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This document describes the Division of Behavioral Health and Recovery’s (DBHR) requirements for 

reporting per the County Program Agreements for Prevention Services for the period between 

07/01/2017 – 06/30/2019. It identifies data to be reported in the Substance Use Disorder Prevention 

and Mental Health Promotion Online Reporting System (Minerva). This document is not a replacement 

for information included in a signed contract. 

 Definitions: 

o Data (p.4) and Prevention Activity Data (p. 5). 

o Substance Use Disorder Prevention and Mental Health Promotion Online Reporting 

System, or Minerva (p. 6). 

 Performance Statement of Work: 

o Enter approved programs into Minerva within 30 days of Strategic Action Plan approval 

(p. 8). 

 Reporting Requirements: 

o The Contractor shall: 

 Report on all prevention reporting requirements identified in Minerva. DSHS 

reserves the right to add reporting requirements (p. 10). 

 Organization Profiles 

 Partners & Staff 

o Partner – person 

o Partner – organization 

o Staff - person 

o Coalition member – person 

 Budget Allocation 

 Program Planning 

 Implementation 

o Activity Log 

o Coalition Coordinator/Tribe Px Staff Hours 

o CPWI Quarterly Reporting 

o Tribal Annual Reporting 

 Enter Session Data, including as applicable: 

o Add/Edit Session Details (for each session) 

o Participation & Survey Data 

 Add Participants 

 Partners: participation 

 Staff: participation and direct and indirect service hours 

 Individual Participant: participation and survey 

responses 

 Mentoring – group activities: participation 

 Mentoring – support activities: participation 

 Mentoring – match activities: participation and survey 

responses 

 Aggregate count 

 Population reach 
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 Ensure monthly prevention activities are reported in Minerva according to the 

requirements and timeline in section 4.e. of the contract (p. 10). 

 Request an extension, if needed, for reporting using the process for requesting 

an exemption for reporting (p. 10 – 11). 

 Report annually, monthly, quarterly, and bi-annually (for PFS funded Contractor 

only) according to the reporting schedule, and as requested by DSHS (p. 11; 

reprinted below). 

 Report demographic data for individual participant, population reach, 

aggregate, environmental, and mentoring or one-to-one services in Minerva (p. 

11).  

 Report Community Coalition Coordinator Staff Hours for each month of the 

calendar year, in Minerva (p. 11). 

 Outcome Measures: 

o The Contractor shall report outcome measures using required evaluation tools. 

Exemptions: Through negotiation with the Contract Manager or designee, the number 

of survey administrations may be reduced. Individual participants in recurring services in 

which the majority of participants are under 10 years old on the date of the first service 

are exempt from evaluations (p. 11). 

 Performance Work Statement/Evaluation: 

o The Contractor shall ensure program results show positive outcomes for at least half of 

the participants in each program group. Positive outcomes are determined using pre-

test and post-test data reported in Minerva. Evaluation of Minerva data will occur on 

the 15th of the month following the final date of service for each group (p. 12). 

 

Reporting Period Report(s) Report Due Dates Reporting System 

Annually 

Enter programs listed on 

approved Strategic Action Plan 

by DSHS into Minerva. 

Within 30 days of 

Strategic Action Plan 

approval 

Minerva 

As requested GPRA Measures. As requested Minerva 

Monthly 

 

Prevention activity data input for 

all active services including 

community coalition 

coordination staff hours and 

efforts, services, participant 

information, training, evaluation 

tools and assessments. 

15th of each month for 

activities from the 

previous month 

Minerva 

Quarterly CPWI Quarterly Reporting. 
October 15, January 

15, April 15, July 15 
Minerva 

Bi-annually (for PFS 

funded Contractor only). 

Community Level Instrument – 

Revised (CLI-R). As required by 

SAMHSA. 

November 1, 2017 

May 1, 2018 

November 1, 2018 

Pep-C MRT 
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 Subcontracts: 

o The Contractor shall: 

 Identify for subcontractors actions Contractor will take in the event of 

termination of a subcontractor to ensure all prevention data on services 

provided have been entered into Minerva (p. 16).  

 Ensure that subcontractors have entered services funded under the Contract in 

Minerva; not require subcontractor to enter duplicate prevention service data 

that is entered into Minerva into an additional system; ensure proper training of 

staff and designated back-up staff for Minerva data entry to meet report due 

dates (p. 18). 

 Consideration: 

o The Contractor shall ensure all expenditures for services and activities under this 

Contract are submitted on the A-19 invoice appropriate for Minerva data entry (p. 19). 

 Non-compliance: 

o If Contractor or subcontractor fails to maintain its reporting obligations under this 

Contract, DSHS reserves the right to withhold reimbursements to the Contractor until 

the obligations are met (p. 20). 

 Miscellaneous Items: 

o Submit to Contract Manager or designee: completed Contractor Self-Assessment 

Monitoring Tool; update Contractor Intake for within 30 days of Contractor changes; 

provide DUNS number and Zip Code + 4 (p. 21). 
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Organization Profiles 
Annually and on an as needed basis, enter and update organization information using the data entry 

fields in the Organization Profiles module. Complete all parts of the form. Starred items are required.  
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Partners & Staff 
Add and manage partners and staff using the data entry fields in the Partners & Staff module. Partners & 

Staff include: Partner - person, Partner – organization, Coalition member, and Staff. Complete all parts 

of the form. Starred fields are required. 

