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Scope:

These policies and procedures will be applicable to all services funded by the Brazos Valley
Council of Governments through the Texas Department of State Health Services for HIV Health
Services.Asnecessary, the Brazos Valley Council of Governmentsewidle these policies and
procedures to include any mandated changes by the Texas Degartof State Health
Services. These policies are required to be complied with in addition to any peligiesles,
regulations, or letters/memos issuday the Texas Deptment of State Health Services the

Brazos Valley Council of Governments

Definitions:

Accelerated Monitorings a temporary status in which more frequent or extensive monitoring

is conducted than would routinely be doredmenitering Monitoring visits may be
announced or unannounced.

Administrative Agentis an agency funded to administer federal, state, or local funds. The
administrative agent is responsible for a variety of tasks including verifying contract compliance
and financial validity of the subcontractors billing. The Brazos Valley Counoleih@ents
(BVCOG) is an administrative agent for DSHS, HRSA, and HUD.

ARIESAIDS Regional Information and Evaluation Sysie)data management program

designed for collecting and reporting data from clients receiving services from AIDS services
organizations. ARIES centralizes client data, service details, and agency and staff information to
maximize the quality of care arsrvices to clients in need.

Central Texa$llV Administrative Service Arq@THASA is composed of five health service
delivery areas. It covers 43 countiesn central Texas.

Comment Periodefers to a period of 30 consecutive days during which anyoag contact
BVCOG to offer comments or suggestions related to planning activities or products.

Community Inputrefers to anyone infected with HIV (consumer), affected by HIV (advocate),
service provider (either contracted with BVCOG or-nontracted), ad any person that
expresses a desire to have input into the decision making process.

Community Input Plan (Input Plaiy5 ¥ SN& G2 0KS R2O0dzZYSyid at f Ly ¥z
Central TexaBlannaindd|V Administrative ServiteNB I ¢ adz YAUGGSR &2 FyR I L

Texas Department of State Health Services (DSHSplan-is-attached thispelicy-as
AAttaechment AO
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Complaining Partys a person living with HIV/AIDS, or a family member or friend acting on
behalf of the client, who has a complaint against a BVCOG HIV subcontractor regarding HIV
care.

Compliance Criteriare minimum standards or requirements that are dictated by the funding
source or administrative agent.

Confidential informationis any information that, if disclosed to unauthorized personnel, could
be detrimental to HIV Administrativ@ervices, HIV Administrative Services employees, or an
individual.

Contractis a legally enforceable agreement by which goods, services, property or property
rights are provided in return for considerations.

Corrective Actionis an action required of subcontractor to develop a detailed plan to correct

a finding found by a reviewer or by staff who are monitoring subcontractor activities. The plan
could include what will be done, who will do it, expected results, how progress will be
monitored, and howdng it will take to resolve the finding.

Electronic Medias electronic storage media including computer hard drives, removable digital
memorymedidrmedia such as tape, disk, CD, DVD, memory da&B driveor transmission
media used to exchange informatiorrafismission media includes the internet, an extranet, a
private network, leased lines, diap lines, and the physical movement of electronic media.

Emergency Actionare immediate actions imposed on a subcontractor because:

a. there is a high potential of danger to clients;

b. subcontractor action or inaction presents a high possibility that serious harm or injury to
patients or clients could occur, has already occurmdnay well occur again if clients
are not protected or the threat removed;

c. the subcontractor is not meeting a performance measure;

d. the subcontractor is being reimbursed for expenditures which are not in accordance
with federal and/or state laws and retations or contract provisions, or

e. the subcontractor is spending funds inappropriately.

Established Agencig an agency that has been continually funded for services by the Brazos
Valley Council of Governments for more than one year.

Findingis an ara in which the agency failed to meet the required minimum compliance
criteria.

Follow-up Site Visitis a site visit to ensure that the adopted Plan of Correction for a
subcontractor's findings has been implemented.
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Funding Sourcés any external agencyrfganization that provides funding to the Brazos Valley
Council of Governments, either directly or indirectly (i.e., HUD, DSHS, HRSA).

Grievanceis an allegation against an entity of wrongdoing, discrimination or an expression of
dissatisfaction withservices involving an immediate and serious threat to a client, misuse of
resources by providers, or denial of services to clients.

Health Service Delivery Area (HSD#&pan area eligible for funds under Part B and DSHS HIV
Health and Social Services (8t8ervices). The Central Tefkasaning-aredlV/ Administrative
Service feaincludes the Austin HSDA, Bry@nollege Station HSDA, Concho Plateau HSDA,
Temple-Killeen HSDA, and Waco HSDA.

High Priority Critical Service Needse service categories that are both highority and have a
strong relation to enrolling clients jland maintaining access tbil\trelated medical services.

Immediate and/or Serious Thredsa situation presenting a high possibility that serious injury
to clients could occur at any time, already has occurred and may well occur again if clients
are not protected effectively from the harm, or if the threat is not removed.

Individual Identifiable Health Informations any information, including demographic
information that is created, transitted, maintained, or received in any form or medium by a
health care provider, health plan, employer, or health caesring-housedearinghousdhat
identifies an individualor with which there is a reasonable basis to believe the information
could be used to identyfan individual.

Investigationthe process of gathering information sufficient to allow a decision to be made
regarding the validity of the grievance, and/or determining what referrals should be made to
ensure the grievance is handled by the appropriatétg.

Local Responsible Party (LR®anindividual who accepts responsibility for implementing and
enforcing ARIES security and confidentiality polanes procedures and has the responsibility of
reporting and assisting in the investigative breach process. For the Administrative Area, the LRP
is the AA Data Manager. Each subcontractor must establish an LRP for their organization.

Newly Established Compliance Criteaae any compliance criteria established or adopted
since the date of the previous site visit.

Newly Funded Subcontractas any agency receiving initial funding for HIV services through the
Brazos Valley Council of @rnments. Additionally, if an agency's funding has lapsed for a year
or longer, the agency will be considered a newly funded subcontragittce compliance
requirements will have changed enough to warrant the additional technical assistance from the
Cortract Monitor.
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Noncompliances a finding by a BVCOG reviewer or other DSHS staff wherein a subcontractor
fails to perform or inadequately performs contract provisions that may result in emergency
actions, corrective actions and/or sanction(s).

Plan ofCorrectionis an established plan to address findings identified during a site visit.

Planning Productsomprises four documents produced by BVCOG for planning. These
documents include a needs assessment, priorities of service categories by HSDA, service
category allocations by HSDA, and a comprehensive services plan.

Probationis a sanction in which the subcontractor may be placed on accelerated monitoring for
a period not to exceed six monthsy which time items of noncompliance must be resolved or
substantial improvements shown.

Public Hearindh & Y2 RSt SR I FG4SNJ GKS {GFrGS 2F ¢SElFa RS¥
committee or subcommittee during which public testimony may be heand formal action

YEe 0S8 G118y 2y lyé YSI&dNB 2N YI i8N 6SF2NB
purpose of a public hearing, as it relates to the input plan, is to go to the community and

present the plan

(comprehensive plan, including allocations) adain feedback regarding the plan. The BVCOG

staff will review all comments and input from the hearings. The public hearing marks the

opening of a 30 day comment period during which community members may provide input.

Quiality is the degree to which adalth or social service meets or exceeds established
professional standards and user expectations.

Quality Managements the management of all activities through a systematic and determined
focus on continual improvement, above minimum levels of perforoeaset by a formal quality
management standardln order to continuously improve systems of care, evaluations of the
guality of care should consider the service delivery process, quality of personnel and resources
available, and outcomes.

Reallocation of Funds the movement of fundamongservice categorief.g., oral health care
to drug reimbursement) within or across providers.

Redistribution of Fundss the movement of funds from one contract to a different contract
within the same service category (e.g., moving drug reimbursement money from Service
Provider A to Service Provider B).

Request for Proposals (RFlB)e}document issued by the lead agertoysolicitproposals based
2y I ASYSNIrtAT SR a02L)S 2F 62N @ ¢ KS R2O0dzYSyi
criteria for the evaluation of offers.

! http://www.capitol.state.tx.us/tlo/resources/glossary.htm#P
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Revieweris a member of the BVCOG staff who conducts a site visit to audit or review
subcontractoroperations and/or administration of contract funds. The term also includes
BVCOG staff who monitor subcontractor reporting requirements, financial accounting activities,
or data management.

Sanctionis an intervention or adverse action taken by BVCCQdihagor toward a
subcontractor due to noncompliance with contract provisions, program performance, or an
inability/unwillingness to resolve legitimate, substantiated complaints.

Sensitivelnformation is information that would cause a negative effeat ivere lost or
compromised.

Serious Concernare any issues that might negatively impact the health and safety of clients
receiving services.

Servicesare program activities offered by a provider on behalf of the subcontractor for health,
medical, and/o social services.

Subcontractoris an agency that has entered into a contract with the Brazos Valley Council of
Governments to provide services under Ryan Whitee-HPart B State Services, or HOPWA
funds.

Supplemental Site Visik a site visit conducted can established agency to assess the agency's
continued compliance with requirements and review the agency for compliance with additional
guidelines implemented in the time period between site visits.

TargetExpenditure refers to the percentage of a comitt appropriate to have been spent at a
given time period during a contract year. For example,-anbRAth contract in its sixth month
should be 50% spent.

TechnicalAssistancds any information or instruction needed from the Administrative Agent by
the subcontractor to perform their contractual obligation(s) appropriately.

Unduplicated Clientgefers to the number of unique clients receiving a service or being served
at an agency.

Units of Servicerefer to the standardized quantified amount of services provided by an agency.
Each service category includes a D8ef#ied unit definitiong agencies use this definition to
guantify the services they provide in terms of time, visits, payments, trigs, e

Useris a staff member of an AIDS services organization utilizing ARIES who has a user profile in
ARIES.
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Section 1: Administrative Agency Policies

81.01 CONFIDENTIALITY OF HEALTH INFORMATION
PoLicy

Due to the private nature of individual arghtient information, the Brazos Valley Council of
Governments will take all steps necessary to protect the confidentiality of all identifiable
information.

PROCEDURE

A.  Physical Security

1. All sensitive, confidential, or individual identifiabtdormation (herein referred to as
confidential information) will be secured in a locked cabinet that is in a locked room
when not in use. All offices or storage areas that contain confidential information will
be locked when no authorized personnel aregent.

2. All computers containing confidential information will be located in a secure area
with electronic security devices installed, including username and password
authentication, restricted user access to group drives, and password protected
documens or encryption, as necessary.

B. Communications

1. Telephone conversations where confidential information is discussed will be done so
that unauthorized personnel cannot overhear conversations.

2. Mail for the HIV Administrative Services program will hetopened by BVCOG mail
handlers. It will be delivered to the HIV program staff, where it is logged in and
distributed to the intended recipient.

3. Fax transmission, sending or receiving, of confidential information will be done in a
secure area, availablenly to HIV program staff.

4. Information or data containing identifiable information will not be transmitted via
email. HIV services or client information, even Hidentified, will never be sent to a
personal email address.

C. Technical Safeguards
1. AIQYFARSYGALI T AYF2NXIGA2Yy &aG2NBR 2y 20KSN
will be password protected to avoid unintentional disclosure.
2. All electronic media that is no longer needed will be completely erased so as to
ensure confidential information isot disclosed. In such a case that the electronic
media cannot be erased, it will be destroyed to avoid unintentional disclosure.

D. Security Breaches
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1. HIV Administrative Services shall use the reporting procedures established by the
Brazos Valley Counoil Governments.

2. All BVCOG staff will be required to sign a confidentiality agreement, which will be
maintained in the personnel files. Additionally, any volunteers or interns of the HIV
Administrative Services program staff will be required to sign éidemtiality
agreement.

E. Regulatory Reference
1. 45 CFR Parts 160 and 164 Standards for Privacy of Individually Identifiable Health
Information
2. Sections 1171 through 1179 Social Security Act
3. Texas Health and Safety Code Chapters 81 and 181

81.02 PROVI®ON OF PROGRAM DATA TO THE BOARD
PoLicy

Program data will be presented to the Brazos Valley Council of Governments (BVCOG) Board of
Directors each month and will include, at a minimum, the following HIV program activities:
planning, monitoring, data mawgement, quality management, and technical assistance.
Additionally, HIV service utilization, client satisfaction reports, and any grievances submitted to
BVCOG will be reported on a quarterly basis.

PROCEDURE

1. HIV program staff will complete monthigports no later than the Thursday before the
last Friday of each month. Staff will use a standard format in completing their reports and
will save them in the HIV group drive.

2. Staff will report their jobspecific activities, including participation in dii@management
activities, technical assistance and trainings conducted, meetings held, and other
pertinent information.

3—HIV service utilizatigrehient-satisfactionreportsand-any-grievances-submitted-to-BVCOG
will be reported on a quarterly basis in the January, April, July, and October reports. No
|dent|fy|ng mfomatlon WI|| be mcluded

Ih&a#&a%%nie#naﬂen%e%&preseﬂté'dhe informatiorwill be summarized from the

ARIES database and will include information about HIV service delivery and also
information about the clients served (general information about the population, not
client-specific). Thedata will be reported for the Central Texas HIV Administrative
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Service Area as a whole, as well as information specific to the Bryan/College Station HSDA
and other information if requested by the Board.

The Program Manager will compile the information aubmit the combined report to

the BVCOG Office Manager for inclusion in the BVCOG Board of Directors meeting packet.
5. Budgetary information is provided to the BVCOG Board of Directors by the Finance
Director. The BVCOG budget is presented and approvedyssr by the board, as well

as any budget revisions. A statement of revenues and expenditures by program is also
presented to the board, both a summary and detailed report by budget category, each
month showing monthly and yedo-date expenditures.

8§1.03 GRIEVANCE PROCEDURHSPOTENTIAL SERVICE PROVIDERS
PoLicy

Grievances concerning funding distribution are brought to the Administrative Agency, Brazos
Valley Council of Governments, who is ultimately responsible for the administration of HIV
funds. A grievance can be brought by agencies eligible to receive HIV Services funding that
were not selected to receive funding through the Request for Proposals (RFP) process.
Grievances will be submitted according to the procedure below.

PROCEDURE

1. Proposers not selected by the RFP process may appeal the decision by submitting, within
3 business daysf the receipt of BVCOG notification of the award decision, a written
Request for Debriefing to obtain information on the RFP process and how theiogabp
was received and ranked.

2. BVCOG shall acknowledge receipt of the Request for Debriefing in writing Within
business daysf receipt, along with the date and time of the scheduled Debriefing.

3.  The Debriefing shall be scheduled as soon as possibleyalader than 10 days from the
receipt of the Request for Debriefing. (NOTE: A debriefing is offered as a courtesy to any
proposer who is not selected for funding; the 10 day time frame must be adhered to only
if a proposer is considering a grievance.g parpose of the debriefing is to promote the
exchange of information, explain the proposal evaluation system, and help unsuccessful
proposers understand why they were not selected. Debriefings serve as an important
educational function for new proposer®ebriefings will help them to improve the quality
of future proposals. Additionally, staff hears direct feedback to help improve future
proposals.

