ShipShape Reporting Guidance
Program evaluation consists in part in measuring the efficiency and effectiveness of ShipShape, the Navy’s official weight management intervention and the BUMED-approved program. While you may choose to conduct additional audits and quality assurance processes for your ShipShape program, BUMED has established a requirement to submit minimal essential data from you related to the numbers of your participants who lose weight and are able to maintain their weight within Navy body composition standards. 
Attendance Rosters 

NMCPHC has begun to automatically track the number of Navy personnel who are able to maintain their weight within Navy weight standards for an extended period of time following completion of the ShipShape program. Upon completion of the eight sessions, each facilitator is asked to send a roster of active duty members who were on the FEP program and who completed the course (including course location, date of completion, full names, and full social security numbers) to the NMCPHC. The Public Health Center will continue to track the status of these individuals through PRIMS for two full years. You are also asked to send a roster of “other” beneficiaries that completed the program (including course location, date of completion, full names, beneficiary category, and full social security numbers) to NMCPHC. The NMCPHC will utilize the CDM to track these individuals long-term. In order to be HIPAA compliant, “Reply” to a digitally signed email provided by NMCPHC for attendance data reporting. In other words, ONLY attach your roster to the email you receive with a Subject line: "FOUO--Shipshape Attendance Rosters". Personnel reporting shall also mark all documents with "FOR OFFICIAL USE ONLY (FOUO) - PRIVACY SENSITIVE. Any misuse or unauthorized disclosure may result in both civil and criminal penalties." You will need to use your CAC card reader to carry out this process, which ensures that unintended recipients would not able to open the email. Encrypt either the entire email or just the list of names and social security numbers when sent as an attachment. Of course, you’ll have to inform NMCPHC of the encryption password in a separate email. 
6-month Outcome Reports 

Facilitators are responsible for contacting participants at monthly intervals following course completion in order to provide support and encouragement to participants who completed the program (see “FOLLOWUP” folder). Six months after course completion, the facilitator must assess the participants’ status using the Sample Excel spreadsheet provided in the “STATISTICS AND REPORTS” folder.  Facilitators are encouraged to coordinate with command fitness leaders who can assist them in locating and assessing the individuals’ current status. 

Reports are to be submitted on a semi-annual basis not later than the last day of June and December and will cover classes that were conducted over the last six-month time frame. For example, the report submitted in June will include data from classes that were conducted between July and December of the previous year. Alternatively, reports can be forwarded to the NMCPHC as soon as the 6-month data has been collected, which will then be maintained by the NMCPHC pending compilation and reporting of Navy-wide data.
Note: reporting of “Total Number of Instructor & Staff Hours” will include both the facilitator’s time and the time of guest speakers. Also include the number of hours for class preparation and follow up during the six month maintenance phase.
