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Data Reporting Overview 
 
As a condition of your agency’s contract with the Boston Public Health Commission’s 
Infectious Disease Bureau, you will be required to submit data for your intervention 
activities. In FY 11, the Infectious Disease Bureau Education and Outreach Office 
developed and implemented a new data reporting system which utilizes Survey 
Monkey. Each of the four reportable intervention types (Group Level Interventions, 
Individual Level Interventions and Community Level Interventions: Community Events 
and Mobile Encounters) have an individualized survey designed to capture relevant 
data associated with each intervention activity.  
 
As a commitment made to each of the grantees by the ID Bureau, each of your sites 
will be provided with quarterly data reports no later than one week prior to your 
quarterly report submission deadline, if all the data for that respective quarter has been 
entered by the deadline. Given this, the ID Bureau has established a two-tier deadline 
system for data reporting. See the table below as an example from quarter 1: 
 

Reporting  
Month 

 

Due Date 
 

 
July, 2011 

 

 
August 15, 2011 

 
 

August, 2011 
 

 
September 15, 2011 

 
 

September, 2011 
 

October 1, 2011 

 
This is necessary to provide sufficient time to generate and send each of your sites 
personalized data reports for that quarter prior to the quarterly report submission 
deadline.  
 
It is extremely important that these deadlines are met, and that the data submitted is 
reviewed for accuracy as thoroughly as possible prior to submission. The ID Bureau 
recommends an agency print each survey and review manually prior to submission in 
order to find and correct any mistakes. Given the amount of work that goes into the 
retrieving, sorting and compiling of your data into personalized reports each quarter, 
missing or incorrect data will result in a delay in processing and prohibit our ability to 
send you data prior to the quarterly report submission deadline. Revisions or additions 
to data reports will be addressed on an individual basis and while the ID Bureau will 
strive to address these issues quickly, we cannot guarantee that revisions or additions 
will be completed in time to meet reporting deadlines.  
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At the start of the fiscal year, you will all receive an email containing the 4 links to 
the Intervention Surveys. These will be the only links you will use for the entire fiscal 
year, and you will only access surveys for Interventions you are funded to 
provide (i.e. if your agency is funded to provide Individual and Group Level 
Interventions, you will only utilize the ILI and GLI surveys). Once these are sent to you 
by email, the ID Bureau strongly encourages you to bookmark the link locations for 
use. If you lose the link, please email Greg M. Lanza at glanza@bphc.org for the link.  
 
Once all the data has been entered for a quarter, each of your sites will be provided 
with personalized data reports for that respective quarter. In addition, you will receive a 
6 month, a 9 month and an annual report. Questions regarding your data should be 
addressed to your Program Coordinator. 



 

 

 
Completing the Surveys 
The following are examples of completed surveys. Each field and the response will be 
explained in comment boxes.  
 
Since the survey content for Community Level Interventions: Community Events and 
Mobile Encounters is the same, this manual will only review submission for one of the 
two types.  
 
Regardless of which survey is being filled out, the first page will always be the same: 
Agency Code 
 

  

Select your Agency 
Code from the drop-
down menu. A list 
of Agency Codes 
can be found on 
page 

When 
finished, 
click “next”

 
Community Level Interventions: Mobile Encounters 
 

 

Record the date and time of the intervention
From the two drop-down 
menus, select the zip 
code and setting where 
the intervention 
occurred. If the setting 
is not included in the list 
of options, select 
“other” and specify 
were indicated. 

Record the length of the intervention 

Record the language the intervention was conducted in. If the language is 
not included in the list of options, select “other” and specify were indicated. 
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Using the drop-down 
menus, differentiate 
between Total Contacts 
and Direct Contacts. 
See the question for the 
definition of “Direct 
Contact”. In this 
example, staff saw 50 
people in the Fens. 
However, of the 50, staff 
interacted with 
(engaged in brief 
discussion and gave 
materials to) 10 
contacts. 

Provide title and brief description of the 
intervention

When 
finished, 
click “next”

Record a breakdown of all materials 
distributed as part of the intervention. 
At the beginning of each fiscal year, 
you will submit copies of all materials 
to ID Bureau staff for review.  



