1. Initiate services prenatally or at birth

Standard

Required Policy and
Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

1-1.A
Target Population

Submit a definition of the program’s current target population (who the program intends to serve)
including how the current target population was decided upon and the relevant and up-to-date
(within the last two years) community data that was used in the decision-making.

Please note: Programs may submit the HFA 1-1&1-2 Data Table or program database reports, in
combination with demographic data for the 1-1 and 1-2 standards.

1-1.8B Identify places where the target population is found (e.g., local hospitals, prenatal clinics, high
Referring schools, etc.) and the type of organizational relationship (formal or informal agreement) that exists
Organizations with those entities.

1-1.C Submit the percent of families in the target population screened/identified in the last year, along

Monitoring Screens

with the identified and implemented strategies to address any issues

1-2.A
Policy for screening
process

The processes for initiating
screening/assessment, timely
determination of eligibility,
and tracking and monitoring
mechanisms

Submit Policy

1-2.B
Policy Followed

Submit documentation or form used for tracking of referrals and screens received.

1-2.C Submit a report illustrating the number of screens/assessments (used to determine eligibility) that

Screening occurred prenatally, within the first two weeks of the birth of the baby, more than two weeks after

Timeframe the birth of the baby, and the total percentage within two weeks of the birth of the baby.

1-2.D

Monitor and Submit a narrative describing how the program monitors and addresses families who 1.) were not

Address Not offered home visiting services (when the program offers services universally or uses a positive screen

Offered to determine eligibility) or 2.) were not assessed (when the program uses a positive assessment to
determine eligibility). Include strategies developed to address any issues.

1-2.E Submit a narrative describing how the program monitors and addresses families who verbally

Monitor and declined further program involvement subsequent to either, 1.) a positive assessment (when program

Address Declines

uses assessment to determine eligibility), or 2.) the offer of services (when program uses positive
screen to determine eligibility or offers services universally). Include strategies developed to address
any issues.

Interview:

* Program Manager

* Assessment supervisor

* Assessment Workers

* Partner agency where
families are identified (if
possible)

Review:

* formal and/or informal
agreements with collaborating
agencies

* updated reports showing
recent improvements if
needed

* Advisory Group Survey




1-3.A
First Home Visit
within 3 months

The process and timeframe
for initiating home visiting
services prenatally or within
the first 3 months, and
tracking and monitoring
requirements

Submit Policy

1-3.B
First Home Visit
within 3 months

Submit a report indicating the date of the first home visit and the date of the baby’s birth for all
families who entered the program during the last 12 month period of time.

1-4.A
Measure
Acceptance Rate

1-4.B
Acceptance
Analysis

1-4.C
Plan to Increase
Acceptance

Policy not required

Please note: programs may
have Policy and Procedures
related to these standards
and may submit them for the
benefit of the peer review
team; however, they are not
required.

Submit a narrative describing the program’s definition of program acceptance rate, a description of
the program’s process for measuring the acceptance rate including method of calculation, and the
current acceptance rate.

Please note: programs may submit the HFA Acceptance Analysis Grid for 1-4.A-C, or program
database report that includes all required elements (i.e., comprehensive, comparative and with
reasons why).

Submit a narrative describing how often the program conducts its acceptance analysis and a copy of
the most recent acceptance rate analysis.

A copy of the most recent plan to increase the acceptance rate based on the comprehensive analysis.

Interview:

* Program Manager

* Supervisors

* Direct Service Staff as
needed

Review:

* Previous Acceptance Rates

* Previous acceptance analysis
and plans to increase




2. Standardized Assessment Tool

Required Policy and

Standard Additional Pre-Site Evidence in Self Study Site Visit Activities
Procedures
2-1.A Eligibility requirements for  [Submit Policy and a copy of the screening and/or assessment tool along with any related Interview:
Eligibility Policy families documentation, and a description of the factors identified by each tool. * Program Manager
* Supervisors
2-1.B No additional pre-site evidence required

Policy Followed

* Assessment Workers
Review:
* Family Files

2-2.A

Assessment Policy

Assessment criteria and
documentation of
assessment
summaries/narratives,
including who completes
assessment documentation
and timeframe for
completion

Submit Policy

2-2.B

Policy Followed

No additional pre-site evidence required

Interview:

