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TPP Tier 1 Grant Observation Planning Tool  
Overview and User Guide 

Tool overview  

The Teen Pregnancy Prevention (TPP) Tier 1 Grant Observation Planning Tool can help you plan, log, 
and track the evidence-based program (EBP) observations required by your TPP Tier 1 grant. The goal of 
this tool is to ensure you are planning to observe at least the minimum number of sessions per EBP and 
facilitator as required by the Office of Population Affairs (OPA).  

What are the observation requirements for my TPP Tier 1 grant?  

Your grant requires you to observe 5 percent of all sessions for each EBP implemented and 100 percent 
of all EBP facilitators for fidelity and quality each year. You are not required to observe each 
implementation setting, but doing so can improve the fidelity of your program’s implementation.  

Am I required to use the tool? 

No. Using this tool is optional, but it can help you plan the number of observations needed to meet your 
grant requirements.  

How is the tool organized?  

The Observation Planning Tool is a Microsoft Excel template with the following sections: 

• Tool Overview (Tab 1) provides an overview of the tool and where you can go for additional support or 
resources.  

• EBP Observation Calculator (Tab 2) calculates the number of sessions you are required to observe 
by EBP.  

• Observation Log (Tab 3) provides a table where you can record each scheduled observation and 
monitor whether those observations were completed.  

• Observation Tracking Summary Tables (Tabs 4-9) provide a summary of your observation progress 
(by EBP; facilitator; setting; location; and EBP and setting, respectively) and can help you identify 
where you still have gaps. 

How do I use the tool? 

This document lays out instructions on how to fill out each part of the tool. Each section includes step-by-
step instructions and user notes to keep in mind as you make your way through the tool. A blank copy of 
the tool and a pre-filled example are available on Connect.gov. An instructional video on how to use the 
tool is available on the RHNTC website. (Note: the final format of the file is slightly different than the one 
shown in the video. The summary tables are on separate Excel tabs rather than on a single tab.) Keep in 
mind that for this tool to be useful it needs to be updated regularly.  

https://opa.hhs.gov/
mailto:opa@hhs.gov
https://twitter.com/HHSPopAffairs
https://www.youtube.com/c/HHSOfficeofPopulationAffairs?sub_confirmation=1
https://community.connect.gov/download/attachments/2398328570/Tier%201_Observation_Planning_Tool-Separate%20Tables.xlsm?api=v2
https://community.connect.gov/download/attachments/2398328570/Tier%201_Observation_Planning_Tool-Separate%20Tables.xlsm?api=v2
https://community.connect.gov/download/attachments/2398328570/Tier-1-Observation-Planning-Tool-Example.xlsm?api=v2
https://rhntc.org/resources/tier-1-observation-planning-tool
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What am I required to use to conduct my observations?  

To conduct your observations, you must use (1) the EBP or program model’s fidelity log (which you can 
access through the program developer) to ensure the facilitator is adhering to the fidelity requirements 
outlined by the EBP developer and (2) the OPA program observation tool to document the details of your 
observation. This tool is intended to complement the Section Data Tracker tool that is available for 
calculating performance measure data (which you can access by logging into your account).  

Where can I go for additional support or resources?  

Please contact your project officer (PO) if you have questions about your grant’s observation 
requirements. Please contact the Mathematica Eval TA team at TPPEvalTA@mathematica-mpr.com if 
you have questions about using this tool.   

User Guide 

EBP Observation Calculator 

This tab calculates the total number of sessions you are required to observe per EBP during each grant 
year (based on the 5 percent rule).  

Step-by-step instructions  

1. Before you start planning for your observations, we recommend saving a new copy of the blank 
Observation Planning Tool template for each grant year. You should save the file as a .xlms (or 
macro-enabled excel file). You may also need to click “Enable macros” or “Make this a trusted 
document” if Excel prompts you. These steps are needed to automatically update the summary 
tables. If not, you will need to update the Observation Tracking Summary Tables in Tabs 4-9 
manually (see the Observation Tracking Summary Tables instructions below and in the Excel file). 