 

 

 
 
Group Level Interventions 

 

Record the date and time of the intervention

From the two drop-down 
menus, select the zip 
code and setting where 
the intervention 
occurred. If the setting 
is not included in the list 
of options, select 
“other” and specify 
were indicated. 

Record the length of the intervention          

Provide title and brief description of the 
intervention 

Record the language the intervention was conducted in. If the language is 
not included in the list of options, select “other” and specify were indicated. 

 

Using the drop-down 
menus, differentiate 
between New/Unique 
Contacts and 
Repeat/Duplicate 
Contacts. See the 
question for the 
distinction. In this 
example, of the 8 total 
contacts, 2 were 
new/unique and 6 were 
repeat/duplicate. 

Using the drop-down 
menus, record the Age 
of all participants. Age 
total MUST equal total # 
of contacts 

Using the drop-down 
menus, record the 
Gender of all 
participants. Gender 
total MUST equal total 
# of contacts 

Using the drop-
down menus. 
record the Race 
of all participants. 
Race total MUST 
equal total # of 
contacts

Using the drop-down 
menus, record the 
Ethnicity of all 
participants.  Contacts 
may report more than 
one ethnicity.  
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Using the 
drop-down 
menus. record 
the Country of 
Origin of all 
participants. If 
not known, 
skip ahead.  

Record the 
Neighborhood of 
Residence for the 
contacts. This is NOT 
the zip code/ 
neighborhood where the 
intervention took place.   
Please indicate if any of 
the contacts are 
homeless or 
incarcerated.   

Using the drop-down 
menus, record the 
Sexual Orientation for 
all participants. If not 
known, skip ahead. If 
reported on, the total 
MUST match the total # 
of contacts 

Using the drop-down 
menus, record the 
Transmission Risk 
Factors for all 
participants. Contacts 
can report more than 
one risk factor. If not 
known, skip ahead.  

When 
finished, 
click “next”

Record a breakdown of all 
materials distributed as part of 
the intervention. At the 
beginning of each fiscal year, 
you will submit copies of all 
materials to Education and 
Outreach Office staff for review.  
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Individual Level Interventions 

 

From the two drop-down 
menus, select the zip 
code and setting where 
the intervention 
occurred. If the setting 
is not included in the list 
of options, select 
“other” and specify 
were indicated. 

Record the date and time of the intervention

Record the length of the intervention    
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Using the drop-down 
menu. record the 
contact’s Primary 
Language, if other 
than English.   

Using the drop-down 
menu. record the 
contact’s Country of 
Origin. If not included in 
the list, select “other” 
and specify.  

Indicate whether the 
contact is a New/Unique 
Contact or a 
Repeat/Duplicate 
Contact. See the 
question for the 
distinction. In this 
example, the contact is 
a Repeat/Duplicate 
contact. 

Using the drop-down menu, 
record the contact’s Gender 

Using the drop-down menu, 
record the contact’s Age 

Record the contact’s 
Ethnicity.  Contacts 
may report more 
than one ethnicity.  

Using the drop-down menu, record the contact’s Race. 

Record the 
Neighborhood of 
Residence for the 
contact. This is NOT the 
zip code/neighborhood 
where the intervention 
took place.   Please 
indicate if the contact is 
homeless or 
incarcerated.   



 

 

 
 
 

 

Using the drop-down menu, record the contact’s Sexual Orientation. 

Record the contact’s 
Transmission Risk Factors 
Contacts can report more 
than one risk factor.  

Record all Referrals Made 
during the intervention  

Record all Referrals Confirmed during the 
intervention. In this example, staff referred the contact 
to a different department for STD screening and 
accompanied her to the area.  

 

Record a breakdown of all 
materials distributed as part of 
the intervention. At the 
beginning of each fiscal year, 
you will submit copies of all 
materials to Education and 
Outreach Office staff for  
review.  

When 
finished, 
click “next”

 
 
Regardless of which survey is being submitted, when you hit next you will see this 
page: 
 

 

Press “previous” to return to the 
last page and review your 
submission closely for accuracy 
or to print your submission for 
your records. The Education 
and Outreach Office strongly 
encourages you to review your 
data prior to submitting.  

When you have 
finished reviewing and 
are confident in the 
accuracy of your data, 
click “Done” to submit.
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