* Program Manager

* Supervisors

* Assessment Workers
Review:

* Family Files




3. Offer services voluntarily and use positive, persistent outreach efforts to build family trust

Standard

Required Policy and Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

3-1A
Voluntary Policy

The voluntary nature of services and how
families are made aware that services are
voluntary

Submit Policy

3-1.B
Policy Followed

No additional pre-site evidence required

Interview:

* Program Manager

* Supervisors

* Assessment Workers

* Home Visitors

* Families

Review:

* Materials/Forms Indicating services
are voluntary

* Family Files for those forms
* Staff Surveys

3-2.A The methods use to establish and build  [Submit Policy

Trust Building trusting relationships with families

Policy initially and throughout services

3-2.B No additional pre-site evidence required

Policy Followed

Interview:

* Home Visitor Supervisors
* Home Visitors

* Families

Review:

* Family Files

* Staff Surveys

3-3.A The process for creative outreach Submit Policy Interview:
Creative Outreach |services that specify the criteria indicated * Home Visitor Supervisors
Policy in the standard * Home Visitors
3-3B No additional pre-site evidence required * Families
Policy Followed Review:
* Closed Family Files
3-4.A Please submit the program’s definition of family retention and method for Interview:

Measure Retention

calculating and a description of program’s process for monitoring retention and
minimum of 1 year retention calculation.
Please note: programs may use the HFA Retention Spreadsheet to calculate

3-4.B
Retention Analysis

Please submit a narrative describing how often the program conducts its
retention analysis and a copy of the most recent retention rate analysis.

Please note: programs may submit the HFA Retention Analysis Grid or program
database report that includes all required elements (i.e., comprehensive,
comparative and with reasons why) for 3-4.B&C.

3-4.C
Plan to Increase
Retention

Please submit a copy of the most recent plan to increase the retention rate based
on the analysis. When appropriate, the site should describe which aspects of the
plan have been implemented.

* Program Manager

* Home Visitor Supervisors

* Home Visitors

Review:

* Previous Retention Analyses and
Plans to Increase Retention, as
appropriate




4. Offer services intensely (e.g., at least once a week) with well-defined criteria for increasing or decreasing intensity of service and over the long

term (e.g., three to five years)

Standard Required Policy and Procedures Additional Pre-Site Evidence in Self Study Site Visit Activities
4-1.A The minimum length of time families remain |Submit Policy Interview:
Policy Offering on the most intensive level of service with * Supervisors and Home Visitors, if needed
Weekly Visits Six criteria as specified in the standard Review:
Months * Family Files
4-1.B Submit report showing the target child's date of birth, date of first home |* Supervision Records

Policy Followed

visit and date of level change from Level 1 to a less frequent level.
Please Note: The HFA 4-1.B Tracking Form may be used.

4-2.A
Level Change Policy

The program's levels of service including the
level change criteria specified in the standard

Submit Policy

4-2.B Submit a report showing home visit completion rates by family for the
Policy Followed most recent quarter.

Sentinel Standard Please Note: The HFA 4-2.B tracking form may be used.

4-2.C Submit plan to increase home visit completion including which strategies
Monitor Home Visit have been implemented.

Completion

4-2.D The review of progress related to level Submit policy and blank level change forms.

Policy Based on
Progress and
Discussions

change and involvement of family, home
visitor and supervisor

4-2.E
Policy Followed

No additional pre-site evidence required

Interview:

* Home Visitor Supervisors
* Home Visitors

* Families

Review:

* Family Files

* Supervision Records

4-3.A
3 Years Policy

The length of time families can remain in the
program

Submit Policy

Interview:
* Home Visitor Supervisors

4-3.B Submit a report indicating the current number of families who have been|* Home Visitors
Policy Followed enrolled for 3 or more years. If families graduate after three years of|Review:
Sentinel Standard service, provide a report indicating all families who have graduated within|* Family Files

the most recent 12 month period. * Supervision Records
4-4 A Process for service closure and transition Submit Policy Interview:

Transition Policy

planning including components in the
standard

4-4.B
Policy Followed

No additional pre-site evidence required

* Home Visitor Supervisors
* Home Visitors

Review:

* Family Files

* Supervision Records




5. Services should be culturally sensitive such that staff understands, acknowledges, and respects cultural differences among families; staff and
materials used should reflect the cultural, linguistic, geographic, racial and ethnic diversity of the population served

Additional Pre-Site Evidence in Self Study

Standard Required Policy and Procedures Please Note: The HFA Cultural Sensitivity Workbook: A Process of Self Awareness and Site Visit Activities
Integration, may be used to assist with the development of these standards.
5-1.Service population |Policy not required Please submit a description of the program’s service population as indicated in the Interview:
Please note: programs may have|standard. * Program Manager
5-2.A Appropriate Policy and Procedures related to|lf not already included in the Cultural Sensitivity Review (5-4-A), submit a narrative Interview:

staff, materials &
community
partnerships

5-2.B Cultural
Characteristics are
taken into account
when overseeing staff-
family interactions

5-3 Training on unique
characteristics

5-4.A Cultural
Sensitivity Review

5-4.B Family & Staff
Input

5-4.C Strategies for
growth are identified

these standards and may submit
them for the benefit of the peer
review team; however, they are not
required.

describing how the program ensures it has the appropriate staff, materials (e.g.,
annual report, brochures, program specific materials such as curricula, etc.), and
community partners to meet the cultural and linguistic needs of the major population
groups within the service population.

If not already included in the Cultural Sensitivity Review (5-4-A), submit a narrative
describing how the program takes into account ethnic, racial, linguistic, demographic,
and other cultural characteristics identified by the program in overseeing staff-family|
interactions.

* Program Manager

* Supervisors

* Direct Service Staff

* Families

Review:

* Supervision Documentation

* All relevant program materials for
the service and target populations,
(eg., annual report, program
brochures, flyers curriculum, etc)

* Staff & Advisory Surveys

Submit a narrative describing the training offered to staff on cultural sensitive
practices and the particular group(s) represented in the service population for the
most recent year. Be sure to link the training to the characteristics identified in 5-1.
Please submit training logs or a list of all program staff in attendance at the

Interview:

* Program Manager
* Supervisors

* Direct Service Staff

training(s), and date trainings were completed for the most recent year. Review:
* Any additional training logs, if
necessary

Submit the most recent Cultural Sensitivity Review which must include input from Interview:

families and staff regarding program materials, communication or linguistic factors,
and staff-family interaction. The review should be in narrative format and address at
a minimum information related to materials, training, and the services delivery
system (assessment, home visitation, and supervision).

Please submit a description indicating to whom the review is reported, the frequency
of the reporting, and how strategies for growth are identified and discussed, and
advisory/governing group meeting minutes to illustrate review of the Cultural
Sensitivity Review.

* Program Manager

* Supervisors

* Direct Service Staff

* Advisory Members

* Families

Review:

* Staff & Advisory Surveys







6. Services should focus on supporting the parent(s) as well as the child by cultivating the growth of nurturing responsive parent-child relationships
and promoting healthy childhood growth and development.

Standard

Required Policy and Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

6-1.A.

Policy to address risk
factors identified on the
Parent Survey/Family
Stress Checklist.

How supervisor, home visitor & family
plan to address risk factors identified in
assessment and how the plans will be
implemented initially and during the
course of services.

Submit Policy

6-1.B
Policy Followed

Submit samples of forms used for documentation of the discussion between the
supervisor and home visitors that clearly link back to the initial assessment.

6-1.C
Policy Followed

Submit samples of forms used for documentation of the discussion between the
home visitors and families that clearly link back to the initial assessment.

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Supervisory documentation
* Family Files including Family
Goal Plans

6-2.A.
Policy for development
of Family Goal Plan

The development of family goal plans
including timelines, how & when the goal
plans are reviewed with the family, how
goal plans are developed, how strengths
are identified that support goal
development, how goals are supported in
supervision and how goals are used to
build protective factors.

Submit Policy

6-2.B.
Policy Followed

6-2.C.
Policy Followed

6-2.D.
Policy Followed

Submit a blank family goal plan, tools that are used to support the development
of the goal plans, blank home visitation form used by home visitors to document
discussions of goal planning, and a blank form used by supervisors to document

goal planning and goal updating conversations with the home visitor.

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Supervisory documentation
* Family Files including Family
Goal Plans




6-3.A.