4. If, after the debriefing, the proposer wishes to continue with the grievance process, they
must complete, sig, date, and submit the Grievance Fofeee-attachectp the Brazos
Valley Council of Governments HIV Administrative Services Program Manager 3vithin
business daysifter the day funding decisions have been publicly announced. Grievance
forms are available frorrand mustbe filed at the Brazos Valley Council of Governments
HIV Administrative Agency, 3991 East Sreet, Bryan, Texas 77802.
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10.

The Program Manager will then submit copies of the grievance to the Executive Director
of Brazos Valley Council of Governmeunithin 24 hours of receipt.

After receipt of a grievance by the Administrative Agency, a determination will be made
by a Grievance Review Committee, which will review grievances brought against the
Administrative Agency. This committee wolhly determine if a grievance is valid in
accordance with the accepted grievance procedures. The Grievance Review Committee
will consist of the BVCOG Board Chairperson (or designee) who shall chair the committee,
the BVCOG Board Vice Chairpersons (or designees) anstaffgersons appointed by

the Board Chairperson.

Grievances with respect to funding issues are brought by those directly affected by the
outcome of the RFP process and any award decisions. This includes grievances that affect
procurement issues such as:

1 Deviations from the established selection of contractors and/or award process as
established by Brazos Valley Council of Governments and/or the Texas Department
of State Health Services.

1 Deviations from the process for any subsequent selection of caimira.or awards;
and

91 Other types of grievances may be sought and determined in accordance with local
procurement procedures.

Within 10 business daysfter receiving a formal grievance, the Grievance Review
Committee shall investigate all the facts surrounding the grievance, provide an impartial
and objective analysis, and render a written decision(s) regarding the validity of the
grievance and what @ion(s), if any, must be taken to fully remedy the issue. The written
decision must be sent by registered mail to the grievant and a copy maintained on file by
BVCOG for at least three years after the date of the ruling.

If the dispute is not resolved ithe above manner, the grievant may, within 3 business
days of receipt of the decision, file a request for appeal of the decision to DSHS for final
resolution.

If the grievance resolution requires reallocation, the time involved in the grievance
process andhe timely distribution of funds will be taken into consideration. If the
retroactive reversal of a decision will adversely affect the delivery of services to the
community, an award shall be adjusted in the following grant reallocation process or
possilly the next grant period.

§1.04 QUALITY MANAGEMENT

PoLicy

The HIV Administrative Services program of the Brazos Valley Council of Governments will
perform tasks related to quality improvement in accordance with the Quality Management
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(QM) Plan deveped by the HIV program. The purpose of the QM plan is to set forth a
coordinated approach to addressimguality assessment and process improveméot the

Brazos Valley Council of Governments, in its role as the HIV Administrative Agency (AA), and all
eligible subcontractors. In following the Quality Management Plan, the AA will: (1) assess the
extent to which HIV health services meet or exceed established professional standards and user
expectations, and (2) develop strategies for ensuring that suchcesnare consistent with the
guidelines for improvement in the access to and quality of HIV services. The plan will be
evaluated and updated on an annual basis. Quality improvement activities will be reported to
DSHS on a quarterly basis and to the BVGB&x&d monthly.

§1.05 CLIENT GRIEVANCE PROCESS
PoLicy

Following the guidelines established by the Texas Department of State Health Services, the
Brazos Valley Council of Governments has established a process for clients to file a grievance
against asubcontractor. It is the policy of the Brazos Valley Council of Governments to
effectively and promptly handle grievances from persons living with HIV/AIDS, or family
members and friends acting on behalf of the client, living within the Central Texa&HBi®/
PlapningAdministrative Servick NBF @ LF (GKS @A2tl GA2y Aa 27F |
Monitor will be involved in the investigation and resolution of the complaint.

The complaining party is first encouraged to utilize the internal grievance procedtitbe o
subcontractor concerning programs funded by the contract. However, the client always has the
right to file a grievance directly with BVCOG by phone or in writing via mail, fax, or email.

A grievance may be filed by a complaining party on one orenodrthe following grounds:
improper application of rules, regulations, and procedures (but not the rules, regulations and
procedures themselves); unfair or improper treatment; discrimination based on race, religion,
color, sex (including sexual harassmersiexual orientation, age, disability, or national origin.
The complaining party shall not be discriminated against nor suffer retaliation as a result of
filing a grievance in good faitbr participating in the investigation of a grievance.

PROCEDURE

1. Grievances Regarding an Immediate and/or Serious Th@aevances regarding an
immediate and/or serious threat to the client should be reported immediately to
./ hDQa | L+ tNRBANIY alyl3aSN®» {GFFF dzy OSNI I
immediate andobr serious threat should immediately contact the HIV Program Manager
for clarification. BVCOG will refer grievances of a clinical nature that pose an immediate
and/or serious threat to the DSHS HIV/STD Clinical Resources Division.

2. Reporting a Grievancelf the complaint cannot be resolved through communication
between the complaining party and the subcontractor, or if the complaining party is not
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comfortable complaining to the subcontractor, the complaint may be made directly to
BVCOG. The following pemures apply to complaints made directly to BVCOG:

1 Complaints concerning subcontractors may be made to BVCOG via telephone,
email, fax, or mailed letter.

1 The identity of the complaining party(ies) will remain confidential unless explicit
permission to eveal their identity is obtained by BVCOG. Complaining party(ies)
also may remain anonymous while reporting to BVCOG.

1 BVCOG will utilize the BVCOG HIV/Health Services Complaint Intake Form to
document incoming complaints. This electronic record is pastywmtected
and all physical documentation pertaining to the complaint (e.g. faxes, letters)
will be stored in a locked file cabinet within the HIV/Health Services office.

1 Once the full complaint is recorded, BVCOG will begin investigating the
complaint mmediately.

3..+/ hDQ& IINPOSaad F2NJ AVOPS&GAII Tha WACohtradd NA SO |
Monitor and Program Manager of the BVCOG will investigate all verbal and/or written
grievances provided that sufficient information is available. Investgatiinvolving
immediate and/or serious threats are given the highest priority. Grievances involving
discrimination will be investigated wrder to determine the best way to respond to the
grievanc® . +/ hDQ&a Ay @SadGAal A2y taduallskzicéswid IANA S
focus on the fairness and completeness of the grievance process used by the provider,
or its agent, as well as implementation of processes to resolve the grievance itself.

4. Time frames If requested, the complaining party will receivan initial written
acknowledgement from the HIV Program Manager withém (10) working days
following receipt of the written grievancelhe response time may be longer if the
Program Manager is unavailable at the time the grievance is receiVéus
acknowledgement will outline the process for reviewing and responding to the
grievance (including who will be involved in the process, the projected timeline, and
who will respond in writing to the complainantl.he subcontractor and complaining
party, ifthe complainant has agreed to be contacted again regarding the complaitt,
receive a written response to the grievance witltiwenty (20) working daydollowing
receipt of the written grievance,. The response will outline the steps that will be taken
to try and resolve the conflict. BVCOG will try and resolve conflicts as quickly as possible
and, where appropriate, with the least amount of formality. Steps that will be used in
resolving conflicts will most often include conference calls and meetbejaieen
BVCOG and subcontractors. Should BVCOG not be able to complete the investigation
and resolve the issue within 20 working days, the complaining party will be notified and
BVCOG will have an additional 20 working days to complete its investigatioresolve
the issue
After investigating the grievance, HIV Administrative Services will:

1 Dismiss the grievance, should there be a lack of sufficient evidence or cause to
proceed, or

1 Request a corrective actignlan from the subcontractor, which will outline the
protocols and strategies utilized to address the issue.
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5. Appeal ProcessShould the conflict not be resolved to the complaining party's
satisfaction, the complaining party may appeal to the Texas DepartmeBitaté Health
Services. The grievance should be submitted in writing to the Civil Rights Office in
accordance with time frames stated in their policy, be signed by the complainant, and
contain the following information:

a. The full name, work address and honaeldress of the complaining party
submitting the grievance;

b. The organization from which the grievance arose;

c. A concise statement of the facts of the grievance to include the identity of the
person(s) alleged to have committed a wrongdoing or discriminagginst the
complaining party; and,

d. The remedy/solution sought by the complaining party submitting the grievance.

81.06 AANEW EMPLOYEE ORIENTATION AND TRAINING
PoLicy

It is the policy of the Brazos Valley Council of Governments HIV AdministratiweeS Program

to provide training and orientation to new employees of the program, in addition to and in
conjunction with the orientation procedures outlined in the BVCOG policies and procedures.
HIV program orientation and training will be limited todwledge and skill building specific to
the AA roles and responsibilities, as well as program and contract requirements.

PROCEDURE

1. New employee orientation for joBpecific requirements will be conducted by both the
Program Manager and the curremmployee, whenever possible. If an overlap in
employment by the current and new employee is not possible, then training and
orientation will be solely the responsibility of the Program Manager, who will involve
other program staff in the orientation of #h new employee as necessary and
appropriate.

2. At a minimum, new employees will be trained on the topics outlined in the attached
chart, in addition to a list of required readings and external trainings or meetings
appropriate to the position. The orientat plan will be implemented in accordance
with the following timeline:

1 Reading materials will be provided at the start of employment and should be
O2YL) SGSR 6AGKAY GKS TFANRG H 6SS1aod
materials with the employee toresure the employee fully understands the content.

1 In-house training will be conducted on an ongoing basis throughout the first month
of employment.

1 External trainings and meetings will be scheduled within the first 90 days of
employment whenever possihlas scheduling or budgeting constraints allow.
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3. Attheendofthe 9RI & AYUINRRdzZOG2NE LISNA2R>X (KS SYLX
performance evaluation to determine whether the employee has met the minimum
standards and what, if any, further trainingare needed. The supervisor will then
develop a staff development plan to outline any further training needed for the
employee to meet the standards, including a timeline for completion arelviauation.

The performance standards should be met withim@nths of employment, unless
particular activities in the standards have not yet occurred or another timeframe is
specified by the supervisor in the staff development plan.

4, . +/ hbQa O2yiGNY OGSR /ftAYAOLIf az2yAl2NlogAff o
ensure the individual is qualified with an appropriate clinical background. Additional
trainings will be scheduled as the need is identified based on the qualifications of the
selected applicant. The Program Manager will provide orientation on BVCOG
reimbursement and contracting procedures and may work with DSHS clinical staff as
needed to ensure appropriate trainings are identified.

5./ hDQa CAaOlf az2yAlG2N) gAff o©0S GNIAYSR o
additional training specific to HIV fumdy and program requirements by the HIV
Program Manager.
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Meetings, Shadowing, or External

Reading Materials Training Topics (#house)

Trainings
All HI I HIV program policies, procedures and plans I Overview of the entire program, each staff { Individual needs identified below
Progfam | q Texas Department of State Health Services HIV YSYoSNRa NBfSasz adn
Staff policies (global policies and HIV service policies) systemin Texas, and other broad program
9 Administrative Agency Roles and Responsibilities and funding information
1 HRSA Ryan White Title Il Manual I ARIES (entry requirements, reports

available, how the data are used, etc) and
the data reporting process/structure

1 Reporting forms, previous subcontractor and AA | 11 Reporting requirements (quarterly reports,

quarterly reports, and monthly reports to the BvCq _ BYCOG monthly report, etc) _
board { Basic andelevant AA budget information,

1 Ryan White CARE Act of 2000 (with compilations) | ncluding travel and other budgeted
{1 CurrentRyan White4h4/AIDS T t activities, allowable and unallowable costg
ModernizationAct of 2006 (Public| 109 and documentation of expenses/ BVCOG

115Y egislation policies regarding expense documentatior|

5 and processes

fFHoeuse Report 10895 _ _

9 Measuring WhaMatters: Allocation, Planning, and T %uililgr;neﬁ:%evrg%t (f?el\(jllerc;icl) arr;(ilnstate
Quality Assessment for the Ryan White CARE Act q ’ prog

1 Public Financing & Delivery of HIV/AIDS Care:
Securing the Legacy of Ryan White

9 DSHS contragdrovisions, current work plans and
performance measures

Progiam | 9 Subcontractor contracts and correspondence 1 BVCOG management procedures and 1 Management training as available
Manager | ¢ previous site visit reports processes, including staffing, check and identified by HR
1 Previous site visit reports from DSHS monitoring vi| ~ réquests, credit card usage, etc. {I Attend site visits of BVCOG
of BVCOG 9 HOPWA program and reporting subcontractors
1 Previous HIV program expenditure and budget requirements 1 Attend-meeting-ofthe-Austin
information 9 Previous HOPWA training materials Papt_—A—Fllannmg—GeuﬂQH—te-beeem_e
{l 2006CurrentCentral Texas HIV/AIDS Planning Ared {1 Monitoring process from initiation through farmiliar-with the-planning-process in
Needs Assessmentport closeout that-area
1 2007-200%CurrentCentral Texas HIV/AIDS Plannir] 1 RFP and contract development process
Area Comprehensive Services Plan 9 Contract amendments
1 Current Data Improvement Plan 9 Subcontractor reporting and expenditure
9 ARIES User Manual monitoring

BVCOGEHIV Program Policies RevisedAugust2008une 2011
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Reading Materials

9 DSHS HIV Services Taxonomy, including definition
andacceptable use

9 HRSA monitoring standards

1 HRSA HAB performance measures

Training Topics (knouse)

1 Overview/training on the planning process
needs assessments, priority setting,
comprehensive gin development and
implementation, allocations/reallocations
process, community input

1 ARIES training: reporting requirements,
monitoring and oversight of data quality,
current status of subcontractor compliance
with data requirements

9 AA contract and budgeAA expenditure
tracking and previous expenditures

Meetings, Shadowing, or External
Trainings

Contriact |  DSHS HOPWA Manual 1 HOPWA program and reporting 1 Not necessary, training can be
Monifor | ¢ DSHS Clinical/Case Management Standards requirements provided by Progim Manager and
1 Federal HOPWA Regulations 1 Previous HOPWA training materials current Contract Monitor, when
1 Previous site visit reports {1 Monitoring process from initiation through| ~ Possible
{l 200&CurrentCentral Texas HIV/AIDS Planning Areg ~ Closeout
Needs Assessmentport 1 RFP and contract development process
9 2007-200%CurrentCentral Texas HIV/AIDS Plannir] 1 Contract amendments
Area Comprehensive Services Plan i1 Subcontractor reporting and expenditure
. HRSA monitoring standards monitoring
! HRSA HAB performance measures
Plannier | 9 2006CurrentCentral Texas HIV/AIDS Planning Areq  Overview/training on the planning process  Shadow departing BVCOG Planner)

Needs Assessmentport

{| 2007-2009CurrentCentral Texas HIV/AIDS Plannir
Area Comprehensive Services Plan

9 Administrative Agency Planner Performance
Standards, Expectations, Core Competencies, Dut
and Required Activities

9 DSHS HIV Services Taxonomy, including definition
and acceptable use

9 HRSA HAB performance measures

needs assessments, comprehensive plan
development and implementation,
allocations process, community input