2. Use the drop-down lists in Columns A and B to select each approved EBP and setting (optional) you 
are planning to implement during the grant year.  

User notes  
• You may not know all planned implementations in advance. You can come back to this tab any time to update 

or correct data as needed.  

• You can leave Column B blank if you do not want to incorporate setting in your observation planning. If you 
want to ensure coverage of observations across settings, you can enter each EBP-setting combination in its 
own row. 

3. Fill in Columns C and D with the number of sessions the EBP takes to implement and the planned 
number of sections for each EBP. 

4. Do not enter data in the green cells in Columns E and F. Column E automatically calculates the total 
number of sessions you will offer for each EBP, and Column F automatically calculates the total 
number of sessions you are required to observe each EBP using the 5 percent rule. 

https://rhntc.org/sites/default/files/resources/opa_fidelity_program_observ_form_3-17-2022.pdf
https://oahpmdata.net/
mailto:TPPEvalTA@mathematica-mpr.com
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User notes  
• A “section” is each group of youth that will receive a program together. For example, if you implement a 

program in 20 9th-grade health classes, you are implementing 20 sections. For one-on-one programs, the 
section is the number of individuals who will receive the program. 

• Some programs may require further guidance from OPA on how to best observe them, for example one-on-
one interventions. Some may not require observations, such as those that are fully automated, such as Plan 
A. Please contact your PO for further guidance on observation requirements related to such interventions. 

Observation log 

This tab allows you to (1) plan and lay out details for the individual observations necessary to meet OPA’s 
requirements and (2) monitor whether you have completed each observation.  

Step-by-step instructions  
1. Create a row for each planned observation.  

2. Fill in details for each planned observation in Columns A–G. You will manually enter data for the 
observation date, observation time, observer, and facilitator in Columns A–D. You will select each 
EBP and setting using the drop-down list of approved EBPs in Column E (EBP name) and settings in 
Column F (Setting), if you are tracking setting. If you have multiple locations per setting, for instance 
multiple different high schools, you can enter each location in Column G (Location). Alternatively, if 
you work in different states or with different partners you could repurpose this column to track on 
those dimensions but do not change the name of the column as that is used to build the summary 
tables in the Observation Tracking Summary Tables in Tabs 4-9. 

User notes  
• It's important to keep this tab up to date because the information entered in this tab is used in the six 

Observation Track Summary Tables. 

• Come back to this tab regularly and correct any outdated or incorrect data as needed (for example, you 
observed at a different time, or you used a different observer than originally planned). 

• You can sort this tab by any column if that’s useful for data entry or monitoring. 

3. Use the drop-down list in Column H to select the status of each observation – Scheduled, Canceled, 
or Completed. Don’t forget to mark “Completed” after you complete an observation as that data is 
used in the summary tables to tell you if you are meeting your observation goals. Use Column L to 
record any notes about the observation, such as information on contextual factors that affected 
implementation.  
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Observation Tracking Summary Tables 
The information entered in the EBP Observation Calculator and Observation Log is used in the six 
Observation Tracking Summary Tables to provide you with a snapshot summary of your observation 
progress and help you identify any gaps in observations. Do not manually update the data within the 
summary tables. These tables should only be updated by adding or editing data entered in the EBP 
Observation Calculator and Observation Log. The tables located in Tabs 4-9 are:  

• Table 1. Sessions required to observe and schedule by EBP. This table summarizes the required 
number of sessions to observe per EBP across settings (that is, the total number of observations 
required by OPA using the 5 percent rule), as well as the sessions that are remaining to be scheduled 
by EBP to meet the required number of observations.  

• Table 2. Observation completed by EBP. This table presents the number of observations that are 
scheduled and have been completed by EBP.  

• Table 3. Observations completed by facilitator. This table presents the number of observations 
completed by facilitator to help you determine whether you have observed each facilitator annually as 
required by OPA. Carefully review the list of facilitators in the Observation Log to ensure you are not 
missing a facilitator.  

