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[bookmark: _Purpose][bookmark: _Toc42620829]Purpose
[bookmark: _Hlk37236678]This document contains instructions and tracking sheets for Title VI Part C Services for Caregivers. Print and complete these tables to keep track of the counts of individual and group services provided to your Caregivers each month over the grant year. Please review these instructions before you begin filling in the tables. 
· Individual services are those that are unduplicated and that you provide to persons one-to-one, Caregiver Training, Counseling, and Respite Care. 
· Group services are those that are duplicated and that you provide to a group, such as Activities of Information Services, Contacts of Information and Assistance, and Sessions of Support Group. 

The monthly tracking sheets you fill out for each service over the grant year will assist you with completing the annual Program Performance Report (PPR).
[bookmark: _Filling_in_the][bookmark: _Toc42620830]Filling in the C Caregiver Profiles Table
Use the Title VI PPR Part C: Caregiver Profiles table and record the following information to create profiles for each of your caregivers who receive Part C services in the rows provided. This will help you track unduplicated individuals who receive a service or services throughout the year. You only need to add an individual’s information to this table the first time they receive services from you each fiscal year.
1. Caregiver First Name and Last Name and/or ID – Record the first and last name of the caregiver and/or an ID number.
2. Caregiver Category – Record the type of caregiver using the key at the bottom of the page. The caregiver category is based on the person who is receiving care from the caregiver:
· Caregiver Category 1: Individual caring for those with Alzheimer’s Disease and related disorder;  
· Caregiver Category 2: Elder caring for children under the age of 18;  
· Caregiver Category 3: Elder caring for adults 18-59 with disabilities.
3. Site – If you provide services to caregivers at more than one site, record the name or number of the site where you provide services to the caregiver.
4. Address Line – Record the caregiver’s address.
5. Phone – Record the caregiver’s phone number.
6. Gender – Record the caregiver’s gender (Male, Female, or Other).
7. Veteran – Record whether the caregiver is a veteran.
8. Notes – Enter any notes you wish to make about the caregiver. For example, you may wish to record their email, indicate their birthday, to whom they provide care, whether they have dietary restrictions or food allergies, etc.
[bookmark: _Filling_in_the_1][bookmark: _Filling_in_the_2][bookmark: _Filling_in_the_3][bookmark: _Toc42620831]Filling in the Part C Caregiver Individual Services Table
The Title VI PPR Part C: Caregiver Individual Services table is for you to enter information about the individual services you provide to caregivers. Individual services in Part C include:
· Counseling – Hours
· Caregiver Training – Hours
· Home Modification & Repairs – Hours
· Consumable Items – Number of items provided
· Lending Closet – Number of items lent
· Homemaker/Chore/Personal Care – Number of Hours
· Financial Support – Number of times support is provided
· Respite Care – Number of Hours
· Other – (Record a description of the service and the service unit)
1. Print the Title VI PPR Part C: Caregiver Individual Services table and record the service, funding source (FY20, FFCRA, or CARES), month, year, and page number for that month. If you provide that service to more than 14 unduplicated caregivers each month, you will need to print multiple pages of that table for each month.
2. Next, look at your calendar and fill in the specific dates for each week. For example, if you provide respite care only on weekdays and the first day of the month is a Wednesday, the dates you record for Week 1 would be 1st – 3rd (Wednesday through Friday) and Week 2 would be 6th-10th (Monday through Friday) and so on. See the calendar and screenshots below for an example.
3. Record that the caregiver’s name or ID the same way you recorded it when creating caregiver profiles.
4. [image: image001.png][image: ]Once the dates for each week are recorded and the caregivers’ names recorded, you can track the services that each caregiver receives each day by using tally marks in the box for the corresponding week. At the end of the month, count up the tally marks in each row and record the number in the last column, Total. 