Policy for how home
visitors assess, address
and promote parent-
child interaction,
attachment and

How & when sites routinely assess,
address, promote parent-child interaction,
attachment, bonding and the
development of nurturing parent-child
relationships. How home visitors will
partner with supervisors to develop plans

Submit Policy

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Curriculum and materials used

bonding for increasing positive parent-child by the program
interactions, how sites plan to use * Family Files
strength-based intervention tools * Staff Surveys
introduced in HFA CORE training and
indicate curriculum used & how often it is
used. Observation of parent-child
relationship is expected at each visit.

6-3.B Please submit a sample of blank home visit forms indicating where the

Policy Followed promotion of positive parent-child interaction, attachment, and bonding with

Sentinel Standard families are documented. Please indicate which parent child interaction

observation tool is used (ie CHEERS or other HFA approved tool).
6-4.A. How sites routinely assess, address, Submit Policy Interview:

Policy for the
promotion of child
development,
parenting skills and
health and safety
practices

promote parent-child interaction,
attachment, bonding and the
development of nurturing parent-child
relationships. How home visitors will
partner with supervisors to develop plans
for increasing positive parent-child
interactions, how sites plan to use
strength-based intervention tools
introduced in HFA CORE training and
indicate curriculum used & how often it is
used. It is expected that the parent-child
relationship is observed at each visit.

6-4.B
Policy Followed

Please submit a sample of blank home visit forms indicating where the
promotion of healthy child development and parenting skills with families are
documented.

6-4.C.
Policy Followed

Please submit a sample of the forms used to promote health and safety and
assess for safety in the home.

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Curriculum and materials used
by the program

* Family Files

* Supervision Records

* Staff Surveys




6-5.A.
Policy for Evidence
informed curriculum

What the primary curriculum is, when and
how the curriculum will be used with
families as well as the training

Submit Policy

used with families requirements and how these will be met.

6-5.B. Please submit a description of the primary evidence-informed curricula used
Policy Followed with families.

6-5.C Submit narrative regarding training requirements by the curriculum developer

Curriculum training is
received

and training logs for home visitors and their supervisors including date training
was received and the first date curriculum was used with families.

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Curriculum and materials used
by the program

* Family Files

* Supervision Records

* Training Logs

6-6.A

Policy for
Administration of
Developmental Screens

The administration of developmental
screening with specified intervals of
administration

Submit Policy

Please submit a sample of developmental screening tool (only 1 interval of
screen sample needed, for example, a 6-month screen will suffice for all intervals
available for the tool) and a sample of form(s) used to track screening process

6-6.B
Implementation of
Developmental
Screening Policy
Sentinel Standard

Please submit a report indicating the date of the birth of the target child and the
date the screens were completed for all families.
Please note: Sites may submit the HFA ASQ Tracking Form or database report.

6-6.C

Staff trained on
developmental screen
prior to administering it

Please submit a list of staff indicating the date they were trained on the
screening tool and the date they first administered it

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Curriculum and materials used
by the program

* Family Files

* Supervision Records

* Tracking Form

6-7.A

Policy tracking and
follow through with
developmental delay

Tracking and follow-up of developmental
delays

Submit Policy

6-7.B
Policy Followed
Sentinel Standard

Please submit a sample of form(s) or system used for tracking children with
suspected developmental delays and a sample of forms used to refer and
monitor the interventions needed for families with a child suspected/confirmed
of having a developmental delay

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Family Files with children
suspected or confirmed of having
developmental delay

* Supervision records for the
same files




7. At a minimum, all families should be linked to a medical provider to assure optimal health and development (e.g., timely immunizations, well-child
care, etc.) Depending on the family’s needs, they may also be linked to additional services such as financial, food, and housing assistance programs,
school readiness programs, child care, job training programs, family support centers, substance abuse and/or mental health treatment and domestic

violence resources

Required Policy and

Standard Additional Pre-Site Evidence in Self Study Site Visit Activities
Procedures
7-1.A Linkage of target children to Submit Policy Interview if needed:
Policy Medical medical/health care providers. * Home Visitor Supervisors

Providers for Target
Children

7-1.B
Policy Followed

Submit a report detailing all of the target children and their current medical/health
care provider, and the percent of the target children who are currently connected
with a medical/health care provider.