• Table 4. Observations completed by setting. This table presents the number of observations 
scheduled and completed by setting, if you chose to include that information in the EBP Observation 
Calculator and Observation Log. You are not required to observe each implementation setting but doing 
so can improve the fidelity of your program’s implementation overall.  

• Table 5. Observations completed by location. This table presents the number of observations 
scheduled and completed by location, if you chose to include that information in the EBP Observation 
Calculator and Observation Log. You are not required to observe each implementation location but 
doing so can improve the fidelity of your program’s implementation overall. 

• Table 6. Observations completed by EBP and setting. This table combines EBP and setting, which 
might be useful if you use the same EBP in multiple settings. 

User notes  
• If the file is saved as a .xlms (macro-enabled Excel file) it will automatically refresh the tables. You can refresh 

manually by right clicking any cell in each table and selecting “Refresh.”  

Troubleshooting 
The excel file uses macros to 1) automatically refresh the tables in Tabs 4-9, 2) to check that the 
programs and settings listed in the EBP Observation Calculator and Observation Log align, and 3) to 
complete the “sessions remaining to schedule” column (column C) in Table 1. If you run into trouble using 
the macro-enabled file, we present a potential fix below. If your organization does not allow you to use 
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macro-enabled files created outside your organization, you can still use the planning tool you will just lose 
the three functions noted above.  

If you get the following error after opening the downloaded file… 

 

you need to tell your computer to trust the macro-enabled file. Follow the instructions below to tell your 
computer that the macros are safe to use. Once the file is open, you may also need to click “Enable 
content” after you follow the steps below. 

Unblock the file 

In most cases you can unblock macros by modifying the properties of a file as follows: 

1. Open Windows File Explorer and go to the folder where you saved the file. 
2. Right-click the file and choose Properties from the context menu. 
3. At the bottom of the General tab, select the Unblock checkbox and select OK (see image 

below). 

 



 
 April 2025 

HHS Office of Population Affairs 
Web: opa.hhs.gov | Email: opa@hhs.gov | Twitter: @HHSPopAffairs | YouTube: HHSOfficeofPopulationAffairs  | 6 | 

In some cases, an organization will not allow you to use a macro-enabled file under any 
circumstances. In this case, try the following steps to manually refresh the tables: 

1. Make a copy of the file (or do a “save as”) a regular excel file (.xlsx).  

2. After you have entered data, you will need to refresh Tables 1-6 manually by right clicking in each of 
the tables and then selecting Refresh. The tables also refresh when you close and reopen the file. 
[Note: When refreshing Table 1 manually, the “sessions remaining to schedule” column (column C) 
will no longer work. To determine the observations that still need to be scheduled, compare the 
number of required observations in Table 1 with the total column in Table 2 for each EBP.] 
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		51						Section D: PDFs containing Images		D3. Decorative Images		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		52		1,5		Tags->0->0,Tags->0->35,Tags->0->39->2->1->1		Section D: PDFs containing Images		D4. Complex Images		Passed		Do complex images have an alternate accessible means of understanding?		Verification result set by user.

		53		1,5,2,3,4,6		Tags->0->0->0,Tags->0->35->0,Tags->0->39->2->1->1->0,Artifacts->2->0,Artifacts->2->0,Artifacts->2->0,Artifacts->2->0,Artifacts->2->0		Section D: PDFs containing Images		D5. Images of text		Passed		Is this image an image of text? Fail if yes, Pass if no.		Verification result set by user.

		54						Section D: PDFs containing Images		D6. Grouped Images		Passed		No Figures with semantic value only if grouped were detected in this document.		

		55						Section F: PDFs containing Lists		F1. List tags		Passed		All List elements passed.		

		56		1,2,3,4,5,6		Tags->0->12,Tags->0->23,Tags->0->27,Tags->0->30,Tags->0->39,Tags->0->41,Tags->0->23->1->1->1->1,Tags->0->23->3->1->1->1,Tags->0->27->1->1->1->1,Tags->0->31->1		Section F: PDFs containing Lists		F2. List items vs. visual layout		Passed		Does the number of items in the tag structure match the number of items in the visual list?		Verification result set by user.