9 Contracting and budgeting process with
BVCOG subcontractoneallocations

1 Monitoring procesgnd how it ties into
planning

1 ARIES capabilities and information availal
including sampleeports, specific to the

possible

q . . X
Office-of-Attorney-General

1 Meet with plannersfronrDSHS
Consultant or other DSHS staff as
available

9 Meet with Austin Part A Office of

Support PlanningCouncil

Coordinator and Planner)

planning process

L Meet with Austin Part A
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Reading Materials

Training Topics (knouse)

Meetings, Shadowing, or External

Trainings
Administrative Agent
1 Attend-meeting-of-AustinPart A
HessseConne]

Data
Mandgger

I 2007-2009CurrentCentral Texas HIV/AIDS Plannir]
Area Comprehensive Services Plan

91 2008CurrentCentral Texas HIV/AIDS Planning Ares
Needs Assessment

9 ARIES User Manual

9 DSHS HIV Services Taxonomy, including definition
and acceptable use

11 Previous site visit reports
{ DSHS ARIESta-Manager-Cere
Competencidlolicies

! HRSA HAB performance measures

1 Current data monitoring process and
timelines

9 Connection between data management,
planning, and contract monitoring

1 Ryan Whited\VV/AID ProgrambateServices
ReportFerm-{fermerh-CADR processes,
timelines, and best practices training from
current BVCOG data manager

1 ARIES ReportExportreport-creation-and
troubleshootingARIES Client
troubleshooting, frequent provider agency
guestions

91 Processes for creating/deactivating:
agencies, users, contracts

1 ARIES data security

9 General ARIES Client ws® administration

1 Shadow departing BVCOG data
manager, if possible

9 Advanced MS Access training, if
needed

9 Meet with Austin Part A
Administrative Agent data manager
and program manager

9 ShadowanotherPart B AA data
manager preferably-Clay-Allisen-at

ER S Resouree Crowis
recommended by DSHS

9 Meet with DSHS Part B data
management contacts

i1 Conference call or individual phone
meetings with all subcontracting
agencies
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§1.07 INTERNAL REVIEW BEXXPENDITURE AND UTILIZATION DATA

PoLicy

The HIV Administrative Services Program will meet to review subcontractor expenditures and
service utilization on a monthly basis. During the review, HIV Administrative Services Program
staff will identify utilzation and expenditure trends for planning and monitoring purposes.
Data will be examined for accuracy, completeness, and allowability. Expenditures will be
reviewed to ensure subcontractors are on target with projected expenditures and performance
measues, to determine whether reallocations are necessary, and to ensure expenditures are
consistent with the utilization data.

PROCEDURE

A.  The monthly utilization and expenditure review meeting will be attended by the HIV
Program Manager, Contract Monitor, Planner, and Data Manager. If one of the staff
members is unable to attend, they are responsible for reviewing the expenditure and
utilization reports and providing any feedback to the Program Manager wihifven
timeframene week of the scheduled meeting

B. Data sources
1. Expenditures will be reviewed using the monthly FSRs and Service Category
Expenditure reports submitted by subcontractors, which due to BVCOG the "16f
SIFOK Y2yiGK FT2NJ 6KS LINBOSRAY3 Y2yiKQa SELX
will compile all FSRs and Service Category Expenditure reports and present them to
the HIV program staff. The Service Category Expenditure repdlténclude the
following information for each HIV services contract:
a. Monthly expenditures by primary service category
b. Cumulative expenditures by primary service category
c. For direct, administrative, and total expenditures:
i. Total monthly expenditures
ii. Cumdative expenditures
iii. Allocation remaining
d. Explanations for any service category expenditures more than 10% off target
e. Description of trends or patterns in expenditures
2. The Contract Monitor will also present HOPWA FSRs and Detailed Expenditures
Reportsfor review by program staff. Staff will review expenditure§ enantBased
Rental Assistance (TBRAShort Term Rent, Mortgage and Utilities (STRMU)
Supportive Services, Permanent Housing Placement Services, and Administrative
Costs.
3. Utilization wll be reviewed using service delivery information entered into ARIES by
subcontractors. The BVCOG Data Manager will compile this information @sing
combination-of- ARIES crosab-reports—and-ad-hocrepagimilable reporting tools
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linked to the ARIES databasReports presented to the HIV program will inclutie t
following data by subcontractor:
Unduplicated clients served per monthistory of at least 6 months)
New clients enrolled per montthistory of at least 6 months)
Current number of active clientsistory of at least 6 months)
Units of service by progm/primary category and month of service
Unduplicated clients by program/primary category and month of service
For each BVCOG contract:
i. Unduplicated clients and units of service by program/primary category
for contract yea#to-date;
ii. Unduplicated clientand units of service by
program/primary/secondary category for contract ydardate;
iii. Unduplicated clients and units of service by program/primary category
for the previousand current contract years month;
pe—badbeiener oo andl n e ol copnce s o e neradecca il ary
category-forthe-previous-month

-0 o0 T

iv. Comparison of contract utilization with outpgbals for each contract
compared toexpenditures in the current contract year.

C. Review of subcontractor expenditures
1. Prior to the monthly meeting:

a. The Contract Monitor will receive monthly FSRs with the attached Service
Category Expenditure report andcord the date the reports were received into
the reports log.The Contract Monitor willhen-file-a-copy-aneview theService
Category Expenditure sheets for completeness mdnsure there are no @r-
expenditures in any service categoriel$.the subcontractor is ovet00% spent
in_any service category, the Contract Monitor will contact the subcontractor to
discuss the oveexpenditure(s) and to request a revised reimbursement request.
Copies of approved documenigll be filed with the Contract Monitor, who will
forward the originaldocuments to the HIV Program Accountant.

b. ¢KS 1 002dzyiillyiG oAttt NBGASEG GKS Cc{wa F2N
8O0 1S3I2NE 06dzRISG YR O2YLINB GKS NBAYO
backup documentation (general ledger). The Actant may follow up with the
subcontractor to discuss any problems or to clear up any questions the
Accountant may have. The Accountant will thembmit-complete a check
request, attachingthe FSR$SR Service Category Expenditure report, and
backup documentationand submitto the HIV Program Managewith—a-note
showing that is has been reviewed and is clefoegpaymentignature The
check request will be forwarded the Executive Director for signing, then to the
Finance Department for processmg
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' bursement request.
jce , di eports for

: A . the
a¥e j y—unexplained

c. Any areas identified in the reports that warrant immediate action or clariiecat
will be brought to the Program Manager as soon as possibleo may call a
meeting of AA staff to discuss next step®n a quarterly basis, th€entract
MenitorAA staffwill also review the quarterly reports from subcontractors to
compare expenditures to other itemeported, such as funding issues, staffing

changes, progress on performance measures;-éfee-guarterhyreports-will-also
b&dﬁe%sed-&ﬁh%#p%%ﬂ-meeﬁﬂg%-&'%taﬁ

o

2. At the monthly meeting:

a. Contract Monitor will distribute FSR and SCE forms for the previous malatig
st el lopcobsoine e sepcoppiac e pn cne s oo dia ]

b. All attendees will review expenditures and discuss afifytarget amounts,
trends, possible reallocation needs, and any inconsistencies with the utilization
data;

c. Topics needing additional clarification from subcontractors or opportunities for

reallocation will be compiled by theregram-Manag&ianner

D. Monthly review ofservice utilization
1. Prior to the monthly meeting, the Data Manager will compile utilization reports, as
described above, and distribute to HIV program staff;
2. At the monthly meeting, all attendees will review the utilization information for each
subcontrator alongside expenditure data to identify trends in use;
3. Topics needing additional clarification from subcontractors will be compiled by the

PregramManagePlanner

E. After each monthly meeting, th&rogram-ManagePlannerwill compile questions and
comments for each subcontractor drnemail to theProgram Manager who will make
assignments for _each item. HIV Staff will then contact shibcontractorcentactior
clarification. Each subcontractor will be provided a timeline for respondiagd
responses will be used to guide reallocations angdure the AA is aware of the status of
expenditures/utilization at each agencyComments from each meeting and responses
from subcontractorsarewill be kept on file by the AA.

BVCOEHIV Program PoI|C|es Rewsed%&gush%@@%hne 2011
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F. If AA staff identifya potential overspending or lapse in HOPWA funds, the AA will first
contact the subcontractor to determine the cause. If overspending is the problem, the AA
will work with the subcontractor to determine the best strategies for ensuring funds are
availabé for the remainder of the contract year, which may include prioritizing clients
who need HOPWA assistance or implementing restrictions or caps in accordance with

+/ hDQa LJ2Seting RestHatichsian Elierdt Services or Payment Amduiits L F |

subcontractor expects a lapse in funds, BVCOG will work with the subcontractor to
determine the amount of anticipated unspent funds and will contact DSHS to determine
whether that money can be reallocated to another agency.

G. Additional review of data quali: The Data Manager will complete a desktop review of
SIFOK &adzoO2y iNI OG2NRa& RIFGEF SyaNmRSa 2y | | dz

Desktop Review tool. Subcontractors will be notified of deficienciebana-ovided-with
a deadline for making corrections.

Section 2: Subcontractor Policies

82.01 TECHNICAL ASSISTANCE
PoLicy
Due to-the various needs that will arise for subcontractors, the Brazos Valley Council of
Governments will provide technical assistance at the start of a contract for newly funded
subcontractors and on an aseeded basis throughout the contract period. The responsibility
lies with the subcontractor to request additional technical assistance after the initiation of a
contract. BVCOG may also initiate technical assistagica need igdentified.

PROCEDURE

A.  Contract StadUp
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1. Within three (3) months of the date that an agency commences services, the Contract
Monitor will schedule an Orientation Site VisifFhis-site—visitor conference call as
deemed necessary by BVCOBVCOG may choose to waitfgs requirement in
specific_situations, for example, if a previously funded program and its staff remain
intact but fiscal and oversight responsibility move to a different umbrella
organization. Orientatiorsite visis will be conducted consistent with ghpolicy on
Monitoring Newly Funded Subcontractors.

2. BVCOG will work with the newly funded agency on developing a plan and timeline for
creating new policies and processes as necessary. BVCOG may also schedule multiple
technical assistance conference calleetings, and/or desktop or_ follow up
monitoring Visits as necessary. The level of technical assistance and oversight
required for a new agency is dependent on the capacity and infrastructure already in
place and will be determined at the sole discretiof BVCOG.

23. BVCOG staff will request certificates and provide initial trainingtbenJRS

systepARIE %0 the staff responsible for data entry amghality-managemeontersight
This will be done in a reasonable timeframe as established by BVCOG and the agency.

B. Further Technical Ass&ice

1. As the Brazos Valley Council of Governments becomes aware of significant changes in

contract requirements, the AA staff may schedule a subcontractor meeting as

necessary and as funding allows. The Monitor may also send out information via e

mail or ordinate conference calls in order to conserve funds.

If the changes are minor, the Contract Monitor will explain the changesmiaike

3. The Brazos Valley Council of Governments will provide training requested by the
subcontractor as needed for theRS-systerARIE database application.

4. The Brazos Valley Council of Governments will also provide additional technical
assistance as needed. Technical assistance will be provided mainly throogits e
K2y S OFrffasx YSSGAy3aszs | yR {stdPAd@dfwill KS | R
first attempt to resolve technical issues by phone or email. If TA is provided by
phone, the AA staff will send a follemp email so both parties have the information
in writing. Site visits will also be conducted as warranted bgm needs.

N

C. Requests for Technical Assistance

1. Technical assistance needs that are minor and can be addressed quickly should be

completedever—the%etepheneudny emall when approprlate

32. The Admlnlstratlve Agency staff h&se—% hree ( ) business days to attempt
contact with the subcontractor regarding the request. This timeframe may be
extended if the appropriate staff is unavailable.
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4.3. If a request is made in writing and the appropriate staff is unavailable, the
subcontractor_may forward the TAequest may—beforwardedto the Program
Managerand/or-Executive-Directdor an attempt at contact.

54. When contact is made, the Administrative Agency staff member will assess the
request and determine the most appropriate response with the agency.

6.5.  FechnicalWhenever possible, technical assistance reguests—will be
leggedlocumented in writing via _email, eithe as the Fechnical-Assistance—Log.
original source of the assistance provided or as a follow up to a verbal discussion.

82.02 RESOLVING CONFLICTS WITH SUBCONTRACTORS
PoLicy

The subcontractor shall utilize its internal complaint procedures for all complaints made by the
Subeontractaubcontractor, participants, or other persons concerning programs funded by the
Contract. If the complaint cannot be resolved at the subcontractor level, the complaining party
has the right to file a complaint with the Brazos Valley Council of Governments.

The Brazos Valley Council of Governments will provide a process by which conflicts with
subcontractors can be addressed and resolved quickly. A subcontractor shall not be
discriminated against nor suffer retaliation as a result of filing a complaiggood faith or
participating in the investigation of a complaint.

A grievance may be filed by an employee, subcontractor, or client on one or more of the
following grounds: improper application of rules, regulations, and procedures (but not the
rules, regulations and procedures themselves); unfair treatment; illegal discrimination based on
race, religion, color, sex (including sexual harassment), age, disability, or national origin;
improper application of fringe benefits; or improper working conditions$.is the policy of
BVCOG, insofar as possible, to prevent the occurrence of grievances and to deal promptly with
those that occur. All subcontractors, clients, and BVCOG employees shall follow the grievance
procedures covered under section 15.0 of thé@®DG policies and procedures manual.

PROCEDURE

1. Informal Complaints The first step in the conflict resolution process is for the
complaining party to attempt to resolve the conflict by some form of informal conference
with the Program Manager. If thisformal conference does not result in a resolution of
the problem(s) that is satisfactory to all parties, a formal written complaint may be filed.

2. Formal Complaints Formal complaints must be in writing, signed by the complaining
party, and presented tdhe Program Manager. A statement of the specific remedial
action requested by the complaining party must be included in the written complaint.

3. The HIV Program Manager of the BVCOG will review the complaint in order to determine
the best way to respond tdie complaint.
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4.  The subcontractor will receive an initial written acknowledgement from the HIV Program
Manager within ten (10) working days following receipt of the written complaint. The
response time may be longer if the Program Manager is unavailabteeatime the
complaint is received. This acknowledgement will outline the process for reviewing and
responding to the complaint (including who will be involved in the process, the projected
timeline, and who will respond in writing to the complainant).

5.  The subcontractor will receive a written response to the complaint within twenty (20)
working days following receipt of the written complaint, sending a copy of the response
to the Executive Director. The response will outline the steps that will be takey and
resolve the conflict. BVCOG will try and resolve conflicts as quickly as possible and, where
appropriate, with the least amount of formality. Steps that will be used in resolving
conflicts will most often include conference calls and meetingsvéen BVCOG and
subcontractors.

6. If the conflict is not resolved to the subcontractor's satisfaction, the subcontractor may
appeal to the Executive Director. The appeal must be made in writing to the Executive
Director, specifying the reason(s) for the appeAt the time of the appeal, the Executive
Director will determine the process for reviewing and responding to the appeal (including
who will be involved and the projected timeline for reviewing and responding to the
appeal).

7. IftheconflictisnotresdSR (2 GKS &adzom O2y GNI OG2NDa al dAia
subcontractor can submit a complaint to the Department of State Health Services.