* Home Visitors

* Families

Review:

* any additional information needed

7-2.A

Policy for Timely
Receipt of
Immunizations

Home visitors routinely share
information designed to promote
and educate families on the
importance of immunizations, how
immunizations are tracked and
follow-up procedures

Submit Policy

7-2.B
Policy Followed

Submit a copy of the program’s immunization schedule, a report detailing all target
children and whether or not they are up-to-date, and the percentage of target
children whose immunizations are up-to-date.

Interview if needed:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* any additional information needed

7-3.A

Policy for provision of
information, referrals
& linkages to health
care resources

How home visitors will provide
information, referrals and linkages
to available health care, health care
resources and community resources
as well as method for tracking and
follow-up of referrals.

Submit Policy

7-3.B
Policy Followed

7-3.C
Policy Followed

7-3.D
Policy Followed

Submit any relevant tracking documentation such as blank referral tracking forms,
home visit records, etc., where this information is documented.

Submit a description that clearly describes the provision of information, referrals,
and linkages to available health care resources for all participating family members
as well as other community referrals. Include follow-up mechanisms to determine
whether parents receive the services they were referred to.

Interview if needed:

* Home Visitor Supervisors
* Home Visitors

* Families

Review:

* Family Files

* Supervision Records




7-4.A
Policy for addressing
challenging issues

How the site will address
challenging issues such as;
substance abuse, intimate partner
violence, developmentally delayed
parents and mental health by
focusing on building protective
factors to strengthen families

Submit Policy

7-4.B
Policy Followed

Submit assessment tools used to assess substance abuse, intimate partner
violence, mental health etc., as well as linkage/referral form used to track referrals
and follow-up to referrals which clearly indicates the families utilization or lack of
utilization of those services.

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Family Files/Referral Tracking
* Supervision Records

7-5.A

Policy for
administration of a
standardized
depression
screen/tool

How and when the tool is to be
used with families, ways to talk with
parents about depression,
community resource information
and activities appropriate for home
visitors to do with families

Submit Policy

7-5.B

Screening mothers for
depression

Sentinel Standard

Submit copy of the standardized depression screen/tool used with families.
Please Note: Sites may use the HFA Depression Screening Tracking Form.

7-5.C

Referral and follow up
for mothers with
elevated screens

Please submit a list of all mothers enrolled in program services, date of birth of
target child, date of birth for subsequent children and the date(s) mothers received
screening for depression, outcome of the screen (+ or -) and if positive, were
referred (with permission) for further evaluation/treatment and follow up.

7-5.D
Training prior to
administering

Submit a list of all staff indicating the date they were trained on the screening tool
and the date they first administered it.

Interview:

* Home Visitor Supervisors

* Home Visitors

* Families

Review:

* Family Files/Referral Tracking

* Supervision Records

* Training Logs

* Depression Resources/Materials




8. Services should be provided by staff with limited caseloads to assure that home visitors have and adequate amount of time to spend with each
family to meet their unique and varying needs and to plan for future activities

Standard Required Policy and Procedures Additional Pre-Site Evidence in Self Study Site Visit Activities

8-1.A Caseload size for families on the most  [Submit Policy Interview:
Policy for Caseload [intensive service level (offered weekly * Home Visitor Supervisors
size visits) is no more than 15 families per * Home Visitors

full time home visitor * Families

Review:

8-1.B Maximum caseload size for families at |Submit Policy * Caseload documentation
Policy for any combination of service levels is no * Family Files

Maximum Caseload

more than 25 families or 30 points per
full time home visitor

8-1.C
Policies for
8-1.A&B Followed

Please submit a report showing the caseload size of all current home
visitors over the past 12 months (include breakdowns for each home
visitor’s caseload for the quarter immediately prior to completing the self
study, the home visitors full time equivalency, the number of families
assigned to him or her, and the intensity of service each family is
receiving)

8-2.A How caseloads are managed including |Submit Policy
Policy for Managing|all criteria listed in the standard

Caseloads

8-2.B Same as 8-1.C

Policy Followed

* Supervision Records




9. Service providers should be selected because of their personal characteristics (e.g., non-judgmental, compassionate, ability to establish a trusting
relationship, etc.), their willingness to work in or their experience working with culturally diverse communities, and their skills to do the job

Standard

Required Policy and
Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

9-1.A
Screening & selection of
Program Managers

9-1.B
Screening & selection of
Supervisors

9-1.C
Screening & selection of
direct service staff

Please submit a description of the program’s screening and selection
procedures for program managers, supervisors, direct service staff (including
volunteers if used), and any relevant materials used during the
screening/selection procedure, such as interview guidelines, job descriptions,
qualifications required at hire, etc.

