
Brief Distribution/Technical Assistance Log Template
Aligned with the SEA HIV Indicators for School Health Programs

Directions For Use
This log sheet is an OPTIONAL tool that sites may decide to use to help them track the CDC Indicators for School Health Programs related to distribution of materials and technical assistance. The template reflects all of the possible distribution and technical assistance topics that are reported on the Indicators questionnaire. Your program may not carry out all of the activities shown on this template. One log sheet will hold information for several recipients of services. Feel free to modify as you wish! 

1. Provider Name: Refers to the person providing service (distribution of materials or technical assistance).

2. Recipient Name & Contact Information: Who received this service? Your site may or may not need to track this information. 
3. Agency or District or School: (Whichever is applicable) Required to track organizations receiving this service.
Agency—Recording the name of the agency allows you to track the number of unique external agency partners or unique regional support units reached.

District—Recording the name of the district enables you to track the number of unique districts reached.

School—Recording the name of the school enables you to track the number of unique schools reached. 

4. Activity: Put a check mark in either or both boxes. Specify or describe the material distributed.
5. Category and Indicator Topic(s): Check all that apply. (See the abbreviation key below).
6. ( is for the Participant Type code. See the ( below for the abbreviation key.
7. For Mass Distribution of Materials: To keep track of this, you may want to copy a list of your districts and schools on the back of the log sheets (or as a separate document) so that you can simply check off which ones you provided service to. Do the same for the external agency partners and regional support units, if you have an extensive list of these organizations that you deal with.
8. For questions or comments, contact the Evaluation Research Team at ert@cdc.gov.
Insert your logo here
Distribution/ Technical Assistance Log Template
Aligned with the SEA HIV Indicators for School Health Programs

Provider Name  ___________________________________________________________ 
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	Categories: Policy (Policy), Curriculum & Instruction (C&I), Assessment of Student Performance (ASP), and Reducing Health Disparities Among Populations of Youth at Disproportionate Risk for HIV (Reducing Disparities).

	Topics: HIV Prevention Education (HIV), Infection Control/Universal Precautions (IC/UP), Maintaining Confidentiality (Maint Conf), Professional Development requirements (PD Req), Confidential Counseling (Conf Couns), Procedures to Protect HIV-Infected Students and Staff from Discrimination (Proc Prot Disc), Attendance (Attend), and Other (Other).

	( Participant type codes: D = District, S = School, R = Regional Support Unit, E = External Agency Partner
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