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	PART II:  ADMINISTRATION

	EVALUATION  ITEM
	YES
	NO
	COMMENTS / CORRECTIVE ACTION
	REFERENCE



	A.
	Voluntary Participation
	Guidelines: Section 5.1 / 42 CFR 59.5 (a) (2)

Review policies and personnel files to ensure inclusion of client voluntary participation regulations and personnel knowledge of prosecution consequences related to coercion.

Query staff about prosecution liability related to coercion.

	
	1.
	Does the delegate agency provide Title X services solely on a voluntary basis?
	
	
	
	

	
	2.
	Does the delegate agency have a policy indicating that clients are not subject to coercion in use of any particular method of family planning?
	
	
	
	

	
	3.
	Does the delegate agency demonstrate that their client’s acceptance of a family planning service is NOT a prerequisite to eligibility or receipt of a non-Title X service?
	
	
	
	

	
	4.
	Have program personnel been informed that they may be subject to prosecution if they coerce or try to coerce any person to undergo abortion or sterilization procedures?
	
	
	
	

	B.
	Confidentiality
	Guidelines: Section 5.2 / 42 CFR 59.5 (a) (2) & 59.11

Review policies related to confidentiality.

Query staff about process to release client information and to transfer the client’s chart and associated documents within the clinic.


	
	1.
	Does the delegate agency meet confidentiality requirements of Title X in . . . 
	
	
	
	

	
	
	a. client billing?

(Addressed in Section 6.3)
	
	
	
	

	
	
	b. client privacy and the facility?

(Addressed in Section 6.4)
	
	
	
	

	
	
	c. employee records? 

(Addressed in Section 6.5)
	
	
	
	

	
	
	d. referrals and follow-up results?

(Addressed in Section 7.4)
	
	
	
	

	
	
	e. reporting abnormal test results?

(Addressed in Section 8.3)
	
	
	
	

	
	
	f. medical records?

(Addressed in Section 10.3)
	
	
	
	


	
	2.
	Are policies in place indicating agency’s compliance with the Privacy Act?
	
	
	
	


	
	3.
	Are policies in place indicating no information obtained by staff is disclosed without written consent, except as required by law?
	
	
	
	

	
	4.
	Are policies in place indicating information may be disclosed in summary, statistical, or other forms without a client’s consent when the information does not allow individual clients to be identified?
	
	
	
	

	C.
	Conflict Of Interest
	Guidelines: Section 5.3/42 CFR Parts 74 and 92

Review conflict of interest policies and signed statements ensuring no conflict of interest signed by required individuals.

	
	1.
	Has the delegate agency established policies to prevent employees, consultants, or members of governing/advisory bodies from using their positions for private gain as required by Title X?
	
	
	
	

	D.
	Human Subjects Clearance (Research)
	Guidelines:  Section 5.5

Query coordinator regarding ongoing or planned research projects involving Title X clients.

Review documentation submitted to DHS.

	
	1.
	Does the delegate agency comply with Federal regulations regarding the use of Title X clients in research?
	
	
	
	

	
	2.
	Does the delegate agency have a policy to notify DHS in writing if they are involved in research projects involving Title X clients?
	
	
	
	

	E.
	Structure of the Delegate Agency
	Guidelines: Section 6.1/42 CFR 59.5 (a) (5)/45 CFR Parts 74 and 92

Review non-clinical policies and procedures, including prohibition of Title X supported abortion.

	
	1.
	Does the delegate agency maintain responsibility for quality, cost, accessibility acceptability, reporting, and performance of grant-funded activities?
	
	
	
	

	
	2.
	Does the delegate agency have established written standards and guidelines for delegated project activities consistent with Title X and Grants Management programmatic and fiscal requirements?
	
	
	
	


	
	3.
	Is the delegate agency in full compliance with section 1008 prohibiting abortion as a method of family planning?
	
	
	
	

	F.
	Planning and Evaluation
	Guidelines: Section 6.2

	
	1.
	Has the delegate agency made progress toward reaching the goals and objectives as outlined in the administration, financial, and community outreach work plans submitted with the grant application?
	
	
	
	Review administrative, financial, and community outreach work plans and evaluate progress toward reaching goals and objectives.

	G.
	Facilities and Accessibility of Services
	Guidelines: Section 6.4/45 CFR Part 84/OCR LEP Policy Guidance August 30, 2000

Review policy for providing interpreters for communicating with Limited English Proficiency clients.

Assess facility for accessibility for handicapped individuals.

Review emergency preparedness plan.

