Data Management

These following tools are intended to be used as examples of data tracking forms. The examples cover only water treatment/ handling behavior and were created for a specific context. These data tracking tools should be adapted to fit your particular program. 

If you have a pre-existing process for data management, continue with the pre-existing process. In not, the use of a data management system is recommended. These “Family Data Tracking Sheets” are examples of such a system and can be adapted to cover all the behaviors included in your organization’s program (water treatment, hand washing and for feces disposal), enlarged and used if one chooses to do so. Excel versions of the tracking sheets are available in the Collection of Resource Materials. 

A.
Family Data Tracking Sheet -- Module Seven
The Family Data Tracking Sheet is used by the outreach workers to write down the current behaviors and commitments to try “improved” behaviors that are reported by each family when reviewing the “Assessment Tool: Household Water.” The “Family Data Tracking Sheets” are found in this Handbook (pg. 57) and in the Collection of Resource Materials. 

Steps for filling in the “Family Data Tracking Sheet”:
· Write the meeting number in the title (for example, if it is the first meeting with the community, you put number one, if it is the second meeting, you put number two).

· In the upper left hand section, write the name of the community member (i.e. the name of the person who is the leader of the sub-group).

· Put the date in the upper, left hand side of the sheet. 

· Write the name of the family in the column on the left titled “Surname”. Information for each family will be recorded on the row with their name.

· When talking with each family individually, the group leader copies the information from their Reminder Brochure of the “Assessment Tool: Household Water” onto the “Family Data Tracking Sheet.”  For example, in the columns representing the options under “How Do We Treat Water?,” if the family has put an “X” (for their current behavior) on the “I don’t treat it” picture of their Reminder Brochure, then put an “X” on the “We don’t treat it” column of that family’s row on the “Family Data Tracking Sheet.”  Similarly, if the same family draws a circle around the “Boil” picture (which means that they are agreeing to boil their water), then in that family’s row on the “Family Data Tracking Sheet”, draw a circle in the “Boil” column.

· At the end of the meeting, the total number of “X’s” is added up for each column and written in the box on the last line titled, “Total.”

· Immediately after completing the “Family Data Tracking Sheet”, all of the small sub-group leaders meet with the outreach worker to review everyone’s “Family Data Tracking Sheets.”  The “Family Data Tracking Sheet” is the source for the data to complete the “Data Consolidation Sheet.”
B.
Data Consolidation Sheet – Module Seven 
The “Data Consolidation Sheet” helps the outreach worker put the totals from all of the small sub-group “Family Data Tracking Sheets” in one place so that it is possible to better understand the changes in behaviors of all of the families that participated in the group meetings. 

Steps for filling in the “Data Consolidation Sheet”:

1. Put the meeting number in the title (for example, if it is the first meeting with the community, put number one, if it is the second meeting, put number two, etc.).

2. Write the name of the community on the upper right hand side of the sheet.

3. Under the name of the community, write the name of the district.

4. On the upper left hand side, write the name of the person responsible for filling in the information (the outreach worker).

5. Put the date under the name of the leader.

6. Immediately after each community meeting, the leaders of the small sub-groups should gather to share their “Family Data Tracking Sheets” and use the information on these sheets to fill in the “Data Consolidation Sheet.” as follows: 

· The name of the small-group leader is taken from the upper left hand corner of the “Family Data Tracking Sheet” and written in the column labeled “Small- Group Leader’s Name.”

· The number of families that participated in the sub-group at each meeting in left hand column of the “Family Data Tracking Sheet” and written on the “Data Consolidation Sheet” in the column labeled “No. of families who participated in the small group.” 

· The columns titled, “How they treat,” “How they store,” “How they serve”, “When they drink” and “Who drinks” have sub-columns. In these sub-columns you should write the TOTAL NUMBER that appears in the last line of the “Family Data Tracking Sheet” in the corresponding column.

· In the column titled, “Received Bucket” you need to write the TOTAL NUMBER that appears on the last line of the “Family Data Tracking Sheet” in the corresponding column.

7. Once you have transferred the information from the “Family Data Tracking Sheets” for all of the sub-groups, you need to fill in the “TOTAL” line on the “Data Consolidation Sheet” by adding up the numbers in each column.
8. The “Data Consolidation Sheet” must be given to the representative of the local government’s Local Development Office (LDO) at the District level to be entered into the information system. 

The “Data Consolidation Sheet” will provide the data to create the Bar Graphs
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