Interview:

* Program Manager

* Human Resources, if applicable

* Other staff as needed

Review:

* Personnel Files

* Staff Development Plans if needed

9-2
Equal Opportunity
Employment

Please submit a copy of the agency equal opportunity policy along with any
related materials, such as correspondence with regulatory authorities indicating
that there are no known problems or a legal opinion from counsel indicating
the agency’s practices conform to the law. (In the absence of such materials,
the agency may provide a statement indicating whether there have been any
findings or rulings against their practices in the past four years.).

Interview:

* Program Manager

* Human Resources, if applicable
Review:

* Copies of dissemination materials
which indicate EOE

9-3.A
Job Postings, Interviews &
references

Please submit a narrative describing the program’s current process with
regards to notification of available positions, utilization of standard interview
questions and confirmation of reference checks.

Interview:

* Program Manager

* Human Resources, if applicable
Review:

* Personnel Files

9.3.B
Legally permissible
background checks

Please submit a list of all program staff, date of hire, and the date the hiring
agency completed the inquiry into the state child abuse registry and the date
the criminal background check was performed.

Interview:
* Program Manager
* Human Resources, if applicable

Safety Standard Review:
* Personnel Files
9-4 Please submit a narrative describing how the program monitors and addresses |Interview:

Staff Retention and
Satisfaction

staff retention and satisfaction. Be sure to include corresponding data report
and strategies developed to address any issues, as needed.

* Program Manager
* Supervisors

* Direct Service Staff
Review:

* Staff surveys




10. Service providers receive intensive training specific to their role to understand the essential components of family assessment, and home

visitation and supervision

Standard Required Policy and Procedures Additional Pre-Site Evidence in Self Study Site Visit Activities
10-1.A-F Please submit documentation indicating the date each staff person (home visitors, Interviews:
Orientation Training assessment workers, supervisors) completed each of the orientation topics (10-1.A-F), |* As needed
10-1.C - Safety that includes the date of hire and the date staff person began providing direct services |Review:
Standard (assessment, home visits, supervision). * Training documentation as
10-2.A Providing stop-gap training to staff  |Submit Policy needed

Policy for Stop-Gap
Training

(assessment, home visitors and
supervisors) when they will begin
their work prior to receipt of HFA
Core Training in accordance with the
standard

10-2.B-D
Policy Followed

Submit documentation indicating the date each staff person completed Orientation
training (program managers, home visitors, assessment workers, supervisors) that
includes the date of hire and the date each training topic completed, as well as the date
of hire for each staff.

10-3.A

HFA Core Assessment
Training

Sentinel Standard

10-3.B

HFA Core Home Visitor
Training

Sentinel Standard

10-3.B

HFA Core Supervisor
Training

Sentinel Standard

Submit documentation indicating the date each staff person completed Core training
(program managers, home visitors, assessment workers, supervisors) that includes the
date of hire (assessment, home visits, supervision) or training certificates that indicate
the date training was completed, as well as the date of hire for each staff.




11. Service providers should have a framework, based on education or experience, for handling the variety of experiences they may encounter

when working with at-risk families.

All service providers should receive basic training in areas such as cultural competency, reporting child abuse,

determining safety in the home, managing crisis situations, responding to mental health, substance abuse, and/or domestic violence issues, drug-

exposed infants, and services in their community

Standard

Required Policy and
Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

11-1
Training Plan/Policy

Training provided to staff, and the
tracking and monitoring of
training.

Please submit a copy of the program’s training plan/policy, a narrative describing
the training plan, including the tracking and monitoring of training and how the
program ensures staff receive training within the required timeframes. Include
samples of any forms used to document and monitor training received.

