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	Information or Data Collected
	Use of the Information or Data

	Intake Forms
· client info collected when client contact begins, gathered monthly
	Used for grant proposals and/or funding documentation, reports for agency, annual reports, etc.   Statistics gathered from this information are used in community outreach presentations, media information, for funding purposes, etc.

	Monthly Report Forms
	Used to determine the regularity and type of contact with clients

	Call Tracking Sheets
· gathered monthly and reported quarterly
	Used to tally the number of info, crisis, and referral calls

	Community Education and Training Evaluations
· gathered after presentations or trainings and reported monthly
	Used to enhance or revise presentation content

	Group Evaluation Forms
· gathered as groups end and reported monthly
	Used to determine the level of personal involvement of group participants and for revision or enhancement of group practices

	Volunteer Numbers and Hours
· gathered monthly
	Used for monthly agency report and the need for new advocate trainings.  Also used to show volunteer commitment to this program for funding.

	Advocacy Evaluation Form
· gathered as cases end, collected twice annually
	Used to determine quality of advocacy provided; allows feedback for revision or enhancement of advocacy practices

	Volunteer Training Attendance Forms
· gathered at end of training sessions
	Indicates regular attendance at advocate trainings; used to determine compliance with required training hours

	Case Assignment List
· updated weekly
	Used for quick reference to locate cases and assigned advocates.  Also assists in determining advocate caseloads.

	Informal Evaluation and Feedback from Volunteer Advocates
· gathered ongoing and discussed as needed
	Used to affirm or amend program activities and services.  Provides advocates with info, support, and program event reminders.  Allows for determination of advocate overload and reinforces value and accountability of volunteers.

	Monthly Pager Schedule
· completed monthly
	Staff fills in as “on-call” if volunteers are not available; indicates volunteer time commitment to the program

	Mandatory Reporting Tracking
· submitted immediately
	Ensures program staff and volunteers are making mandatory reports.

	Advocate Knowledge Assessment
	Used to ensure appropriate advocate training; points out needs for increased education or training

	Info Net Reports
· reviewed quarterly
	Used to review demographic data and services provided in order to guide the need for resources and allocation of staff