[bookmark: _Toc42620832]Filling in the Part C Caregiver Group Services Table
The Title VI PPR Part C: Caregiver Group Services table is for you to enter information about the group services you provide to caregivers.
1. Go to the Title VI PPR Part C: Caregiver Group Services table. Print the page and record the funding source (FY20, FFCRA, or CARES), month, year, and page number for that month.
2. Note that the names of core group services are listed as rows in the first column (i.e., the Caregiver Services column). For example, Information Services and Support Group Sessions. 
3. [bookmark: _Hlk35870158]Next, look at your calendar and fill in the specific dates for each week. For example, if you provide a service Monday through Friday each week and the first day of the month is a Wednesday, the dates you record for Week 1 would be 1st – 3rd and Week 2 would be 6th-10th and so on. See the calendar and example above. Filling in the dates is the same for both the Individual Services and Group Services tables.
4. You can now record the counts of group services you provide for each week of the month. For example, say you provided 2 support group sessions on April 1, 2020 and 2 support group sessions on April 8, 2020, you would record 2 tally marks in the Week 1 box and 2 tally marks in the Week 2 box for Number of Support Group Sessions.
5. At the end of the month, you can count the tally marks and record the totals for each of the services.
[bookmark: _Toc42620833]Filling in the Part C Staffing & Finance Table
Use the Table named Title VI PPR Part C: Staffing and Finance to enter information regarding staffing and finance related to your Title VI program for caregivers. Using this table will help you be prepared to enter this PPR information on OAAPS during the reporting period.
[bookmark: _Toc42620834]Printing Specific Tables
In order to use these tables to track your services, you will need to print multiple copies of many of the tables. Follow the instructions in this section to print only the page or pages that you need from this document in order to track the services that you provide.
1. Decide which table or tables you need to print.
2. Click somewhere on the page to place the cursor on the page. Then, look in the very bottom left corner of Word to see the page number. 
3. Select File in the upper left-hand corner, then select Print. If you are using an older version of Word, you may want to select Print Preview to see the pages Word will print.
4. Select Print Settings and then select Custom Print and enter the page number(s) that you want to print.
5. Double check in the Print Preview that it shows the correct page or pages that you want to print.
6. Select Print.
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[bookmark: _Toc42169386][bookmark: _Toc42620835]Table: Title VI PPR Part C: Caregiver Profiles
	Caregiver First Name and 
Last Name and/or ID
	Site
	Caregiver Category
	Address
	Phone
	Gender
	Veteran
	Notes

	 
	
	 
	 
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 


Year: ___________ Page: ________

Caregiver Category 1: Individual caring for those with Alzheimer’s Disease and related disorder;  
Caregiver Category 2: Elder caring for children under the age of 18;  
Caregiver Category 3: Elder caring for adults 18-59 with disabilities.
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[bookmark: _Toc42169387][bookmark: _Toc42620836]Table: Title VI PPR Part C: Caregiver Individual Services
Service: ______________________________________________						Funding Source: ___________________
	[bookmark: RANGE!A1:G16]Caregiver First Name and 
Last Name and/or ID
	Week 1 
________
	Week 2
________
	Week 3
________
	Week 4
________
	Week 5
________
	Total

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	


[bookmark: _Toc42169388][bookmark: _Toc42620837]Table: Title VI PPR Part C: Caregiver Group Services
Funding Source: ___________________
	Caregiver Services
	Week 1 
________
	Week 2
________
	Week 3
________
	Week 4
________
	Week 5
________
	Total

	Number of Activities of Information Services
	 
	 
	 
	 
	 
	 

	Number of Contacts of Information and Assistance
	 
	 
	 
	 
	 
	 

	Number of Sessions of Support Group
	 
	 
	 
	 
	 
	 


Month: _________________________ Year: ___________ Page: ________
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[bookmark: _Toc42169389][bookmark: _Toc42620838]Table: Title VI PPR Part C: Staffing and Finance
	PPR Report Component
	Description
	Report

	Staffing Information (Full-Time Staff)
	Total number of people who work 35 hours or more per week in a paid position for the Title VI program (paid fully or partially with Title VI funds).
	People

	Staffing Information (Part-time Staff)
	Total number of people who work 35 hours or less per week in a paid position for the Title VI program (paid fully or partially with Title VI funds).
	People

	Total amount of funds spent on Caregiver Program
	Total amount of funds for the grant year spent on all elements of the Caregiver Program.
	$

	Total amount of funds spent on Respite Care
	Total amount of funds for the grant year spent only on respite care. 
	$

	Optional explanation of elements included in total amount of funds 
	Explanation of elements included in your calculation (optional).
	 



image3.png
Month: AQ(i' Year. ZOZO Page: I

Table: Title VI PPR Part C: Caregiver Individual Services

Service: @25 P Cace - Haur5 Funding Source: F YZO

Caregiver First Name and Week 1
Last Name and/or ID (-3

Lise Cnn.ﬁ;uu 1 [ !

[N

foul Coregiver 1] I [





image4.png
su MO
29 30
5 6
12 13
19 20
26 27

April 2020
TU WE TH
31 1 2
7 8 9
14 15 16
21 22 23
28 29 30

FR

10
17
24

SA

1
18
25




image1.png
4K




image2.jpeg
Administration for Community Living