		57		1,4,5,6,2,3		Tags->0->12,Tags->0->30,Tags->0->39,Tags->0->41,Tags->0->23->1->1->1->1,Tags->0->23->3->1->1->1,Tags->0->27->1->1->1->1,Tags->0->31->1		Section F: PDFs containing Lists		F3. Nested lists		Passed		Please confirm that this list does not contain any nested lists		Verification result set by user.

		58						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		There are 29 TextRuns larger than the Mode of the text size in the document and are not within a tag indicating heading. Should these be tagged within a Heading?		Verification result set by user.

		59						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		All Visual Headings are tagged as Headings.		

		60						Section G: PDFs containing Headings		G2. Heading levels skipping		Passed		All Headings are nested correctly		

		61						Section G: PDFs containing Headings		G3 & G4. Headings mark section of contents		Passed		Is the highlighted heading tag used on text that defines a section of content and if so, does the Heading text accurately describe the sectional content?		Verification result set by user.

		62						Section H: PDFs containing Forms		H5. Tab order		Passed		All pages that contain annotations have tabbing order set to follow the logical structure.		

		63						Section I: PDFs containing other common elements		I1. Nonstandard glyphs		Passed		All nonstandard text (glyphs) are tagged in an accessible manner.		

		64		2		Tags->0->18->0->76		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find Eval in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		65		2,4		Tags->0->23->0->1->0->91,Tags->0->31->1->0->1->0->15		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find xlms in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		66		3		Tags->0->27->1->1->0->140		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find EBPs in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		67		6		Tags->0->41->0->1->0->31		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find xlsx in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		68						Section I: PDFs containing other common elements		I4. Table of Contents		Passed		No Table of Contents (TOCs) were detected in this document.		Verification result set by user.

		69						Section A: All PDFs		A5. Is the document free from content that flashes more than 3 times per second?		Not Applicable		No elements that could cause flicker were detected in this document.		

		70						Section A: All PDFs		A10. Role mapped custom tags		Not Applicable		No Role-maps exist in this document.		

		71						Section D: PDFs containing Images		D2. Figures Alternative text		Not Applicable		No Formula tags were detected in this document.		

		72						Section E: PDFs containing Tables		E1. Table tags		Not Applicable		No tables were detected in this document.		

		73						Section E: PDFs containing Tables		E2. Table structure vs. visual layout		Not Applicable		No tables were detected in this document.		

		74						Section E: PDFs containing Tables		E3. Table cells types		Not Applicable		No tables were detected in this document		

		75						Section E: PDFs containing Tables		E4. Empty header cells		Not Applicable		No table header cells were detected in this document.		

		76						Section E: PDFs containing Tables		E5. Merged Cells		Not Applicable		No tables were detected in this document.		

		77						Section E: PDFs containing Tables		E6. Header scope		Not Applicable		No simple tables were detected in this document.		

		78						Section E: PDFs containing Tables		E7. Headers/IDs		Not Applicable		No complex tables were detected in this document.		

		79						Section H: PDFs containing Forms		H1. Tagged forms		Not Applicable		No Form Annotations were detected in this document.		

		80						Section H: PDFs containing Forms		H2. Forms tooltips		Not Applicable		No form fields were detected in this document.		

		81						Section H: PDFs containing Forms		H3. Tooltips contain requirements		Not Applicable		No Form Annotations were detected in this document.		

		82						Section H: PDFs containing Forms		H4. Required fields		Not Applicable		No Form Fields were detected in this document.		

		83						Section I: PDFs containing other common elements		I2. OCR text		Not Applicable		No raster-based images were detected in this document.		

		84						Section I: PDFs containing other common elements		I5. TOC links		Not Applicable		No Table of Contents (TOCs) were detected in this document.		

		85						Section I: PDFs containing other common elements		I6. References and Notes		Not Applicable		No internal links were detected in this document		
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