an interviewer.  The RE Coordinator or other grantee representative should read the survey questions and responses to the Health System Representative and then ask for a response.
4. If another grantee representative administers the Health System Assessment, the assessment should be returned to the RE Coordinator within 48 hours for data entry.
Part 4: Submitting Health System Assessments to OTREC
1. The OTPF Health System Assessment should be faxed to the OTREC Fax Data Entry Line at 216-368-0304 or toll-free at 1-877-599-7677.  DO NOT use a fax cover sheet.  Fax ONLY ONE HEALTH SYSTEM ASSESSMENT at a time.  

2. After successful fax transmission, collect the fax transmission report from your fax machine and attach this to the Health System Assessment.  Confirm that the number of pages transmitted matches the number of pages you sent.  

NOTE: The fax transmission report is generated by your fax machine, NOT OTREC.  Please refer to your fax machine owner’s manual if you are not sure how to obtain a fax transmission report.

3. Once OTREC receives your OTPF Health System Assessment, an OTREC Statewide Field Coordinator will send a confirmation e-mail to the RE Coordinator indicating the Health System Assessment was received.  OTREC will compile the data and report back in the G-Wiz System.
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