Query delegate agency staff regarding local code requirements, evidence of recent inspections by state and local entities.

Review disaster plans and query staff regarding role in the event of a disaster.

There is evidence of staff training on disaster preparedness.

	
	1.
	Does the delegate agency have written policies regarding access to timely quality language assistance services to Limited English Proficient persons that are consistent with the OCR Policy Guidance on Prohibitions Against National Origin Discrimination As It Affects Persons With Limited English Proficiency?
	
	
	
	

	
	2.
	Does the delegate agency have policies indicating it does not discriminate on the basis of handicap?
(45 CFR Part 84)?
	
	
	
	

	
	3.
	Is the facility readily accessible to people with disabilities?
(45 CFR Part 84)
	
	
	
	

	
	4.
	Does each delegate agency clinic have a written plan for management of emergencies?
	
	
	
	

	
	5.
	Does each delegate agency ensure each clinic facility meets federal, state, and local requirements (e.g., local fire, building, and licensing codes)?
	
	
	
	

	
	6.
	Have disaster plans (e.g., fire, bomb/terrorism, earthquake, etc.) been developed and made available to staff?
	
	
	
	


	
	7.
	Does staff understand assigned emergency escape routes?
	
	
	
	Observe exits for appropriate signage and presence of barriers.

Health and safety issues within the facility fall under the authority of OSHA.

Disaster plans and emergency exits are addressed under 29 CFR 1910.28 (Emergency Employee Plan and Fire Prevention Plan) and 29 CFR 1910.120(q)(1)  (Safe Means of Egress).

	
	8.
	Have staff completed training and understand their role in an emergency or natural disaster?
	
	
	
	

	
	9.
	Are exits recognizable and free from barriers?
	
	
	
	

	H.
	Personnel
	Guidelines: Section 6.5/42 CFR 59.5 (b) (10)

Review personnel policies for content and note date of last revision.

Job descriptions for all staff working in Title X Family Planning Program must indicate current date of last revision.

Query staff to ascertain accuracy of job descriptions.



	
	1.
	Does delegate agency have established personnel policies regarding nondiscrimination in recruitment, selection, performance evaluation, discipline, promotion, and termination?
	
	
	
	

	
	2.
	Does delegate agency have a formal grievance mechanism available for all staff?
	
	
	
	

	
	3.
	Does the delegate agency have job descriptions for all positions and are they reviewed and updated annually?
	
	
	
	

	
	4.
	Are personnel records kept confidential?
	
	
	
	


	
	5.
	Are professional licenses verified prior to employment and documentation of current licensure maintained?
	
	
	
	Personnel records are stored in a locked cabinet with access limited to program coordinator and her/his superiors.

Personnel protocols include policies on client confidentiality, no age or residency requirements, non-judgmental care and family involvement.

Review effectiveness dates of licenses for all licensed staff.

	I.
	Training and Technical Assistance
	Guidelines: Section 6.6

	
	1.
	Does the delegate agency meet Title X training requirements in providing orientation for all personnel?
	
	
	
	Review the written outline of the orientation to the family planning program and the documentation of staff completion of orientation elements.

	
	2.
	Does the delegate agency meet Title X training requirements in providing in-service training for all personnel?
	
	
	
	

	J.
	Reporting Requirements
	Guidelines: Section 6.7

	
	1.
	Does the delegate agency comply with DHS Title X reporting requirements?
	
	
	
	Observe process for collecting FPAR data that is not available through the Ahlers and Associates data system.

Review reports sent to DHS and the timeliness of submission.

Review procedures for collection and entering of client information in the Ahlers system.

Review policies and query staff regarding knowledge of reporting child abuse, child molestation, sexual abuse, rape or incest.

	
	2.
	Is there a mechanism in place to collect all required FPAR data elements that ensures validity of data reported?
	
	
	
	

	
	3.
	Does the organization have written Management Information Systems (MIS) policies and procedures to maintain and secure electronic records?
	
	
	
	

	
	4.
	Does the delegate agency have written policies for reporting of child abuse, child molestation, sexual abuse, rape, or incest?
	
	
	
	

	K.
	Publications
	Guidelines:  Section 6.10

	
	1.
	Does the delegate agency meet Title X requirements as they relate to copyright and publication material in acknowledging federal grant support?
	
	
	
	Federal grant support must be acknowledged in any publication developed by a delegate agency as follows: “Program funding includes a grant from the US DHHS Title X.”

	
	2.
	Does the delegate agency understand that DHS has unrestricted use of delegate agency publications funded by Title X?
(45 CFR 59.211)
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