INSTRUCTIONS: BASELINE CLINIC DATA COLLECTION FORM for BREAST CANCER

The Baseline Clinic Data Collection (BCDC) form is an optional tool developed by CDC that grantees can use to collect information prior to implementing NBCCEDP program activities.  The data collected in this form are designed to serve as a reference point to assess changes in breast cancer screening rates among participating clinics.

What is included?
This Excel file includes the BCDC form and a corresponding data dictionary. The data dictionary provides a description for each variable in the BCDC form and should be consulted as needed. For guidance on selecting and calculating a breast cancer screening rate, refer to the accompanying document, Guidance for Measuring Breast, Cervical, and Colorectal Cancer Screening Rates in Health System Clinics.

What are the required fields?
Required fields are denoted with asterisks and are pink while the customizable fields are light blue. To label a custom field, click into a light blue cell and type your label text. If you would like to add additional fields, CDC can provide you with an unlocked file. Note: Although fields in both the ‘Chart Review Screening Rate Data’ and ‘Electronic Health Record Screening Rate Data’ sections are indicated as required, you only need to complete the section for which you have the most accurate and reliable data.

How do I complete the BCDC form?
When you first open the Excel file, a SECURITY WARNING banner will appear across the top of the form. Click the “Enable Content” button. A secondary pop-up window will appear asking “Do you want to make this file a Trusted Document?” select the “Yes” button. 

If you ask your clinic partner to complete the form, we recommend sending it to them electronically. Once clinic staff complete the form, they should send the form back to you electronically. Alternatively, you can complete the forms yourselves after consulting with the clinics to receive the appropriate responses. Please do not send these forms to CDC or IMS. 

How do I assign IDs to partner health systems and clinics?
A unique 3-digit identifier must be assigned to each partner health system. Similarly, a 3-digit identifier must also be assigned to each participating health system clinic. These identifiers will allow CDC to link baseline and annual data for each clinic so that breast cancer screening rates can be assessed over time. Consequently, each health system and clinic must maintain the same identifier throughout the program period. Please use the naming convention described here. Start with “001” and continue assigning numbers sequentially as health system partnerships are established and clinics are recruited for program participation. For example: 
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If this is a health system and clinic where CDC’s Colorectal Cancer Control (CRCCP) activities are also being implemented, we encourage using the same three-digit identification code assigned by the CRCCP staff. Contact the CRCCP staff in your state for a list of clinics participating in the CRCCP. 

How do I report the baseline clinic data via the web-based Breast and Cervical Baseline and Annual Reporting System (B&C-BARS)?
You will manually enter the baseline clinic data into the web-based Breast and Cervical Baseline and Annual Reporting System (B&C-BARS). You should refer to the BCDC form when entering the data and take steps to ensure accurate data entry.

KEEP IN MIND:
1. The BCDC form is an optional tool and you are not required to use it. CDC developed the BCDC form to assist you with the data collection process. 
2. Complete a separate BCDC form for every participating clinic within a partner health system. 
3. Pay attention to character limits in free text fields. Refer to the data dictionary for guidance.
4. Do not send the completed form to CDC or IMS. 
5. Complete all pink fields. You will be required to report those data into B&C-BARS.
6. Use the completed BCDC form when entering the clinic data into the B&C-BARS. The form does not automatically feed into the system. 
7. Ensure the data are accurate and have been entered appropriately into B&C-BARS. Refer to the data dictionary for guidance.
8. You may add custom fields to meet your data collection needs.
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