11-2.A-C
Three month wraparound
training

Please submit: a list of all current program staff and date of hire, training logs
documenting the training current program staff have received with regards to each
of the topics listed in the wraparound training standards which includes the date

11-3.A-D
Six month wraparound
training

received, the title of training and topics covered/achieved by the training. For staff
utilizing formal education, previous training, and/or previous professional
experience to satisfy the 3, 6 & 12 month training requirements please include a

11-4.A-E
Twelve month
wraparound training

narrative indicating any competency based testing and/or supervisory follow-up to
assure successful knowledge acquisition and understanding of concepts and/or
materials provided to assure knowledge of the topics was satisfied.

Please note: Sites may submit the HFA Training Log or database report.

11-5.A
Ongoing Training

Please submit a list of all staff and the ongoing training(s) completed (this can be in
the form of a training log or database printout).

11-5.B
Prenatal Training within
six months

If program serves families prenatally, submit list of all direct service staff|
(assessment workers, home visitors and supervisors) with date of hire and date staff]
received prenatal training.

11-4.C

Family Goal Plan/IFSP
Training within 12
months

Please submit training documentation for all home visitors and supervisors with
date of hire and date staff received training related to the IFSP/Goal Planning
process.

11-4.D
Annual Child Abuse and
Neglect Training

Please submit documentation indicating the date each staff person (home visitors,
assessment workers, supervisors and program managers) completed annual child

abuse and neglect training.

Interviews as needed
Review Training documentation as
needed




12. Service providers should receive ongoing, effective supervision so that they are able to develop realistic and effective plans to empower families to
meet their objectives; to understand why a family may not be making progress and how to work with the family more effectively; and to express their
concerns and frustrations so that they can see that they are making a difference and in order to avoid stress-related burnout

Standard

Required Policy and Procedures

Additional Pre-Site Evidence in Self Study

Site Visit Activities

12-1.A
Policy for Frequency &
Duration

Supervision of all direct service staff
that specifies frequency and duration

Submit Policy

Interview:
* Program Manager
* Supervisors

12-1.B
Policy followed Sentinel
Standard

Please submit a report that indicates the frequency and duration of
the supervisory sessions for the most recent quarter.

Please note: programs may submit the 12-1.B HFA worksheet or
equivalent database report.

12-1.C
Group Reflective
Consultation

Please provide evidence of group reflective consultation sessions
including date, time and content as well as evidence the group is
provided by a qualified individual.

12-1.D
Ratio of Supervisors to staff

Please submit a list of each supervisor, their full time equivalency
(FTE), percentage of time spent in the role, and the staff he/she
supervises (with FTE for each position).

12-2.A

Policy of administrative,
clinical and reflective
supervision and professional
support

How staff are provided with
administrative, clinical and reflective
supervision and professional support
to continuously improve quality and
are held accountable for their work

Submit Policy

Interview:

* Supervisors

* Direct Service Staff

Review:

* Supervision Logs illustrating skill
development, accountability and

12-2.B No additional pre-site evidence required professional support
Policy Followed * Staff Surveys
Sentinel Standard
12-2.C No additional pre-site evidence required
Policy Followed
12-3.A The supervision of supervisory staff Submit Policy Interview:
Policy for supervisor and how supervisors are held * Supervisors of supervisors
supervision accountable for the quality of their * Supervisors
work, receive skill development and Review:
professional support * Supervision Logs illustrating skill
12-3.B No additional pre-site evidence required development, accountability and
Policy Followed professional support
12-4 Accountability, skill development and |Submit Policy and any documentation that would illustrate Interview:

Policy for program manager
accountability, and policy is
followed

professional support processes for
program managers

implementation of the program’s policy (i.e., annual performance

review, supervisory notes, training and development certificates, etc.).

* Supervisor of Program Manager
* Program Manager

Review:

* Supervision documentation

* Staff Surveys




GA - The program is governed and administered in accordance with principles of effective management and of ethical practice

Standard Required Policy and Procedures Additional Pre-Site Evidence in Self Study Site Visit Activities
GA-1.A Policy not required Please submit a narrative (could be policy or bylaws) describing the Interview:
Organization of Please note: programs may have Policy and [advisory committee’s role in advising programs staff with regards to * Advisory/governing group members
Advisory Group Procedures related to these standards and planning, implementation, and evaluation of program related activities. |[* Program Manager
may submit them for the benefit of the peer Review:
GA-1.B review team; however, they are not required. Please submit a board roster with affiliation and summary of board skills, Board Meeting Minutes from Past Year

Wide Range of
Skills & Knowledge

GA-1.C

Program Manager
& Advisory Group
work as Team

strengths, community knowledge, professions, and cultural diversity (as
defined by the program); which qualify them to effectively serve the
interests of the community and advocate on behalf of the participants.