§2.03 COLLECTION OF CLIENT AND CUSTOMER SATISFACTION
INFORMATION

PoLicy

It is the policy of BVCOG twllect client and customer satisfaction information for use in
guality improvement activities. BVCOG will collect information from subcontractors to assess
their level of satisfaction with services provided by the HIV program. Subcontractors are
requiredto collect client satisfaction information to determine whether the services provided
are meeting the needs of the clients. BVC@@&may also directly collect satisfaction
information from clients as a part of the annual monitoring process. All of the rirdtion
collected will be used by subcontractors and BVCOG to improve services provided.

PROCEDURE

A. BVCOG Subcontractor Satisfaction with the Administrative Agency
1. BVCOG will send an email to all subcontractgzasoundthe end of each Ryan White
grantyearbeginning of the next yearequesting them to provide anonymous feedback

to the AA using an online satisfaction surveyp-osted—to6——BVCOGOs HI
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http://hiv.bvcog.org/

o g

The survey requests feedback using-pdint satisfaction scale assessing the following
areas: subcontractor selection, contranbnitoring, timely reimbursements, technical
assistance, data management, contract initiation and revisions, and assistance with
reallocation requests. The survey also includes four egraged questions asking what

has worked well with the AA, what hastnworked well, what recommendations they
have for improvement, and a request for additional comments or suggestions.
Subcontractors are asked to complete the survey within a 2 week timeframe. Surveys
are completed online and returned anonymouslyo the—HPMN-—website
admiristrateBVCOG

The HIV Program Manager sends out a reminder email prior to the due date to
encourage participation.

The surveys are forwarded to the BVCOG HIV Program Manager to compile the results.
The Program Manager forwards the results to the AA staff and the Q@ivintibee.

The QM committee meets to discuss the results and to determine what AA services can
be improved/addressed based on the results. The committee develops a plan, using
the PDSA method, on which changes to test, how to test and implement the change
what the timeframe will be, and which staff will be involved. The AA will also discuss
what kinds of technical assistance or trainings were identified as a need from
subcontractors and how to implement those activities.

B. BVCOG Subcontractor SatistecSurveys

1.

BVCOG subcontractors are required to collect client satisfaction information annually.
Subcontractors must include, at a minimum, questions that assess each of the service
categories they are funded to provide.

The survey should be approately worded to elicit potential barriers to access,
cultural competency, and quality (e.g., general satisfaction, client participation,
perceived outcomes, continuity of care, effectiveness or result of service, timeliness of
care, customer service/stagkills).

BVCOG will review client satisfaction surveys and responses to ensure the above
requirements are met.

Subcontractors must distribute the surveys to all active clients and document that all
clients were given an equal chance to participate. Sutsaotors are encouraged to
employ other methods of advertising the surveys as well, such as flyers posted at the
agency where they would be visible to clients and blank surveys available onsite for
clients to pick up if they did not receive or lost theipg.

Surveys must be distributed to clients in a way that allows them to return the surveys
anonymously, including instructions asking cliemtsnot to provide their name,
avoiding any type of coding on the surveys, and avoiding questions that might
otherwise identify the client, such as county of residency.

Subcontractors must implement methods to encourage client participation and
maximize the return rate of surveys, including providing a-aeétfressed stamped
envelope, providing a drop box in the officeending multiple mailings, calling all
clients to encourage participation, etc.
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7.

Providers are required to applyzisthe information from these survey4o program
improvement efforts, when possible. BVCOG will review documentation during regular
monitoring vsits that surveys were analyzed, shared with all staff, reviewed to
determine ways to improve services, and testing/implementing changes to services.
Providers are required to report activities related to collection of client satisfaction
information on the quarterly report submitted to BVCOG. Results of surveys and any
other relevant documentation should be attached to the report.

. +/ hDQa va |/ 2YY kedsisSedghdotimdBadalsSant updates

of client satisfaction data and willse-any—relevantinformation collected fromthe
surveys for quality improvement efforts. BVCOG will work with subcontractors to
implement needed changes.

C. BVCOG Collection of Client Satisfaction Information.

1.

2.

BVCOGaceludesnay includethe collection of client satisfaction information as a part of
regular monitoring visits.

Three weeks prior to a site visit, BVCOG will send notification to the subcontractor that
BVCOG will be collecting client satisfaction information, along with terlébr the
subcontractor to send to all of their clients. The letter will be addressed to the client
from the subcontracting agencyroviding instructions to contact BVCOG using a toll
free number during specified dates and times.

This self selectionrpcess allows clients to choose whether they want to participate
while maintaining their anonymity, without adding confusion and potentially raising
confidentiality concerns if they were to receive mail directly from BVCOG.

Clients who choose to be a part the survey call and speak to the Contract Moniior
other designated BVCOG stavho provides basic information regarding the survey
and then conduts the survey over the phoneClients who speak Spanish only will be
transferred to a Spanisbpeaking BCOG staff member who has been trained in
administering the survey.

The survey consists of questions relating to the quality of services they receive, with a
focus on case management, referrals, and access to care.

There are no findings associated witietclient surveys, but the information gathered
from the surveys may assist monitors in identifying areas needing attention during the
site visit. The answers to the surveys are compiled and the agency receives a copy of
the results with the site visit gort.

Results from the client satisfaction phone surveys are forwarded to the BVCOG QM
Committee for review. Any concerns identified will be addressed using the process
outlined in the QM plan.

§2.04 SUBCONTRACTOR CLIENT COMPLAINT PROCESS

BVCOEHIV Program PoI|C|es Rewsedﬁfugblsngeéahne 2011

OPage31 of 84



The Brazos Valley Council of Governments has established required elements for a
subcontractor's client complaint process.

PROCEDURE

1. Subcontractors must have a client complaint process that includes the following:
a. Assurance that the process will be conducted in an impartial and timely manner.
b. Assurance that, if requested, client confidentiality will be protected during the process.
c. Assurance that clients and their caregivers have the right to file and pursue res/a
without fear of loss of services or any form of retaliation.
d. Assurance that the complainant will be provided with a written response regarding the
result of the complaint.

e. ForbEHSndedchinicaland-casemanagementsepdees: There must be a policy
and procedure in placesflectingvhich statesthat a clinician with appropriate training

and credentialse—evaluateguality-of-care—-must-auatavill addresscomplaints of a
clinical nature.

f.  When there is or may be a conflict of interesby having a member of the agency staff
review thecare,-thecomplaint it should be referred to BVCO&Gr either clincal or non
clinical care issues

g. Client must have the option of contacting BVCOG at any point in the grievance process
to have their grievance investigated by BVCOG staff. This must be included in the
written policy along with updated contact informatidor BSHS-ancBVCOG.

h. Timelines must be imposed for processing the complaint to ensure a rapid response.

2. For Housing Opportunities for Persons with AIDS (HOPWA) services, the subcontractor may
terminate assistance to a participant who violates program requésts; however,
subcontractors should terminate assistance only in the most severe cases. The
subcontractor may resume assistance to a participant whose assistance was previously
terminated. In terminating assistance to a participant, the subcontractortrpusvide a
formal process that recognizes the rights of the individual receiving assistance to due
process of law. This process, at a minimum, must consist of:

a. Written notice to the participant containing a clear statement of the reason for
termination;

b. A review of the decision, in which the participant is given the opportunity to present
written or oral objections before a person other than the person (or a subordinate of
that person) who made or approved the termination decision; and

c. Prompt writen notice of the final decision to the participant.

3. The subcontractor mustford at least equal protection for the client that DSHS's informal
reconsideration and due process hearing procedure affords to the subcontractor.

§2.05 TIMELYREIMBURSEMENT OF SUBCONTRACTORS
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PoLicy

Subcontractorgnustbill each month or submit a statement saying no expenses incurred during
the past month by the 18 of each month Any FSRs not receivés this daymay not be
reimbursed until the following muath.

Funds willonly be reimbursed for actual incurregbg-enlycosis, and must be accompanied by
appropriate supporting documentation for each request, as determined by BVCID@&.
subcontractor should use the budget as a guide for controlling expendituresramsdtaying
within the cost limits as set forth in the budget.

Expenditures should be planned in order to utili#esall funds within the contract period. Low
expenditures could lead to deobligation of funds unless adequate documentation is provided to
insure that expenditures will be incurred during the contract period.

Monthly billing should include (all information included on monthly Financial Status Report):

Organization Identification

Reimbursement address

Contact person/phone number

Identification of the funding source(s)

Billing period

Amount of payment requestd by budget line item

Calculation of the requested payment

Total dollar amount of expenditures and remaining fund balance(s)
Signature of authorized individual

I v D D D

Supporting documentation must also be submitted with the monthly Financial Status Report as
well as other required reports such as the Service Category Expenditure Sheets for Ryan White
and State Services and the Exhibit A for HOPWA. BVCOG reserves the right to require
additional reports as needed to fulfill contractual obligations or to satigfguirements
imposed by DSHS.

PROCEDURE

1. All reimbursement requests will be logged in by BVCOG staff with the date the
request is received.

2. The request will then be reviewed by the Contract Monitor to ensure the contractor
has not requested reimburseamt for funds exceeding the allocated amount. If the
contractor has exceeded the allocation of any service category, the request will be
given to the Program Manager who will contact the subcontractor regarding the
overage. The subcontractor will be recpd to resubmit the request.

3. The request will then be submitted to the HIV Program Accountant. The Accountant
will review the FSR and tie out the requested amounts with the backup
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documentation. The Accountant will contact the subcontractors for atiwas and
re-submission if any discrepancies are found.

4, The Accountant will submit the FSR and accompanying information to the Program
Manager noting that the request is ok to pay.
5. The Program Manager will review the request, then complete and sign & chec

request and submit the request to the Executive Director for signature and
submission to the Finance Department for payment.

6. All of the above steps will be completed within 1 week of receipt of the request,
unless revisions needed from the subcontractemisesausedelays. All attempts
will be made to complete the above steps and submit the check request for final
approval and signature by 5:00 p.m. on Friday in order for checks to be processed
the following week.

Any request formsghat do not ineludingnclude the appopriate supporting documents will not

be sent to Finance until the outstanding issues are resolved. Subcontractors will be notified of
the discrepancy immediately in order to avaidy-delays in reimbursements. Checks may be
KSf R o0& . =/ hDae ifBYOOE Gledalknging a ©W gash flow position and/or
BVCOG is waiting for reimbursement from DSB8bcontractors who are in immediate need
forof reimbursement should contact the HIV Program Manager; every attempt will be made to
expedite reimbursemets in urgent situations.

§2.06 TECHNICAL ASSISTANCE FOR NONCOMPLIANCE

PoLicy

The Brazos Valley Council of Governments will provide technical assittaaltsubcontractors
who are found to be out of compliance for contract provisions. Techmissistance will be
provided by the Administrative Agency (AA) whenever possible to prevent imposing a sanction.

PROCEDURE

A. Identifying the Need for Technical Assistance
1. BVCOG will conduct informal reviewsensure-compliance-oheach subcontractor
on a monthly basis to ensure compliance with contract requirements, including
reporting, fiscal, data, and program requirements.
2. BVCOG monitoring staff will also conduct desktaplits and an onrsite monitoring
visit with each subconti@or on an annual basis to review the program for contract
compliance and program performance.

B. Implementing Technical Assistance
1. The subcontractor will be notified in writing immediately when they are out of
compliance with a contract requirement.

BVCOEHIV Program PoI|C|es Rewsedﬁtugblsngeé}lme 2011
W10-16-20- 48 v Adm yPoliciesPolicies-& g ug08.de ) OPage34 of 84




2. The writen notice can bedeliveredeither by e-mail ora mailed letter detailing the
noncompliance, what action needs to be taken to correct the problem, and a timeline
for correcting the problem.

3. If the problem can be corrected by the subcontractor without assise, the
subcontractor will be required to submit evidence that the problem has been
corrected.

4. If the subcontractor requires additional technical assistance in order to correct the
problem, the AA will arrange a meeting, either via conference call @emon, to
discuss steps that need to be taken and ways the AA can assist the subcontractor in
correcting the problem.

5. The AA will send the subcontractor written notification of compliance with the
requirementonce the AA receives sufficient evidence ttieg problem is corrected.

C. Imposing Sanctions
1.. 2/ hD gAff AYLI&aS 2yS 2NJ Y2NB alyoOiAazyasz -
when one of the following occurs:
1 The subcontractor fails to cooperate with the AA or respond to the AA regarding
noncompliance with contract requirements.
1 The subcontractor fails to respond to adverse findings resulting from a site visit or
a complaint filed against the subcontractor.
f ¢KS adzo 02y iGN Oli2Nna | OdlAz2ya | ROSNASte& 7T
1 Anyother situation in which the AA determines that a finding of noncompliance
warrants such action.
2. The decision to impose a sanction depends on the severity of the finding or if similar
or recurring problems have been found in the past.
3. BVCOG will work witthe subcontractors as much as possible to avoid the imposition
of sanctions.

8§2.07 SUBCONTRACTOR SANCTIONS FOR CONTRACT NONCOMPLIANCE
PoLicy

It is the policy of the Brazos Valley Council of Governments HIV Program to follow the
procedure below whe a subcontractor is found to be out of compliance with contract terms.

BVCOG has various options it may take in regard to contract noncompliance, including
emergency action, corrective action or imposition of a sanction. The decision to require
corrective action or to impose a sanction depends on the severity of the finding or if similar or
recurring problems have been found in the past. In the event that a discrepancy occurs
0SU6SSY ./ hDQa alyOiAzya L2t A0 IctgrRheingst O dzNN.
recently enacted contract will be followed.

PROCEDURE
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Noncompliance with Contract Terms

Each subcontractor receiving funds through BVCOG signs a contract which outlines tasks or
requirements associated with receiving the funds. In sigtie contract, the subcontractor
agrees to perform those tasks or requirements. Noncompliance results when a discrepancy is
found in the administration of a program or a servioe an irregularity is found in the way the
subcontractor is spending and/orceounting for the funds. The discrepancy may be found
during a compliance reviewor it may be found by staff responsible for monitoring
subcontractor compliance with programmatic or financial accounting activities. The
subcontractor may also be found inomcompliance for failing to cooperate with the
investigation of a complaint or failing to respond to adverse findings resulting from a complaint
filed against the subcontractor.

Emergency Action
BVCOG is authorized to take an immediate emergency aatiem a reviewer determines that
a finding of noncompliance warrants such action.

Time frame and method for notifying subcontractor of emergency action

The reviewer, after conferring with appropriate BVCOG management staff, gives a verbal notice
on-site to the subcontractor to immediately discontinue the action or process. The reviewer
provides written notice of the required emergency action by certified mail within 10 calendar
days.

Time frame for the subcontractor to respond to emergency action

The sibcontractor must immediately discontinue the action or process that has prompted the
required emergency action. In addition, the subcontractor must provide an acceptable action
plan in a time frame specified by BVCOG to ensure that the circumstancesdtia@as which
caused noncompliance will not recur.

BVCOG action when the subcontractor fails to respond to the emergency action notice

BVCOG will decide what additional actions or recourse may be needed in order to effectively
stop the noncompliant agbn or process. Recourse may include the imposition of any of the
corrective actions listed in this policy and/or imposition of any of the sanctions described in this
policy or any combination thereof.

