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January 2019 Instructions for completing the Community Health Needs Assessment (CHNA) report. 
Community Name
Click the tan header to enter the name of your community. This will add your community name to the footers and the title of the Snapshot.
Buttons
Use the buttons on each page of the form to add, delete, or reorder items. In general, a "plus sign" (+) means add an item, a "minus sign" (-) means delete an item, and "up or down arrows" mean move an item. On the report cover sheet (page 1 of the report), the buttons to the right of an item (logos or contacts) control that item. For each Priority Community Health Issue / Significant Health Need, the buttons below a priority control that priority.
Logos
You may add logos to your report. Click on the "CHNA" image to choose an image from your computer to insert. The image you choose will be added in its original size. For best results, choose images that are no larger than 3.75 inches tall by 5 inches wide (for a single image) or 3 inches tall by 3.75 inches wide (for multiple images). Click on the "+" button to add more images to the report. 
Adding Text
You can type or paste text into any field. Pasting into the "Community Name" and "Community Priority" fields will copy the formatting from your original document. You can also change the font style by "right clicking" and choosing "Hyperlink." This will bring up a "Form Field Text Properties" box. Select the "Font" tab to change the font style. All other fields will change your pasted text into the default Calibri, 10pt font style.
Spell Check
The form checks spelling as you type. You can right click on any word or field to check and correct spelling. Or, you can use the Adobe menu by choosing Edit and clicking on the Check Spelling option.
Community Needs Assessment Table
This table contains the 4 primary report fields: 1) Priority Community Health Issue / Significant Health Need; 2) Rationale; 3) Is this issue included in the HIP/Implementation strategy?; and 4) If the priority is not addressed in the HIP/Implementation strategy, reason(s) why. You can modify the first header by choosing to delete one of the two descriptions (either Priority Community Health Issue or Significant Health Need). The third and fourth headers can be modified to match your plan terminology. You cannot modify the second header. 
Priority Community Health Issue / Significant Health Need
You can modify this header by choosing to delete one of the headers (either Priority Community Health Issue or Significant Health Need). Under the header, provide a brief descriptive topic area for the issue/need/problem your community identified as important (significant). It should be specific enough to be clear what the topic is and who it affects, but it should not include specific rationale or data. For example, "Binge drinking for 11th grade students" is better than simply "Binge drinking." You may list as many health issues/needs as your community identified as important. 
REMINDER: Put the list of issues/needs in priority order. Use the buttons below each issue/need to move it up or down in the list according to its priority ranking.
Rationale 
Describe the data/evidence that shows what the specific issue/need/problem is or the reasons the community used to determine the issue/need/problem is important (significant). This is where you will describe comparisons with peers, the state, or other benchmarks, such as "According to the 2016 Iowa Youth Survey, 38% of 11th graders in XYZ County reported binge drinking in the last 30 days. The state rate for 11th graders is 27%." 
Community Health Needs Assessment Snapshot
The snapshot is auto-populated with information entered on the rest of the report form. To make changes to it, you must make changes to the other form pages. The blue header block is an optional, customizable text field you can use as a header for your list of priorities. 
Printing and Saving
Click on the "Hide instructions and all buttons for presenting and printing" button below to hide these instructions and all the buttons. Then present or print as you would a normal PDF document. This is useful for electronic presentations or printing handouts. Save the form as you would any other PDF using the Adobe file menu.
Note: Because this is an interactive form, using this button to hide the other buttons preserves the ability to make revisions and updates to the form. Simply click in the "Date Revised" field on the Cover Page (the page with your contact information) to make the instructions and buttons visible again. 
If you want to save the form in a format that cannot be changed (e.g., for posting to a public website), you will need to save the form as an image or postscript and then convert it to a PDF. Doing this requires Adobe Acrobat or Adobe Distiller. If you do not have Acrobat or Distiller, IDPH will be posting static versions of the CHNA reports on the CHNA&HIP website (https://idph.iowa.gov/chnahip/health-improvement-plans). Counties may also request a static copy of their form at any time by using the contact information at the end of these instructions.
Reminder: To show these instructions and buttons so you can make revisions,  simply click in the "Date Revised" field on the Cover Page (the page with your contact information).
Submitting to IDPH
Use the above instructions to save your CHNA Report to your computer with a new filename that lists your county name first, e.g. "XYZ County CHNA Report Date Revised". Email the file to Louise Lex at louise.lex@idph.iowa.gov
Contact Information
For assistance with this form, please contact Jonn Durbin at 515-281-8936 or via email at jonathan.durbin@idph.iowa.gov
 
For questions about CHNA&HIP, contact your Regional Community Health Consultant, Jonn, or
Louise Lex  - phone: 515-281-4348; email: louise.lex@idph.iowa.gov
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