EQUAL ACCESS FUND

REPORTING AND EVALUATION FORM

OCTOBER 1, 2013 – SEPTEMBER 30, 2014
GENERAL INSTRUCTIONS

Use this form is to report on services and findings for all projects supported with EAF grant funds.

· Complete a separate form for each EAF-funded project.

· All projects should report on their services and findings for the 12-month period from October 1, 2013 through September 30, 2014.
To complete this form:

· Use the mouse, Tab key or arrow keys to move your cursor from field to field.

· Questions and other text are protected but you can type unlimited information into the designated form fields (gray boxes).

· Please provide complete, but concise, responses.

· Section-specific instructions appear at the beginning of each section.

This form will be posted at http://www.calbar.ca.gov/AboutUs/LegalAidGrants/ReportingForms no later than October 20, 2014. Do not convert the posted forms to another format.

Please send a hard copy of the completed Reporting and Evaluation Form(s) to the Legal Services Trust Fund Program no later than Tuesday, November 25, 2014 and email completed forms in Microsoft Word format only to trustfundprogram@calbar.ca.gov.

EQUAL ACCESS FUND
REPORTING AND EVALUATION FORM
OCTOBER 1, 2013 – SEPTEMBER 30, 2014
PROGRAM NAME:       
I. Project Name:       
Contact Person and Title:
     
Contact Telephone:
     
Contact Email:
     
II. Project Description

· Project Specifics:  Staff structure, hours of service, constituency served, general nature of services provided and method for delivering services, outreach efforts, etc.
     
· Project Goals:  What were your qualitative goals (desired impacts) and quantitative goals (desired service levels or other quantifiable measures) for the reporting period?  These should correspond to the goals stated in your approved budget proposal.  For qualified legal services projects, the goals should also describe plans to use 20 percent of the grant award on behalf of particularly underserved individuals.

     
III. Project Results

· What were the project’s actual results during the reporting period?  Your description should reflect the nature and extent of the services actually provided through this project.

     
· To what extent did actual performance meet program goals for this project, including your plans to provide service for particularly underserved individuals?
     
· Describe reasons for any deviation(s) between your approved proposal and the project as it was actually implemented.  If funding reductions impacted performance, provide relevant details.

     
IV. Evaluation Methodology and Findings

· Data:  What data did you use to assess the effectiveness of this project?

     
· Tools:  What tools did you use to gather the data (i.e., surveys, focus groups, case counts, interviews, etc.)?

     
· Analysis:  How did you use the information that was collected?
     
· Lessons Learned:  What have you learned from the implementation of this project in terms of results achieved, tactics that proved effective or ineffective, or surprises encountered along the way?
     
· Project Evolution:  Was the project fully implemented as described in your approved budget proposal?  If not, explain any changes that were made over the reporting period, or are planned for future operations.

     
V. Participation of Other Partners

Identify the roles played by other organizations or individuals that assumed significant responsibility for executing this project.  Partners may include other service providers, volunteers, or courts or government agencies.
· Primary Partner:       
· Secondary Partners:       
· Other Significant Partners:       
VI. Data Trends

Complete the following charts with data for this reporting period.

A. Funding:

· Total Project Funding:  Include the total amount of cash support from all sources that your program expended to implement this project for this reporting period.
· EAF Funding:  Identify the amount of EAF funding allocated to this project during this reporting period.  This amount should include the grant year allocation, as well as any funds carried over from the previous grant year.
· Unspent Funds:  Identify any EAF funds allocated to this project that remains unspent at the end of the 2013-14 grant year.

	FUNDING

	Total Project Funding
	EAF Funding
	Unspent Funds

	
	
	

	$     
	$     
	$     


· Ongoing Funding:  Do you intend to continue funding this project with your 2014‑15 Equal Access Fund allocation?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No
B. Staffing:

For this reporting period, identify all attorneys, paralegals (including law students), and other staff assigned to this project by the total number of individuals and their full-time equivalents (e.g., 3 attorneys; 2.5 FTEs). Also, report the number of active volunteers and their total hours (e.g., 20 attorneys; 300 hours).

	STAFFING

	Attorney(s)
	Paralegal(s)
	Other
	Volunteers

	Number
	FTE
	Number
	FTE
	Number
	FTE
	Number
	Hours

	     
	     
	     
	     
	     
	     
	     
	     


C. Services Provided:

· Cases Closed:  Identify the number of cases closed in this reporting period. Do not include cases that were still open at the end of the reporting period, or non-case work.
· Hotline Calls:  Report the number of project-related hotline calls received in this reporting period.
· Self-Help:  Identify the number of individuals provided with assistance intended to enable them to resolve their own legal issues as pro per litigants.

· Workshops or Clinics:  Identify the total number of workshops or clinics held and the total number of individuals who were served through workshops or clinics.

· Outreach Events:  Identify the total number of outreach events and the number of individuals contacted at those events.

	SERVICES PROVIDED

	Cases Closed
	Hotline Calls
	Self-Help Customers
	Workshops/Clinics
	Outreach Events

	
	
	
	Number
Held
	Number Served
	Number
Held
	Number Reached

	     
	     
	     
	     
	     
	     
	     


· Other Results:  Describe briefly other results achieved by this project, if applicable (e.g., drafted model code, developed training curriculum, etc.).
     
VII. Vignettes

Please provide two narrative examples of typical cases or matters that this project actually handled in this reporting period.

· Vignettes can highlight any work performed by your project, including:
· standard one-on-one advice or representation;
· a case or project with significant impact on an eligible population; or
· other services, such as community legal education, pro per assistance, web-based services, or training of legal services advocates.

· Vignettes should identify a result, such as:
· the resolution of a case;
· milestones or impacts, such as a court ruling, a negotiated settlement, a change in behavior by a major employer of low-income people, etc.; or
· a description of how services actually changed conditions for beneficiaries of the services provided.

· Vignettes should:

· describe services actually provided during this reporting period; and 
· show how your services met the needs of the population targeted by your project.
· Vignette 1:       
· Vignette 2:       
Please send copies of any available news clippings or other descriptive materials related to the examples you have provided here.
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