Discontinuing emergency action

Emergency action @iscontinued when the condition causing BVCOG to take emergency action
has been eliminated and BVCOG is reasonably sure that the condition will not recur.
Compliance will be determined by accelerated monitoring or other appropriate BVCOG
procedures. BVCOftifies the subcontractor in writing that the condition which elicited the
emergency action(s) has been resolved and additional action is not required.

Corrective Action
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When possible, BVCOG staff will require the subcontractor to remedy adverse findings by
recommending that the subcontractor take certain corrective action(s) before imposing a
sanction(s). When corrective action is recommended, the subcontractor is sulgetite
following BVCOG actions:

1 announced or unannounced compliance reviews to determine the cause(s) of
noncompliance;

1 technical assistance/training to assist the subcontractor in rectifying certain
noncompliant areas of service delivery or adminigta;

1 follow-up site visits, and

1 accelerated monitoring.

The decision to require corrective action or to impose a sanction depends on the severity of the
finding or if similar or recurring problems have been found in the past.

Time frame and method for notifying the subcontractor of required corrective action

Within 30 business days of finding subcontractor irregularities BVCOG sends the subcontractor
a written notice requiring corrective action to resolve the irregularitidge motice may be part

of the site visit report or it may be a letter relating findings from contract monitoring activities.
The notice informs the subcontractor of the need to develop an action plan to address the
irregularities that were found, the expesd time frame for resolving the irregularities and the
time frame for responding to the corrective action requirement.

Time frame for the subcontractor to respond to the corrective action

The subcontractor has 30 business days from the date of ther l&iteespond to the corrective
action requirement by outlining the action that has been takenwill be takento address the
findings. BVCOG may shorten this time frainerarrantedbased on the nature of the nen
compliance. A time frame for completing the actiotap and how the subcontractor will
determine the effectiveness of the action plan should be included.

BVCOG action when the subcontractor fails to respond to the corrective action notice
BVCOG will decide whether or not to issue a formal sanction théend of the allotted time
period, the subcontractor fails to respond by providing the proposed action plan.

BVCOG action when the subcontractor responds to the corrective action notice

BVCOG staff which directed the use of a corrective action re\tlsvsubcontractor's response
and evaluates it. Within 30 business days or less from receipt of the plan, the following
alternatives are available:

1. When the corrective action is acceptable, BVCOG staff reply in writing
acknowledging receipt of theesponse and that it is accepted.

2. When the corrective action is unacceptable, staff informs the subcontractor in writing
that additional action or information is needed. The subcontractor must respond within
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the timeline_established by BVCOGtaff may dicuss unacceptable portions of the
corrective action plan with the subcontractor over the telephone. Any agreemeots
OKIy3Sa FTNRY (G(K2aS RAaOdzaarzya akKz2dzZ R
BVCOG may decide to impose a formal sanction if thecsutactor fails to negotiate a
satisfactory corrective action plan.

BVCOG action when corrective action fails to resolve honcompliance

When corrective action has been required and the subcontractor is still not in compliance or
will not comply, BVCO@ay then decide to impose a sanction. BVCOG will determine what
sanction is appropriate based on the severity of the issues.

Sanctions That May Be Imposed By BVCOG

A list of possible sanctions is found in the BVCOG contract which both parties sigr. rGore
sanctions may be imposed depending on the extent of the problem, the impact on the clients
being servedand/or the seriousness of the problem. For the purposes of this policy, sanctions
are shown in three different levels depending on the seriousness of the action to be taken.

Level | Sanctions
One or more of the following Level | sanctions may be imposed

1. accelerated monitoring;

2. requiring the provider to accept technical/management assistance or training;

3. disallowing claims for payment or reimbursement on expenditured-expenditurefor
which prior approval was required but not obtained;

4. requiring additional, moreletailed, programmatic reports;

5. requiring additional prior approvals for expenditure of funds, and/or

6. referral to the DSHS Grants Management Division or Internal Audit for monitoring.

Imposing thelevellevell sanction
Staff of the program finding noncortignce may impose the level | sanction. Staff should follow
program procedures when imposing a level | sanction.

Time frame for subcontractor sanction notification
BVCOG provides written notice by certified mail to the subcontractor within 30 caleagarad
the decision to impose sanctions.

Content of the sanction notice and method of calculating response time

BVCOG staff issues a written notice to the subcontractor telling the subcontractor that this is
the official notice imposing the sanctiomhe sanction is effective upon receipt of the notice.
The notice must contain the following:

1. the area(s) found to be in noncompliance;
2. any references to previous correspondence;
3. anarrative outlining what must be done to achieve compliance;
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4. the expected time frame for reaching compliance, and
5. the deadline for the subcontractor to reply.

The time frame for the subcontractor's response begins with the receipt date on the return
receipt or the date delivery was attempted whichever comes fif$tat date is considered day
zero.

NOTE: When accelerated monitoring is one of the sanctions, a notice is not required to be sent
prior to performing the monitoring.

Subcontractor action in response to a notice of sanction

The subcontractor has 30 business days from the date the sanction notice is recgibbgdhe
timeline given in the letter to respond in writing to the findings. The written response is sent to
the person imposing the sanction and must include the folhauwi

1 acknowledgment of receiving the notice;
1 a narrative explaining how the area(s) of noncompliance will be corrected, and
1 specific time frames for achieving compliance.

The subcontractor may also ask for reasonable technical/management assistamamiog to
correct the area of noncompliancéhe-division-or-prograi®VCOGill decide if the request is
reasonable and within the capability of BVCOG to provide the requested assistance.

BVCOG action when the subcontractor fails to respond to the Level | sanction notice
BVC®@ will decide whether or not to issue additional sanctions if, by the end of the timeline
given, the subcontractor fails to respond by providing the proposed action plan.

Action required of BVCOG when a subcontractor responds to the sanction
The BVCOG program which imposed the sanction evaluates the response to determine if the
actions to be taken are appropriate and acceptable. The following alternatives are available:

1 When the response is acceptable, the program acknowledges receipt oéspense in
writing and informs the subcontractor that it is accepted.

1 When the response is unacceptable, BVCOG may negotiate with the subcontractor to
agree on an acceptable response or impose additional sanctions.

All decisions and agreements are uveed to writing and sent to the subcontractor for
authorized approval signatures.

Lifting the sanction

A sanction is lifted when the area(s) of noncompliance has been brought into compliance.
Compliance may be determined by monitoring through normal @8rocedures. BVCOG
notifies the subcontractor in writing that the sanction is lifted.
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Should a contract with a subcontractor expire, the sanction remains active until the
subcontractor has, if necessary, made restitution or has been prosecuted. lioaddccording

to the contracts signed by BVCOG and its subcontractors, BVCOG may delay contract execution
with a subcontractor while proposed or actual sanctions are pending resolution. BVCOG will
determine what action, if any, will be taken on the neantract. All correspondence, notices

and other pertinent documentation about the sanction become a permanent part of the
subcontractor's file.

Level Il Sanctions

The following are the Level Il sanctions which may be imposed by BVCOG:
1. Probation for a tine period specified by BVCOG
2. Temporarily withholding a portion of funds
3. Other actions BVCOG deems to be appropriate

Time frame for the subcontractor sanction notification
BVCOG provides written sanction notice by certified mail to the subcontractdnmnwB0
calendar days of finding noncompliance.

Content of the sanction notice and method of calculating response time

BVCOG staff issue a written notice to the subcontractor telling the subcontractor that this is the
official notice imposing the sanctioThe sanction is effective upon receipt of the noticThe
notice must contain the following:

the area(s) found to be in noncompliance;

any references to previous correspondence;

a narrative outlining what must be done to achieve compliance;
the expected time frame for reaching compliance, and

the deadline for the subcontractor to reply.

arwpdE

The time frame for the subcontractor's response begins with the receipt date on the return
receipt or the date delivery was attempted whichever comes first. The date of receipt or
attempted delivery is considered day zero.

NOTE: When accelerated monitagi is one of the sanctions or is used as a method of
determining compliance, a notice may not be sent prior to performing the monitoring.

Subcontractor action in response to a notice of sanction

The subcontractor has 30 business days from the date #metgn notice is received or the
timeline given in the letter to respond in writing to the findings. The written response is sent to
the person imposing the sanction and must include the following:

1. acknowledgment of receiving the notice;
2. a narrative tding how the area(s) of noncompliance will be corrected, and
3. specific time frames for achieving compliance.
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The subcontractor may also ask for reasonable technical/management assistance or training to
correct the area of noncompliance. BVCOG will dedidhe request is reasonable and within
the capability of BVCOG to provide the requested assistance.

BVCOG action when the subcontractor fails to respond to the Level Il sanction notice

BVCOG will decide whether or not to issue an additional saniftitwy the end of 30 business
days or the timeline given, the subcontractor fails to respond by providing the proposed action
plan.

Action required of BVCOG when a subcontractor responds to the sanction
1. When the response is acceptable, BVCOG acknowledges receipt of the response in
writing and informs the subcontractor that it is accepted.
2. When the response is unacceptable, BVCOG may negotiate with the subcontractor
to agree on an acceptable response aaynmpose additional sanctions.

All decisions and agreements are reduced to writing and sent to the subcontractor for
authorized approval signatures.

Lifting the sanction

A sanction is lifted when the area(s) of noncompliance has been brought intplieome.
Compliance may be determined by monitoring through normal BVCOG procedures. BVCOG
notifies the subcontractor in writing that the sanction is lifted.

When the contract with a subcontractor expires, the sanction remains active until the
subcontrator has, if necessary, made restitution or has been prosecuted. In addition, BVCOG
may delay contract execution with a subcontractor while proposed or actual sanctions are
pending resolution. BVCOG will determine what action, if any, will be taken on dhe n
contract.

All correspondence, notices and other pertinent documentation about the sanction become a
permanent part of the BVCOG subcontractor's file.

Level Il Sanctions and Final Notice of Permanently Withholding Cash Payments
One or more of thedllowing Level Il sanctions may be imposed:
1. Termination of all or part of the contract.
2. Suspension of all or part of the contract.
3. Denial of contract renewal or future contract awards for a period not to exceed five
years.
4. Reduction of contract funding amounts if the subcontractor is not:
(@) achieving or maintaining the proposed level of service, or
(b) spending funds appropriately and at a rate which will make full use of the award, or
(c) providing services as set out in the caatt.
5. Contract amendments resulting from noncompliance.
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In addition to these sanctions, this process also applies to a final notice of permanently
withholding cash payments.

Time frame for subcontractor sanction notification
BVCOG provides written notice by certified mail to the subcontractor within 30 calendar days of
finding noncompliance.

Content of the sanction notice and method of calculating response time

BVCOG staff issue a written notice to the subcontractor tethiegsubcontractor that this is the
official notice imposing the sanction, or that this is the final notice of permanently withholding
cash paymentsThe sanction or the permanent withholding of cash payments is effective
upon receipt of the noticeThe ndice must contain the following:

the area(s) found to be in noncompliance;

any references to previous correspondence;

a narrative outlining what must be done to achieve compliance;
the expected time frame for reaching compliance, and

the deadline fothe subcontractor to reply.

arwdE

The time frame for the subcontractor's response begins with the receipt date on the return
receipt or the date delivery was attempted, whichever comes first. The receipt date or the
attempted delivery date is considered dagra.

Subcontractor response to Level Il sanction(s) or final notice of permanently withholding cash
payments (25 TAC 8§ 18155)

When the subcontractor wishes to protest the Level Il sanction or final notice, a response
requesting a due process heagi must be sent to BVCOG within 20 calendar days of receiving

the sanction notice or final notice of permanently withholding cash payments. The response is
addressed to the person who sent the notice and must be mailed or hand delivered.

The subcontractomay also include the following:

1. a copy of the notification letter from BVCOG;

a written summary outlining the grounds upon which the subcontractor bases the
request;

a written description of the issue or issues to be resolved;

a written statement of the relevant facts;

documentation in support of the subcontractor's position, and

a statement and listing of authorities who support the subcontractor's position.

no
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BVCOG action when the subcontractor fails to respond
After the 20 calendar days have elapsed, BVCOG sends a certified letter notifying the
subcontractor that the sanction is being enforced immediately.
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§2.08 SUBCONTRACTING HIV HEALTH AND SUPPORT SERVICES

PoLicy

BVCOG develops the RFP for HIV services according to DSHS requirements. BVCOG may
request assistance or consultation from DSHS in developing the RFP.

PROCEDURE
|. RFP PROCESS
A. Methods of notifying providers regarding the RFP

Written notice willbe published in at least one widely distributed newspaper within the county
or counties in which the majority of the clients who are served with the funds reside. BVCOG
determines the content of each notice. The notice will include, but is not limitedhe
following items:

A description of eligible applicants

Required services

Deadline dates

Notice of applicant meeting dates

Contact point for the application/instructions
The source of funding

= =4 -4 48 -8 9

BVCOG may request a waiver of newspaper publication reeint from the State and use an
alternative means of notification. A request for a waiwglt include documentation supporting

the reason a waiver from newspaper publication is needed. The following circumstances are
examples for justification to use aaiternative means of notification.

The number of responding bidders has historically been very small

The size of the service area and the services available make newspaper publication
impractical

1 An alternative method of notification has proven to beledst as effective

il
1

If a waiver is granted, BVCOG will retain documentation of the alternative methods of
notification. Two or more of the following methods of notification must be used when a waiver
has been granted.

Public service announcements on i@@nd television

Mail-outs to service providers, organizations appearing on biddess lagtal chamber of
commerce list, and past applicants.

1 Phone calls

1
T
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 Facsimile transmissions
M Posters and /or fliers

B. Contract solicitation methods

A competitive RFP is an open competition in which anyone who meets the qualifications for the
RFP may submit a proposal. In most cases, multiple proposals requesting funding
considerations for particular service categories will be submitted. The prap@sel then
evaluated by an external review committee selected by BVCOG. The external review
committee will review and evaluate all proposals and submit them to BVCOG for review and
final funding decision.

A sole source RFP is an unusual situation ilclwé noncompetitive proposal is solicited due to
one of the following circumstances:

1 The requested services are only available from one source,

1 An emergency need for the services will not permit the delay associated with the
competitive solicitation,
1 Having sought a number of sources, competition is determined to be inadequate.

A single source RFP is a noncompetitive RFP that is adequately justified with restricted
gualifications. The item(s) or service(s) are so specifically and narrowly definetethéd)ior
services(s) could only be procured from a single source.

Justification must be documented and approved in advance by the State for sole source and
single source contracts.

C. Letter of Intent

The RFP will request that any organization adersng applying for these funds submit a letter

of intent and will give a due date. The letter of intent will not be required to submit a proposal,
but will be strongly encouraged in order to assist BVCOG in preparing for the review process.
D. Request foproposal content

The RFP contents must include the selection criteria tool that will be used to evaluate and score

proposals. It must contain the following information, depending on the type of the potential
provider:

1 For eightcategory budgeproviders, the following information must be included in the
proposal to provide services:

0@l O13NRdzyR 2F (KS | 3Syoe
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The RFP may also stipulate that potential bidders should provide information about any special
considerations thaapply to the category for which the proposal is submitted.