Partner - person 
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Partner – organization 
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Staff – person 
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Coalition member – person 
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Budget Allocation 
DBHR allocates funds biannually or as funding sources become available. Funds are allocated from one 

tier to the next immediate tier. Using the data entry fields in the Budget Allocation module, Tier 1 

entities allocate funds to Tier 2 entities and Tier 2 entities allocate funds to Tier 3 entities. Complete all 

parts of the form. Starred items are required. 
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Program Planning 
For each approved program, create a Planning Profile using the data entry fields in the Planning Profile 

module and submit for review to DBHR within 30 days of Strategic Action Plan approval. Complete all 

parts of the form. Starred items are required. 
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Note: The funding sources listed here are for 

illustrative purposes only and actual funding 

sources may differ from the samples shown. 

System users will see funding sources that were 

allocated to their organization. 
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Implementation – Activity Reporting 
For each Planning Profile approved by DBHR, create an Activity Log or Activity Logs (per the Strategic 

and Action Plan) using the data entry fields in the Implementation – Activity Reporting section. All 

Activity Logs should be created at the beginning of the year, following the Action Plan. Complete all 

parts of the form. Starred items are required. 
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Note: Response options for Question 9 through 

Question 13 are dependent on and appear based 

on selection(s) made in Question 8. 
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Implementation – Coalition Coordinator/Tribe Px Staff Hours 
Monthly on the 15th of each month for the activities from the previous month and for each item and 

section, report Coalition Coordinator/Tribe Px Staff Hours using the data entry fields provided in the 

Implementation – Coalition Coordinator/Tribe Px Staff Hours section. Complete all parts of the form. 

Starred fields are required.  
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Implementation - CPWI Quarterly Reporting 
Quarterly (October 15, January 15, April 15, and July 15), complete the CPWI Quarterly Report using the 

data entry fields provided in the Implementation – CPWI Quarterly Reporting section. Report by 

entering data for items and sections for which activities took place in the quarter being reported on, as a 

quarterly roll-up. Complete all applicable parts of the form. 
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Tribal Annual Reporting 
Annually, report on Tribal prevention activities using the data entry fields provided in the 

Implementation – Tribal Annual Reporting section. Complete all parts of the form. Starred fields are 

required.  
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Enter Session Data 
Monthly on the 15th of each month for the activities from the previous month, create a Session for each 

session using the data entry fields in the Enter Session Data module. After a Session is created, Add/Edit 

Session Details. Based on the Planning Profile and Activity Log the session is associated with, data entry 

fields specific to individual participant and survey data, mentoring, aggregate count, and population 

reach will be available. For all sessions, record Partner and Staff Participation and Staff direct and 

indirect hours. Complete all parts of the form. Starred fields are required. 

Add/Edit Session Details 

 

 

These are sample 

program and activity 

log names. 

Add/Edit Session Details Question 5 is the 

response from the Planning Profile Question 

15. Add/Edit Session Details Question 6 is 

selected here based on how the program is to 

be implemented. 
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Participants & Survey Data 

Add Participants 
After creating a session, enter participants into the system. Participants are linked to an Activity Log and 

may be “pulled” from one Activity Log to another and only have to be entered once for sessions within 

one Activity Log.  
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Partners: participation 
Monthly on the 15th of each month for the activities from the previous month, record participation of 

partners by checking the box next to the name of partners who participated in each session as 

applicable.  

 

Staff: participation and direct and indirect hours 
Monthly on the 15th of each month for the activities from the previous month, record staff participation 

and enter direct hours and minutes and indirect hours and minutes, as applicable. Do not duplicate in 

this section Coordinator Hours reported in the Coalition Coordinator/Tribe Px Staff Hours section. Direct 

staff time is staff time spent in direct service provision for the Session being reported. Indirect staff time 

is time spent to support service provision for the Session being reported on. 
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Individual Participant: participation and survey responses 
Monthly on the 15th of each month for the activities from the previous month, record participant 

participation by checking the box next to the name of participants in attendance. Click on Select Survey 

to open the survey data entry form (the survey was selected in the Planning Profile). As applicable, enter 

survey data and record the Date the Survey was Taken, record participant responses, and indicate 

whether the survey was one-time, pre, post, mid, or follow-up. 

 

Mentoring – group activities: participation 
Monthly on the 15th of each month for the activities from the previous month, record mentor and 

mentee participation by checking the box next to the name of participants in attendance. 

 

Mentoring – support activities: participation 
Monthly on the 15th of each month for the activities from the previous month, record mentor 

participation by checking the box next to the name of participants in attendance. 
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Mentoring – match activities: participation and survey responses 
Monthly on the 15th of each month for the activities from the previous month, record mentor 

participation by checking the box next to the name of participants in attendance. For each mentor – 

match meeting within the reporting month, enter each meeting as a separate row and record the total 

hours and minutes. Enter survey data as applicable. 
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Aggregate count 
Monthly on the 15th of each month for the activities from the previous month, record Aggregate counts 

for where information was collected on the number of attendees or items handed out. Complete all 

parts of the form. 
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Population reach 
Monthly on the 15th of each month for the activities from the previous month, use Population reach to 

report on services where the total number reached is known and in conjunction with the MIS census 

calculation to calculate the population reach based on school district. Enter editable cells if values are 

known (editable cells are those for which census data was not available). Complete all parts of the form. 
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