Maine CDC Lead Poisoning Prevention Partners
Narrative Reporting Template

Instructions: Use this format to provide a narrative update on progress you have made toward meeting the deliverables specified in the High Density Area Community Contracts Guidelines of your contract for lead poisoning prevention. See instructions for each deliverable listed below. Please add each quarter’s progress to the document so that at the end of the final quarter, there will be one document with all progress recorded. Reports are due 30 days following the end of the reporting period as shown in the table below. Submit this narrative report along with your Materials Use Form to Karyn Butts via email at karyn.butts@maine.gov.



	Quarter
	Reporting Periods
	Report Due Date

	Q1
	7/1/2015-9/30/2015
	11/01/2015

	Q2
	10/1/2015-12/31/2015
	2/1/2016

	Q3
	1/1/2016-3/31/2016
	5/1/2016

	Q4
	4/1/2016-6/30/2016
	8/15/2016

	Q5
	7/01/2016-9/30/2016
	11/01/2016

	Q6
	10/01/2016-12/31/2016
	2/01/2017









[bookmark: _GoBack]
Partner:  [Organization Name]

Reporting Period:  [Quarter]

Date Report Submitted: [Insert Date You Submit the Report]
Progress on Deliverables

1. Point of Contact: Identify a point of contact for lead poisoning prevention education and outreach. Community Partners must inform the Maine CDC Childhood Lead Poisoning Prevention Program if there is a change in the point of contact. 

Progress: [Report any changes to the Point of Contact for your organization here.]

2. Small Media Materials: Distribute at least 2,000 pieces of lead poisoning prevention materials developed by the Maine CDC, according to the approved work plan for fiscal year 2016. Report materials distribution data through the Materials Use Form. 

Progress: See materials use form. [Provide any narrative updates here if you like.]

3. Community Education Events: 
a. Hold or participate in educational events to directly reach at least 10 local property owners and/or code enforcement officers, according to the approved work plan for fiscal year 2016. 

Each quarter please ADD the information requested to the table below. Please keep a cumulative list so that at the end of the project period (6/30/2016) the table contains all events held during the project period.

	Date of Event
	Event Name
	Location
	Audience
	# Participants Reached
	Notes About the Event

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



b. Hold or participate in educational events to directly reach at least 100 parents of young children living in rental housing built before 1950, according to the approved work plan for fiscal year 2016. 

Each quarter please ADD the information requested to the table below. Please keep a cumulative list so that at the end of the project period (6/30/2016) the table contains all events held during the project period.

	Date of Event
	Event Name
	Location
	Audience
	# Participants Reached
	Notes About the Event

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




4. Media: Conduct at least 4 earned or paid media activities that promote lead poisoning prevention in local print, broadcast, transit, outdoor, online, or social media outlets, according to the approved work plan for fiscal year 2016. 

Please tell us about your media efforts. Describe audiences, numbers of placements, media channels, and any results. Attach images of media placements, articles, press releases, etc.

Q1 Progress: 

Q2 Progress: 

Q3 Progress: 

Q4 Progress: 


5. Trainings: Ensure that all program staff working on lead poisoning prevention activities have participated in, or listened to, the following webinars (available online at http://www.maine.gov/dhhs/mecdc/environmental-health/eohp/lead/lppf.shtml#Webinars) and attend or listen to the recording of a webinar on working with code enforcement officers provided by the Maine CDC Childhood Lead Poisoning Prevention Program in the first quarter of the agreement period.
· Lead 101 2013 Update
· Maine Tracking Network Demonstration 

Please list the names and dates of the webinars attended in the reporting period, the number of people from your organization that attended, and indicate whether you participated in the live webinar or watched the recording online.

Q1 Progress: 

Q2 Progress: 

Q3 Progress: 

Q4 Progress: 

6. Sharing Summit: Participate in one sharing summit with other Community Partners conducting similar services to share successful strategies and resources related to lead poisoning prevention education and outreach. Travel to Augusta is required.

Progress: [List dates of sharing summit attended and participants from your organization.]

7. Facilitated Lead Dust Testing: Conduct facilitated lead dust tests in at least 25 rental units within the target area, according to the approved fiscal year 2016 work plan. Eligible rental units must be occupied with families with young children, located within the high density area and older than 1950. 

Each quarter please ADD the information requested to the table below. Please keep a cumulative list so that at the end of the project period (6/30/2016) the table contains all data for the project period.

	Quarter
	Number of Units Tested

	1
	

	2
	

	3
	

	4
	