1 For feefor-service providers (e.g., an individual doctor, dentist, therapist, nutritionist, or
home health agency), service units are reimbursable at a predetermined rate per unit
that incluces all associated costs relevant to the delivery of that service. To encourage
participation of feefor-service providersBVCOG must ask for a detailed resume to
include valid state licensure (if applicable) and background experience. The RFP may
allow fee-for-service providers to submit a proposal that does not contain information
that may be expected of an eighategory budget provider (e.g., community outreach,
project evaluation, agency background, etc).

BVCOG must conduct meetings/workshops to provide assistance to potential applicants in the
application process. Meetings/workshops will be announced and scheduled in advance of the
proposal submission deadline. Announcements regarding the meetings/wap&séind other
pertinent information should be sufficiently broadcast to ensure all potential applicants receive
the notice in a timely manner. Samples and examples of all information requested in the RFP
should be provided.

[I. -EXTERNAREVIEW COMMITHE
A. Purpose

BVCOG is responsible for ensuring the external review process meets the standards set forth in
this section. All actions related to external review committee processes must be documented.

The purpose of the external review committee s fairly and equitably evaluate proposals
submitted as a result of the RFP using a selection criteria tool developed by BVCOG. The
selection criteria tool must be included in the RFP. Whendwor more agencies are to be
funded to deliver the same servicBVCOG decides funding amounts based on an objective and
equitable process.

B. Membership
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BVCOG selects the members of the external review committee. BVCOG will set up the external
review committee to provide a balance of service expertise and thdsetad and affected by

the HIV epidemic. Others to be included may be persons who have professional expertise in
providing the services to be offered. A balanced membership shall be achieved by using the
following guidelines:

Appoint no fewer than three embers

Decide on the maximum membership

Include at least one person living with HIV infection

Reflect the epidemic profile as closely as possible

Include an experienced health care professional when reviewing ambulatory care or
case management issues

Constler including business professionals

Select the remaining membership from traditionally undepresented populations,
including but not limited to: persons living with HIV, people of color, women, teenagers
at risk, mental health/social workers, familyembers, and other individuals who are
representative of the HIV epidemic in the service area.

= =4 -4 48 A
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When unable to achieve this balance, BVCOG will document how it attempted to meet these
requirements and submit to the State documentation for review prior to convening the
external review committee.

C. Process

BVCOG develops the selection criteria Itased to evaluate proposals that have been
submitted in response to the RFP. The tool must not discriminate against any class of provider
and should be included in the RFP. The criteria should include, but is not limited to the
following:

1 Fiscal manageent (e.g., qualified financial management staff, accounting system which
allows for funds tracking by source, boaadopted financial management procedures,
incorporation as a legal business entity, etc.)

1 Administrative management (e.g., weléfined, meaurable goals and objectives; client
grievance policies; clear and easily understood evaluation methogisality
management systemsielevance tot—he—P+-anni+-ng—Comprekensivd s proi
Plan goalsetc.)

1 Service capabilities (e.g., access to target population, service delivery experience in
HIV/AIDS or in providing services to similar populations, qualified staff, adequate
facilities to deliver the services covered under the funding, history of cooperatioh
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collaboration with other service providers, ability to meet national, state, and/or
community level standards of care, service and quality, etc.)

1 Other areas deemed appropriate to ensure that selected providers will deliver quality
services to thosenineed.

D. Conflict of Interest

Potential members of the external review committee who serve as a director, trustee, salaried
employee, volunteer, or who otherwise materially benefit from association with any agency

that currently receives funds, or maeeseek funds-being—considered-Hyirom BVCOG are
considered to have a conflict of interest. This conflict of interest must be declared and

membership on the external review committee must be declined.

A committee member who is aware of a conflict of interest on the pérammother member,
who does not declare the conflict, must report the conflict to the committee as a whole. The

committee mustdisgualify-the-memberwith-the-conflict-adismiss the member for failure to

declare the conflict of interest.

-SUBCONTRCTORSUBCONTHETORNFORMATION

Subcontractors must submit KS F2ft 2¢Ay3 G2 . £/ hD | & NBI dzA NX
application.

1 Subcontractor Data Sheet(s)
1 Detailed budget information, and
1 Other documentation as requested by BVCOG for all providers.

IV. -DOCUMENTATION

BVCOG must maintain all documentatisnpporting the selection process described in this
policy as specified in the General Provisions for DSHS Contracts. The documentation must be
kept on file and available for inspection by state or federal officials upon request. The required
documentatio includes the following information:

Announcements published in area newspapers or other media,

Copies of RFPs and requests for renewal applications, formats for competitive proposals
and documentation for sole source and single source proposals andiswar
Documentation of the criteria selection tool used to review and score proposals,

Copies of scoring sheets, minutes of meetings in which determination of funding
recommendations were discussed, and resulting scores,

1 Lists of the external review commigemembership, including a brief description of each
member and their expertise which justified their participation, and

1
T
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1 All waivers that have been requested.
V. PROCESS OF AWARD NOTIFICATION

BVCOG will notify awarded agencies of funding decisionsitmgvias soon as the decisions

KIS o06SSy YIRSo I 61 NR& oGAff Ffaz2 0SS Lka
http://hiv.bvcog.org No other information about the decision process will be released
although applicantsnay-requesin-vwitingtowill6 S LINE GARSR GAGK | &dzYYl

comments from_their _proposal This information will be included in the RFP guidance
document.

VI- GRIEVANCES

Grievances concerning funding decisions must be submitted in writing to the administrative
agency no later than the close of business three working days after the announcement of
award. BVCOG has a policy and procedure for reviewing and responding to a grievance that
may be filed as a result of this process. The grievance policy/procedurailabde upon
request. The result of the grievance process may be appealed to DSHS for final resolution.

§ 2.09 PROCESS FOR REALLOCATION AND REDISTRIBUTION OF FUNDS

PoLicy

The Brazos Valley Council of Governments has established elements for a process for
reallocations. This process must be complied with for all reallocations. Reallocations may be
requested by the subcontractor or initiated by BVCOG at any time based aerandtation of

client need. Subcontractors may request a reallocation if the subcontractor realizes a change in
client needs or service utilizatioand another funding source is not available to meet the need.

The Brazos Valley Council of Governmenth@&ged with allocating funds to service categories
based on client needs for each HSDA, as well as reallocating funds as necessary. Subcontractors
are required toconform tothe allocations that were approved by BVCOG and DSMfels may

not be moved betwen service categories without prior approval through the reallocation
process and BVCOG cannot reimburse subcontractors for expenses over 100% of what is
allocated to each service category.

PROCEDURE

1. Subcontractors requesting a reallocation of Ryahite Part B Service Delivery or HIV
Health & Social Services (State Services) funds must follow this procedure, which includes a
sequence of steps designed fibie efficient processing ek-allecationmeallocationrequests:

a. The subcontractor must complete and submd BVCOG ae-aliecatiomeallocation
request on the BVCOG-allecationeallocationrequest form. This form should include
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adequate justification and be submitted via email to the BVCOG Planrier faxto the
BVCOG HIV officAll dollar amounts on the reallocation request fornusih be stated as
the overall service category allocation, in other words, administrative costs should not

6S &adzo iNI OGSR sz\/ S\/USNJ\\/EI uKS I Y2dzyGla F2
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ab.Subcontractors of BVCOG may submiteallocation requestat any time during the
contract period up to 45 calendar days before the end of the contract peridtiis
limitation may be suspended at the discretion of BVCOG in the case of extenuating
circumstances such as a demonstration of exteeneed, emergency situations, or
other events. In the event of such a situation, the subcontractor should submit the
reallocation request as per the procedure defined in this pol

need, emergency situations, or other evenis. In the event of such a situation, the

e-defined in this

eguest to

e.c.Within 3 business days of receiving the request, thegram—Manager,—Contract
Meniter-Plannerand-Bata-Managavill meetto-diseugsviewthe request—Fhereguest
wil-be-reviewedusing current utilization and expenditure data, most recent quarterly
report, needs assessment, service category priorities, and other sources of data as
appropriate. Appoval of the request will be determined by the following factors: (1) all
required forms are correct and complete, (2) the request is fully explained and justified,
(3) all factors were taken into consideration, including other sources of funding and
utilizing funds as payer of last resort.

ed.The subcontractor will be contacted via phone or emailnediatelyfollowing-this
meetingand advised of any revisions that must be made tothellocatiomeallocation
request or questions needing clarification by the subcontractor.

f.e.If revisions or additional inforation are required, the subcontractor will be required to
provide the requested information to BVCOG via email within 3 business days. The
Program—Manager—Contract Menitor—Data—Manager—RBlahner willmeetagar—to

review the revised request within 3 business days of receipt of revisions or additional
information.

2. If are-allecationmeallocationrequest is initiated by BVCOG based on an identified need, the
following procedure will be followed:

a. BVCOG will discuss theatocation with the affected subcontractor(s).
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b. BVCOG will compile any documents and data necessary fomevie
c. The Planner will send the reallocation documentation to the subcontractorsahddule

a—meeting—with—the—subcontractorto—discuss—thalleeationdiscuss _any additional

concerns via email.

3. Within2-business-days-ef-final-approybthe reallocation request is approved by DSHS, the

following procedure will be followed:

a. The Planner will notifthe subcontractofs)-will-receive-netification-from-the Plannaf
approval wvithin 2 business dayandwill-be-requiredequest updated budgets and Table
1 be sento Contract Monitor.

3:b. The subcontractor wikubmitacorrect andrevised Table 1 andi-applicable-a
contract-amendmentrequebtidgets to Contact Monitor within two business days of

notification of appoval.

4. Within 5 business days of recervrng th’mal revision of theTabIe 1 and contract
amendment request : A ; o the

- may be
Hpelateethe Contract I\/Ionrtor WI|| update contract documents and subcontractor
documents.  Once the contract amendment is signed, it will be sent to the contractor.
Subcontractor documents will be sent to DSHS and send to the Data Manager to update
ARIES.

5, fGKS &dzo 02y i NI OdiafebddairealNGiipdisSriotiappforetlht any of the
levels listed above, the subcontractor will be notified in writing of the deméhin two
business daysas well as a reason for the denial and any further action requested b BVC
regarding revisions or resubmission of the request.

6. In the eventone of the above timelines cannot be met due to unforeseen circumstances,
BVCOG will notify all affected parties of the delay and will present a revised timeline for
complete resolution bthe re-allecationeallocationrequest.If a subcontractor is unable to
meet any of the above deadlines, the requesting subcontractor must contact BVCOG staff
prior to the deadline to arrange a new timeline for completion.

7. If any of the above requirements and dea@ls are not met, the reallocation request will be
denied and the subcontractor must wait 90 calendar days before resubmitting.
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§ 2.10 PAYOR OF LAST RESORT

PoLicy

HIV Subcontractors receiving Ryan White or State Services funds through Brazo€Matleil/
of Governments must bill third party payors before charging services to Ryan White and State
Services funds for all core medical care services. HIV Subcontractors funded for

Outpatient/Ambulatery-Medical-Caary core medical servicavhether adirect medicaleareor
non-medical provider must also chargelienisa fee for-ambulateryoutpatientmedical-care

visits—feito clients without a third party payor The above activities must be conducted in

I O02NRIYyOS 6AGK ¢SEI 5SLI NIYSyd 2F {dFa4S
number HIV/STD 590.001. Subcontractors who cannot meet inepovisions of the DSHS
Payor of Last Resort policy must apply for a waiver. BVCOG will monitor all subcontractors for
compliance with this policy.

PROCEDURE

1. Subcontractors receiving Ryan White or State Services funds through BVCOG for core
medical grvices must develop and implement policies and procedures that are in line with
DSHS policy 590.001.

2. Policies regarding payor of last resort and client fees must be submitted to and approved by
BVCOG prior to implementation.

3. BVCOG will monitor all subdoactors for compliance with DSHS policy and subcontractor
policies regarding payor of last resort and collection of client fees.

4. Subcontractors submitting a waiver must do so in accordance with policy 590.001. Waivers

must be submitted to BVCOG fapproval.

If a waiver is approved by BVCOG it will then go to DSHS for final approval.

BVCOG will promptly notify subcontractors when a waiver is approved or denied, in

addition to any further instructions or requirements.

7. BVCOG will monitor subcontractomho have been approved for a waiver to ensure a
current waiver is in place.

o o
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§ 2.11 SETTING RESTRICTIONS ON CLIENT SERVICES OR PAYMENT AMOUNTS

PoLicy

Ryan White Part B, State Services, and Housing Opportunities for Persons with AIDS (HOPWA)
Subcontractors of the Brazos Valley Council of Governments must get prior approval from
BVCOG before setting restrictions or caps on any client services funded by BV CO&Eng
Implementation of waiting listsSubcontractors wishing tonplement a waiing list orimpose a
restriction or cap beyond state or federal requirements, either on the service provided by the
agency or the amount of financial assistance provided, must submit a request and justification
to BVCOG for approval. BVCOG and HIV sulacbaits will make a good faith effort to ensure
clients have access to needed services and, thaien possibleservicesand/or funds are not
restricted beyond state or fiteral requirementsvhen-possible

PROCEDURE

1. Subcontractors must ensure they are maximizing Rjémte, State Services, and HOPWA
FdzyRa o0& adNAROdGte IFTRKSNAy3I (2 5{1{Q tI&2NJ
community resources whenever possible prior to requesting a restriction on client services
or funds. Subcontractors must closely moniexpenditures so action is taken before a
lapse in funds occurs. Subcontractors should also work with BVCOG to determine whether
areallocationor redistributionof fundsis possible before restricting services.

2. If, after the above steps are exhausted, subcontractor determines that client need
outweighs the resources and funds availabded setting a cap/restriction on funds is
necessary, a request and justification must be submitted to BVCOG, along with a proposed
policy for the restriction or waiting list Subcontractors are encouraged to work with
BVCOG on developing the proposed policy.

3. The request and justification must include the following information:

1 the primary category name

1 secondary category name(s)

9 all funding sources contributing to provision of this servioed amounts of those
sources

1_whether restrictions/waiting lists are in place for other funding sources

1 other resources/community agencies utilized

1 thereason for the cap/restrictiofwaiting list

1 how the restriction will be determined, including more restrictive eligibility criteria, and
the reason for that method of restriction

1 the projected result of implementing the restriction (e.g., how this wallphyou achieve
your goals; how it will impact the agency financially)

1 how this change will affect client outcomes and performance measures.
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The proposed draft policy must be attached the request BVCOG may request additional
information or documenttion as needed to assist in making the decision.

4. Subcontractors may use a variety of methods for imposing the restrigholuding, but not
limited to, more restrictive eligibility criteria, the number of times in a given timeframe the
client can recei® the service, limits on the amount of financial assistance provided, or
various levels of assistance based on some criteria (e.g., X amount of assistance for clients
at or below 200% FPL, Y amount of assistance for clients at or below 300% FPL, etc.).