Please submit a narrative describing how the program manager and
advisory/governing group work as an effective team with information,
coordination, staffing, and assistance provided by the program manager
to plan and develop program policy and procedures.

* Advisory Group Surveys

GA-2.A

Policy for
Formalized Input
from Families and
Grievance

How families provide feedback about their
experiences with services and steps to file a
grievance and steps for reviewing and acting
on any grievances received

Submit Policy

GA-2.B
Formalized Input
from Families

Please submit a narrative describing how the program obtains input
regarding program services from families and a summary of results in a
narrative format from all mechanisms.

GA-2.C Implements
Grievance Policy

Please submit a narrative describing the grievance procedure, the
mechanism for informing families, and a description of any grievances
received during the past year and a copy of any related forms if utilized.

Interview:

* Program Manager
* Supervisors

* Direct Service Staff
* Families




GA-3.A

Review of Progress
Program Goals &
Objectives

Please submit a copy of the program’s evaluation reports, annual reports,
and/or work plan illustrating the program’s review of program goals and
objectives and a follow-up mechanism to address areas of improvement.

GA-3.B
Quality Assurance
Plan

Please submit a copy of the program’s Quality Assurance Plan.

Interview:

* Program Manager

* Supervisor

* Direct Service Staff

Review:

* Completed QA forms/documentation -
evidence may include: shadowing of staff,
family file reviews, supervision reviews,
review of evaluation results, etc.

GA-4
Policy & Procedure
Research Proposals

Reviewing and recommending approval or
denial of research proposals, whether
internal or external, which involve past or
present families.

Please submit policy and if not including in the policy, submit a narrative
regarding program protocol for handling of research proposals (i.e., group
composition, how decision is made, communication protocols with
person/group making request, etc.), and brief narrative describing any
recent proposal and outcome of request.

Interviews if necessary

GA-5.A

Policy and
Procedures
regarding Family
Rights &
Confidentiality,
Release of
Information and
privacy is it relates
to research

How families are informed about their right
to confidentiality before or on the first home
visit. Policy and procedures also state how
families are informed and sign written
consent every time information is to be
shared with a new external source and when
conducting research projects, as well as
assuring voluntary participation.

Submit Policy

GA-5.B

Family Rights &
Confidentiality
Sentinel Standard

Please submit copies of relevant forms related to confidentiality and
informing families of their rights.

GA-5.C

Informed & Signed
Consent Sentinel
Standard

Please submit copies of relevant forms related to informed consent when
sharing information with other external sources (e.g., consent forms).

GA-5.D Participant
Privacy & Voluntary
Choice

Please submit copies of relevant forms related to protection of participant
identity and privacy and the option not to participate.

Interview:

* Program Manager
* Supervisor

* Direct Service Staff
* Families

Review:

* Family Files




GA-6.A

Policy for criteria
to identify Child
Abuse & Neglect

Immediate notification of program manager
and/or supervisor when reporting suspected
cases of child abuse and neglect, and the
criteria for reporting Child Abuse and Neglect

Please submit policy

Interview:

* Program Manager

* Supervisor

* Direct Service Staff

Review:

* Any Relevant Documentation

Participant Death &
Grief Counseling

and/or supervisor in the instance of a
participant death, and provision of grief
counseling.

Safety Standard clearly outlined or referenced

GA-6.B Submit narrative (if not outlined in program policy & procedures),
Implementation of describing the program’s process for identifying and reporting child abuse
Child Abuse and neglect and describe any reports that have occurred within the past
Reporting year.

| Safetv Standard

GA-7 Immediate notification of program manager [Submit Policy

Interview:

* Program Manager

* Supervisor

* Direct Service Staff

Review:

* Any Relevant Documentation

GA-8
Policy & Procedure
Manual

No additional pre-site evidence required

Interview:

* Program Manager

* Supervisor

* Direct Service Staff

Review:

* Any Relevant Documentation
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