5. Subcontractors may use one or more of the following criteria for imposing restrictions on
services or financial assistance (this is not a comprehensive list and the subcontractor may
propose criteria not included below; some of the criteria below mayb®appropriate for
all funded services):

1 Income level (e.g., at or below 300% FPL)
1 Number of dependents

1 Disease stage

1 Severity of need

6. Regardless of the method and criteria used, the agency must implement the restriction
consistently and fairly with allients. If the agency has a method for approving assistance
outside the restriction (e.g., in emergency situations), the process must be clearly defined in
GKS | 3SyodeQa LRtAOE YR R20dzYSyiSR Ay Of ASyi
in place(included in the policy) for objectively evaluating the criteria used for determining
GKS OfASyGQa StAIAOAtAGE F2NJ I aSNBAOS FyR
perceived bias (e.g., approval by a supervisor).

7. Once the request isubmitted, BVCOG HIV program staff will meet to review the request
and justification. Staff will also review patterns in expenditure and utilization data,
quarterly reports, relevant information from the most recent site visit report, and other
information as needed.

8. Once the decision is made, BVCOG will contact the subcontractor with any further
instructions,asf necessary.

9. Once the policy is in place, agencies must make the policy available to all clients. BVCOG
will request evidence that clients wereade aware of the policghangeduring subsequent
site visits. Whenever possible, subcontractors should make every effort to provide clients
with advanced notice of restrictions on services.

10.The subcontractor must closely track the progress of the sela@ continually reevaluate
the need for the restriction (at least quarterly). If the subcontractor finds it necessary to
tighten the restriction, this process must be repeated. The subcontractor must ease or
remove the restriction as soon as it is pide to do so. In this instance, the subcontractor
must notify BVCOG of the change and submit the revised policy. Clients must be notified of
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any change in the policy immediately after the policy is finalized or the change is
implemented, whichever oces first.

§ 2.12 TRANSTIONING CLIENFROMCASE MANAGEMENT SERVICES

PoLicy

BVCOGubcontractors who receive case management funds througimRVhite Part Band/or

State Services must implement a policy and procedurdrorsitioningclients who no longer
needcasemanagement but continue to need minimal financial assistance. These clients would
O2yiAydzS (2 06S &l OiAr@S OftASyiGaégd 2F GKS F3IASyOe
services. Clients in this category must be identified throuhb use of an established,
documented acuity tool, in accordance with DSHS standards of care.

PROCEDURE

BVCOG subcontractors funded fase managemergervices through Ryan White Part B or
Stake Services must establish a policy and proceduréifmharginga clientfrom case
managment servicesvhen that service is no longer needeghile continuing to provide other
available services to the clien€lients fitting in this category would remain as active clients of
the agency and maintaed in the ARIES databasEhe sibcontractorgbolicy/proceduremust
addressthe followingcomponents at a minimum.

1. Case managemeisitinded subcontractors must establishteria for determining when

clients fit into this category.

a. The policy must include specifigteria used to determine when clients fit into the
categories of (1) no longer neediagy service®r financial assistance from the agency
(thus discharging them completely from services), or (2) no longer needing case
management, but still requirinminimal financial assistance from the agency (e.g., only
needs assistance for insurance premiums)

b. The criteria in both instances above must include financial, psychosocial, and medical
stability and adherence to HIV care standards.

c. _The methods utilizetb determine the criteria above, including a thorough needs
assessment (at a minimum: assessment of housing situation, financial stability,
adherence to medical and dental treatment plans, medication adherence, access to
transportation, social support signs, mental health status and need for substance
abuse treatment or counseling), and identification of standard tools used for screenings

2. Procedures antimeframesmust be clearly defined in the policy.
a. Procedure for identifying @nts no longer needing case management (e.g., evaluation
of care plans; no need for assistance demonstrated over a 6 month period, etc).
b. Procedure for conducting the needs assessment and screenings (from Section | above)
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Procedures for oversight and appadwf discharging clients by a supervisor

Procedure for notifying client of discharge from case management with clear

instructions to call if anything changes, as well as education about local resources
Procedure for quality assurance of these files toura9olicies/procedures were

followed
Timeframes for any of the procedures detailed in the policy, including notifying client of

change in status, updating files-assessments (ie, to occur by the anniversary of
change in status), approval by supervissc.,

3. Procedures must be established for managing-nasemanageddients of theagency

a.

Procedure for notifying the client of his/her change in status with the agencglude

notification that client must notify agency of change in situation, as agtthange in
contact information and/or change in payment information (ie, change of health
insurance, or whatever it is the agency is paying for)

Documentation procedures, including how you will identify/document scase

managed (financial assistanceanls, both in the chart and in ARIES, and documenting
services provided to the client
Procedures for approving payments for these clients (who, when, how, etc.)

Conductingavyearlyle 34 S3aYSyid 2F GKS OftASyiQoa ySSRaxz

re-asessment tool to determine if anything has changed and if the client needs to re

enter case management. Theagsessment must be a-essessment of all needs and

FNBlF&a 2F GKS OfASyiQad fAFS 6AyOdhdeRingy 3 OF S
financial, psychosocial, etc). Theagsessment cannot merely be a case note indicating

that there are no changes.

Procedures for maintenanceof nédl 8 S Y I v 3SR Of ASyiGaQ FTAf Sa:

will be kept, who is responsible for adding payment infatibn and any updated case
notes to the file, as well as filing-essessments. Also, a description of who ultimately
bears responsibility for these clients (will it be the supervisor, will it be a specific CM?)
There needs to be a thresh hold for how rmdmancial assistance, and what types of

financial assistance, a client receives before CM is mandatory. For example, if a cIient
receives only financial assistance forlclh 8 & o6 dzii R2Say Qi y SSR |yeé
who receives only financial as$i$ Y OS> o6dzi A G Q& F2NJ GNJFyaLkR NI

drugs.
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Section 3: Monitoring Policies

83.01 FAIR MONITORING OF SUBCONTRACTORS
PoLicy

All subcontractors providing HIV client services funded by the Brazos Valley Council of
Governments ardo be treated equitably. A Priority Assessment Tool (PAT), specific to the
Scope of Work, will be completed for all subcontractors following each compliance site visit in
conjunction with the development of the Site Visit Report. The resulting rating &ssessment

of the contractor to provide guidance in determining when future site visits are to be
conducted.

PROCEDURE

1. A Priority Assessment TooPAT will be completed for each BVCOG subcontractor

following each site visit in conjunctron wrth themﬂopment of the Site VISIt Report.

page—et—the—PAI—'Fhese—pagesrsate be completed for each contract revrewed This

information should be completed based upon the most current site visit, the resulting site
visit report and any other approprrate documentatron as necessaiibre—teet—may—b

4.3. The PAT will be scored by taIIyrng the number of yes and no answers. The resulting rating
is an assessment of the subcontractor to provide guidance in determining when future site
visits are to be conducted.

5.4. A priority rating of I, 1l or 11l will bessigned based on the score. The subcontractor may be
imposed with a sanction if determined necessary by BVCOG.

6.5. The Contract Monitor will use the completed instrument to determine the date of the next
site visit, according to the priority rating and saoct levels of each contract attachment.

76. The PAT rating becomes effective on thetdate of the site visitetterfrom-BVCOG-that

Setopnoapes e coppeloled aple e L peno)|

§3.02 MONITORING OF NEWLY FUNDED SUBCONTRACTORS

PoLicy

Due to the complexity of each funding source's compliance requirements, all rieadgd
subcontractors will receive additional guidance in the form of an Orientation Site Visit and an
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Initial Site Visit. The Brazos Valley Council of Governments reserves the right to conduct
additional site visits as necessary.

PROCEDURE

A. PreAwad Site Visit

1. At least 2 months prior to the initiation of the contract (when possible), and prior to
final approval of the agency, BVC@@E-conduct-aPreAward-Site-\isitnay conduct a
PreAward Site VisitThe Prel 6 NR { A4S +A&Ald Yl & 06S o+ A@DS
current contractsare in place and in good standing with DSHS, the Austin Part A
Administrative Agency, or other similar state/federal agencies and/or documentation
received during the proposal process provides BVCOG with sufficient evidence of the
| 3Sy 08 Qa Ol dnty,@Qadiingastruéd@eY LIS (

2. ¢KS LlzN1lJ}22asS 2F (GKA&A @GArarad Aa G2 RSGOGSN)Ay
contractual requirements and minimum standards for service providers.

3. The agency will be sent all of the monitoring tools in advance of the visdal@ddar
days prior to the visit if time permits, including programmatic, fiscal, and data tools, as
well as clinical tools if applicable.

4. The review will be consistent with the regular monitoring BVCOG conducts on its
subcontractors. Anything that theotential subcontractor does not have in place, they
must either develop according to the timelines set by BVCOG or they must
demonstrate their capacity to meet the requirement.

5. The site visit will be followed by a site visit report to be completed as soon as possible,
but no later than 30 business days, after the viBite report will include timelines that
the potential subcontractor must adhere to in order to receive a coritrac

6. If deadlines are not met by the agenay documentation provided is inadequate,
BVCOG may deny implementation of a contract with the agency. BVCOG may also
deny contract initiation with the agency if the PPavard Site Visit causes BVCOG to
concludethat the agency does not have sufficient capacity to meet the contractual
obligations or meet minimum standards.

7. BVCOG will work with the agency as much as possible to assist them in understanding
the requirements of the contract and site visit report. V@OG will provide trainings
when possible and as needed by the agency to meet requirements.

B. Orientation Site Visit

1. Within three (3) months of the date that a subcontractor commences services, the
Contract Monitormay schedule an Orientation Site Wisvith the subcontractor. The
Orientation Site Visit may not be conductéch one of the following circumstances:
(1) BVCOG determines that all of the items to be reviewed and the information
needed by the subcontractor were coverelliring the PreAward Site Visit (2) a
previously funded program and its staff remains intact but fiscal and oversight
responsibility move to different umbrella organization, and BVCOG is confident that
the capacity of the program staff remains intact and meets expectatiand;(3) in
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other circumstances taken on a calsgcase basis that leads BVCOG to determine
that an onsite orientation site visit is not warranted
2—This—site—visitis—an—opportunity—for—the-Administrative —Agency—stafl—to—make
troductions-with-the-subeontractorand-give-an-everiew In the event that an

on-site visit is not conductedBVCOG will work with the newly funded agency on
developing a plan and timeline for creating hew policies and processes as necessary.
BVCOG may also schedule multiple technical assistance conference calls, meetings,
and/or desktop or follow up monitoringisits as necessary. The level of technical
assistance and oversight required for a new agency is dependent on the capacity and
infrastructure already in place and will be determined at the sole discretion of
BVCOG.

3. The first part of theOrientation Sié Visitincludes a meeting between AA and key
subcontractor staff. The meetingill begin with intoductions and arexplanationof
the roles and responsibilities of the Administrative Agency and the subcontractor.
Administrative Agency staff willeviewprovide the peliciesubcontractor with an
overview of contract and reporting requirements, the planning proc@essnitoring
teols-requirements, anddata requirementsand—other—contractissues—T.hisThe

subcontractorwill alsogive-the-Plannéravean opportunity tointreduce-the-planning

process-and-to-ansvask anyguestions-they may have.
3—Ataminimum4. The second part othe Orientation Site Visitwill—consist—of

includes a review of the menitering—teolsi dzo O2 V (i NI Ol 2 NDa SEA A
procedures, and documentation. This portion of the visihsiss of a review of the
subcontractor's Administrative and Programmatic Policy and Procedure manuals, a
review of personnel files, a review of any service specific standards of aatta

review ofdocumentationrequired inthe monitoring tools, including review ofclient

files. The Accountant's visit will consist of, but is not limited to, reviewing the
subcatractor's fiscal policies and financial records, as well as providing additional
technical assistance as needed. The Data Manager will also look at data security
requirements.

4—In-additien,th&. The Contract Monitor will verify that the subcontractor's client
satisfacton process is in place.

56. Any recommendations for improvements and any required actions will be
documented in a letter to the subcontractor. The subcontractor is responsible for
addressingthosd¢hese recommendations prior to the Initial Site Visit. Failue t
address the recommendations could result in sanctions including, but not limited to,
disallowed expenses for that time period.

C. Initial Site Visit
1. Within the initial contract year, the Contract Monitor will schedule an Initial Site Visit.
2. This sitevisit is an opportunity to evaluate the implementation of compliance
guidelines and recommendations from the Orientation Site Visit. Failure to address
the required actions from the Orientation Site Visit could result in sanctions for that
time period.
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3. The Initial Site Visit will be a full review using all current monitoring tools including
data and fiscal tools.

4. When possible, the Accountant will conduct a Financial Site Visit at this time. It will
include, but is not limited to, verification of timeshséunits of service and analysis
of theexpense reports against the general ledger.

5. Any findings and recommendations will be documented in a Site Visit Report to the
agency.

6. Any findings will need to be addressed in a formal PlaBafection€orrectionin
accordance wh the Plan of Correction policy.

7. Following the Initial Site Visit, each BVCOG subcontractor will be monitored according
to their PAT rating and BVCOG monitoring policies.

83.03 ANNUAL SITE VISITS

PoLicy

All subcontractors providing HIV client services funded by the Brazos Valley Council of
Governments (BVCOG) shall receive one-goranged site visit, to include a review of
compliance with financial, programmatic, data management and clinical/case maeagem
requirements within the timeframe required based on the most recent Priority Assessment
Tool rating-erne-less-than-ence-every-18-montAdditional site visits may be conducted as
needed. A formal written report on the site findings shall be provided to the subcontractor by
BVCOG withiko-business-dagae monthof the completion of the site visit. Subcontractors
have 30-business-dagse monthin which to respond in writing to findings unless another
timeline is given as part of the site visit report. BVCOG retains the right to make unscheduled
site visits at any tim whenthea need is indicated by specific circumstances.

PROCEDURE
A. Monitoring Process

1. Brazos Valley Council of Governments staff will contact appropriate subcontractor
staff to negotiate a scheduled date for the visit.

2. Written notification of the sitevisitwill-be-sent-to-agency-staft 30-calendar-days-prior
to-visit—A, along with acopy of the monitoring tools to be usedill be matedsent
via _email to primary agency contacts one monthprior to the apprepriate

subeontractor-staff-30-calendar-dayspriorto-visit. Monitoring staff will identify
the staff to be present and activities planne@he-subecontractorwill-be-contacted the

week priorto-the site visit to-confirm date and time of the visit.

3. Subcontractors must submitepies-efthe completed Policy Matrix and appropriate
policies requested—in—each—todb BVCOG at leasil4 calendardays before the
scheduled visit. The Accountant will also send a tdol the subcontractor, who will
return the required documents within the timeframe requested.
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34. Subcontractes will submit the Evidence Matrix to BVCOG at leastléndardays
before the scheduled visit.

4.5. Monitors will conduct desktop audits of the subcontractor prior to thesie review.
The desktop audit may include, but is not limited to, a reviewiraktiness of reports
submitted by the subcontractor, a review of agency/program policies and procedures,
and a review of information in the ARIES system regarding case management and
client care.

5.6. Monitoring staff at the Brazos Valley Council of Governmémtkides the Contract
Monitor (programmatic monitoring), the Data Manager (ARIES monitoring), the
Clinical Monitor (clinical and case management monitoring), and the HIV Program
Accountant (fiscal monitoring). The Program Manager and other staff may
accanpanyethermonitoring staff on site visits as necessary.

67.9YLX 28SS 2NJ Ot ASyli AyiuSNWASsa OFy oS

assist BVCOG in determining agency compliance and effectiveness of service delivery.

Fhdn the event that client interviewsvill be conducted, lie Monitor will send a
letter to the Contractor at least 3 weeks prior to the site visit including instructions
and a letter to be sent to clients. Client surveys will be conducted in accordance with
./ hDQa LJf A OetsaisfactiorRirifdrnida (boficy #208)A Sy

#.8. Monitoring staff will arrive at the designated subcontractor site visit at the agreed
upon date and time with all proper materials for conducting the site visit (site visit
evaluation instrument, copy of appropt@& sections of contract, schedule of
subcontractor submission dates for required reports, etc.).

8.9. A verbal entrance conference will be conducted which will include introductions and
an overview/outline of the site visit.

9.10. Monitoring staff will conduct analuation of the subcontractor using the most
current evaluation instruments.

1011. A verbal exit conference will be conducted with appropriate subcontractor staff
summarizintp summariz initial findings and recommendations.

1112.  Monitoring staff will complete a formadritten report of the site visit identifying
specific recommendations and findings and send the repo the subcontractor
within 30—business—dagse month of completion of the site visit, notifying
subcontractor of the requirement that they respond to all findings iiting within 30
business-dayme monthor in the timeframe indicated by BVCOG.

1213.  BVCOG staff will evaluate the subcontractor written response and notify the
subcontractor in writing of any inadequate responses. Staff shall notify the
subcontractor in writing when all findgs are properly resolved to close out the site
visit and include the PAT.

1314. The Contract Monitor will review the subcontractor response and take further
actions if the response is not received within the required timeframe, findings are not
resolved in a timly manneror the subcontractor is otherwise noncompliant.

B. Required Elements of a Site Visit
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The elements below are minimum required items to be reviewed on a full site visit. Some
of the items may not be applicable for follewmp site visits whichusually have a more
narrow focus.
1. Programmatic Site Visit
a. Desktop Review
1) Review Quarterly—Repertsquarterly reporis to see agency progress on
PerformanceMasureperformancemeasures.
2) Reviewieglog of when reports were submitted.
3) Review ofRsliciegoliciessubmitted by the agency prior to visit.
4) Review case notes and other documents in ARIES.
4)5) C
ompletion of tools to the extent possible.

b. OnSite Review

1) Review client files for appropriate documents, referrals and follow up on stated
issues.

2) Look for evidence of agency policies being followed

3) Camplete monitoring tools, including servigpecific tools, the core site review
tool, personnel file review tool, client file review tools, and the HOPWA tool, if
applicable

4) Interview staff, when necessary

2. Fiscal Site Visit
a. Desktop Review
1) Examine contracts, related correspondence, requests for reimbursements,
budget revisions and other appropriate documents.
2) Examine chart of accounts and General Ledger for the chosen quarter.
3) Check to ensure expenditures are allowed.
4) Test several employeeas a pay period for correct calculations.
5) Ensure that no overtime was charged to the program.

b. OnSite Review
1) Generalg review reports, examine personnel policies and job descriptions,
examine IRS tax exemption certification, and examine Board minutes,
2) Accounting Structure
3) General Ledger
4) Cash Disbursements (CD) Journal
5) Cash Receipts (CR) Journal
6) Personnel
7) Fringe Benefits

8) Travel
9) Equipment
10) Supplies

11) Contractual
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12) OtherCosts
13) Indirect Cost
14) Program Income (PI)
15) Program Compliance

3. Data Monitoring
a. DesktofReview
1) Check for missing andinknown data, as well asebwvicushy—inaccurate
entriesnconsistencies indicating improper or misleading data being recorded.
2) Conduct a review ofiealth Insurance Programs (HPhoth CAREHIPPand
State Servicelmsurance
3) Assess progress in goals ideetifin Agency Data Improvement Plan.
2)4) Policy review
b. OnSite Review
1) Client file reviewto check for backup documentation and consistency with
ARIES data entry
2) Security requirements check

4. Clinicaland Case Management Monitoring
a. Desktop Review
1) Agencypolicies
2) Complete tools to the extent possible based on the policies.

b. OnSite Review
1) Verification—ofrequired—licensureReview client filesfor elinical,—elinical
documentation of appropriateease management anekpsyechosecialclinical
care
2) Look for evidencéhat agency policieare followed.
1H3) C
omplete cI|n|caltasemanagemenSemeeLpFewele¥mon|tor|nq tools.

subcontractors-have-verified-thlmok for verification of licensureertification,
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heensu#egm credentlalsetefeﬁh&app#eaﬂa%e—staiﬁand%whese are

5) Interview staff, when necessary

C. Client File Selection

Client files to be reviewed will be selected prior to the site visit usingstémapling

methods outlined below. BVCOG will bring the list of selected files to the entrance

conference and will request certain files to be pulled as needed throughout the review.

Additional files may be requested as time permits or if issues identifiedant further

review. Mbnitorswill attempt to review at least 10% of active client filesbut no less

than 10-whicheveris—greataand no more than 50or more if time permits.Monitors

will also attempt to review a selection of inactive client files to ensure propehdige

procedures were followed.

1. For the programmaticreview, BVCOGWwiIll utilize a method similar to stratified
random sampling for selecting client files order to get the best cross section of
files. Alist of client numbers is generated from ARIE&iliag the types of services
received. Clients are randomly selected from each group or type of service.

2.CAtSa FT2NJ 0KS [/ f Ay A OlusingadofrandoznSanpldad&SIdA S o | N.
on the following factors: clients not meeting the standardoafre for medical or lab
visits, disease stage, acuity level, a high number e$haws, type and number of
medical needs identified, clients seeing a new medical provider, clients in intensive
or medical case managementhildren, new clientsand possiblyadditional files
identified by other monitors during the visit with significant medical issues.

3. Client files chosen for the data management review are selected using a simple
random sampling method through a randomizer website of all clients served during
the review period. Specific files may also be chosen if particular issues are identified.

§3.04 SUPPLEMENTAL SITE VISITS
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Supplemental Site Visits will be conducted for any established subcontractor as needed to
assess compliance with neyuidelines. The Brazos Valley Council of Governments reserves the
right to conduct additional site visits as necessary.

PROCEDURE

1. BVCOG staff will schedule a Supplemental Site Visit and send a copy of the appropriate
monitoring tool(s) to eaclsubcontractor no less than two (2) weeks prior to the review.

2. BVCOG staff will focus the review on newly established compliance criteria and may also
review Administrative and Programmatic Policy and Procedure manuals, personnel files,
client files, andany previous findings.

3. Employee or client interviews can be scheduled at BVCOG staff discretion. When
scheduling and conducting client interviews, BVCOG will strictly uphold client
confidentiality procedures and ensure that clients fully understahnait tthe interview is
completely voluntary and that they may opt out at any time.

4. BVCOG staff will communicate the results to the subcontractor in the form of a
Supplemental Site Visit Report.

5. Any findings will need to be addressed in a formal PlaBafections which will occur in
accordance with thélan of Correctiopolicy.
§3.05 FOLLOWJPMONITORING
PoLicy

When deficiencies are found that warrant additiomabnitoring at a subcontractobefore the
next annual visjit BVCOG staff will condudollow-up monitoring through orsite and/or
desktop auditsto verify that the Plan of Correction is beilmgplemented. The Brazos Valley
Council of Governments reserves the right to conduct additiémlfdw-up auditsas necessary
to verify the implementation of a Plan of Correction.

PROCEDURE

1. BVCOG staff will condu@llow-up monitoring when a subcontractor receives a Priority
Rating of | from the Priority Assessment Tool from the most recent site visit. BVOOG ma
also conduct followup site monitoring when it is determined necessary to ensure that a
subcontractor is meeting contractual obligations asthndards of care Followup
monitoringmay also be conducted due to a change at the subcontracting agencyasach
change in management, staff, or other circumsta;i¢dkat might warrant followup
monitoring.

2. BVCOG staff will conduct th®llow-up monitoring within six months following the
adoption of the Plan of Correction for an agency that received a Prictgus.

3. BVCOG staff will contact the subcontractor to determine staff availailéy onsite visit

is required
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4. The Contract Monitor will focus his/her review on the findings from the Site Visit Report,
any changes made to address the findings in #uepted Plan of Correction, and any
newly established compliance criteria.

5, 9YLX 28SS 2NJ Ot ASyd AyidSNBASga OFly 06S aO0OKSR
BVCOG in determining agency compliance and effectiveness of service delivery. When
schedulig and conducting client interviews, BVCOG will strictly uphold client
confidentiality procedures and ensure that clients fully understand that the interview is
completely voluntary and that they may opt out at any time.

6. The Contract Monitor will send a tet to the subcontractor regarding the follow up
monitoring that was conducted In the letter, the Contract Monitor will state that an
adequate system has been implemented to address each finding or recommend further
action by the agency.

7. Failure to implenent the Plan of Correction and address each finding to the satisfaction of
the Administrative Agency could result in disallowed expenses for that time period,
withheld reimbursements, or other sanctions.

83.06 PLAN OF CORRECTION

PoLicy

Whenfindings are identified during a site visit, the subcontractor will be required to submit and
implement a Plan of Correction to address all findings. A Plan of Correction may also be
required when deficiencies are found through desktop monitoring orsifigs are identified
between site visits.

PROCEDURE

1. BVCOG staff will notify a subcontractor of any findings in a writtenitoring report This
report will be accompanied by a dated cover letter.

2. The subcontractor will haviirty{30)-business-dagae monthfrom the date of he cover
letter to respond in writing to theeeport, unless given another timeline from BVCOG in the
cover letter.

3. The response will include a Plan of Correction. The Plan of Correction will detail the manner
in which the subcontractor will address eacimding and will include a timeline of
implementation for each step of the plan.

4. Failure to submit a Plan of Correction within the allotted timeframe may result in
suspension of reimbursement @¥the implementation of sanctions.

5. BVCOG staff will review tHelan of Correction for appropriateness and will either adopt or
revise the Plan of Correction.

6. Once the Plan of Correction has been adopted or revised, BVCOG staff will follow the
progress of the subcontractor's implementation of the established Plan wéGoon.
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7. Following the established deadlines, BVCOG staff will conduct follomarptoring as

necessary based on the Priority Assessment Tool.

Follow up site visits will be conducted in accordance withRokowUp Monitoring policy.

9. The Brazos ValeCouncil of Governments reserves the righttmductas many Followp
Site Visitsor desktop auditsas necessary to verify the implementation of a Plan of
Correction.

10. Failure to implement a Plan of Correction will initiate the Sanctions Article of ah&r&gt.
This can include, but is not limited to, disallowing expansaspending reimbursements, or
terminating the contract.

o

83.07 SIGNIFICANT SITE VISIT FINDINGS
PoLicy

When on-site or desktop monitorindeads to the discovery of serious concerns about the
quality of services that might negatively impact the health and safety of clients, BVCOG staff
will meet to determine the appropriate manner in which the findisigshould be resolved and

the appropriae sanction(s) if any, which should be imposed until the finding has been
corrected.

PROCEDURE

1. Whenon-site or desktop monitorindgeads to the discovery of serious concerns about the
guality of services that might negatively impact the health aafety of clients, BVCOG
staff will meet as soon as possible and will include appropriate DSHS staff if necessary.

2. Staff willdiseuss-the-conecern tetermine the appropriate course of action that needs to
be taken in accordance with BVCOG policies to resolve the con¢ars.information will
be articulated in a plan of action and conveyed to the subcontractor.

3. Depending on the severity of the concern, the Administrative Agency may elect to
immediately institute sanctions against the subcontractor until the situatioesslved.

4. The Administrative Agency will address the concern in any manner necessary to assure
client health and safety, up to and includjrtgrmination of the contract.
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Section 4: Planning Policies

8§4.01 COMMUNITY INPUT

PoLicy

To ensurethat the voice of the community, those infected with and affected by HIV/AIDS, is a
part of planning the delivery of services, planning activities will be carried out in accordance
g A (0 K PIArkKf@ Cdmmunity Input in the Central Tex@snninddlV AdministrativeService
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PROCEDURE

The BVCOG will conduct planning activities in accordance with the community input plan.
Planning products will be open to public comment for a period of 30 calendar days, utilizing the
input methods detailed in the input plan. Comment periods and input regarding planning
products will be handled in accordance with § 4.04 of the BVCOG planning policies.

84.02 REQUIRED INPUT

PoLicy

In accordance with DSHS policy regarding required commurpiyt, the BVCOG will obtain
community input when setting service category priorities, service category allocations, and in
developing the comprehensive services plan. The BVCOG staff may obtain community input for
other planning activities utilizing thmethods detailed in the community input plan.

PROCEDURE

The BVCOG staff will use input methods appropriate for each HSDA. The BVCOG staff will notify
community members of the planning product in development. Community input and
participation will be i®2 N1J2 NI 6§ SR (G KNRdzZK2dzi GKS LX I yyAy3
draft of the planning product will be open to a 30 calendar day public comment period. Input

will be handled in accordance with § 4.04 of the BVCOG planning policies.

84.03 PUBLIGIEARINGS

PoLicy
To comply with DSHS policy regarding community input requirements, the BVCOG will conduct
a public hearing once a year in each HSDA of the Central TexadrivstrativeServiceArea.
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PROCEDURE

Notification of the public hearing wible posted in accordance with the Texas Open Meetings
Act and other applicable state and federal laws. A legal notice of the public hearing will be
placed in the newspaper with the largest circulation for the city in which the hearing will be
held. Other méhods of advertising the hearing will be utilized in accordance with the input
plan. BVCOG will make fat-good faith effort in recruiting as many people as possible for
attendanceofat the public hearing.

Hearings will be conducted at a facility that is wiodelir accessible and in close proximity to
public transportation whenever possible. The public hearings will be recorded, with those in
attendance notified of the recording prior to the start of the hearing. Copies of materials being
presented will be madavailable to those in attendance.

Public hearings, at minimum, will cover the comprehensive services plan, including the service
category allocations for the next contract year.

84.04 COMMENT PERIOD AND USE OF INPUT

PoLicy

The comment period focommunity input will be open for 30 calendar days and use the
methods of community input as detailed in the community input plan. At the close of the
comment period, the BVCOG Planner and Program Manager will review all comments / input.

PROCEDURE

Commerts / input received during the public hearing and the comment period will be evaluated
based on economic and logistic feasibility; improvements to client services, delivery system,
administration, or other system components. When appropriate, commentsputirwill be
incorporated or change the planning product that is open to comment.

§4.05 ANNUAL REVIEW AND UPDATE OF COMMUNITY INPUT PLAN

The BVCOG Planner and Program Manager will review the community input plan on an annual
basis to ensure thathe plan reflects the best methods available in tG&@HASAor people to
provide input into the services planning process.

PROCEDURE

The review will evaluate the input methods and their effectiveness. Those methods that are not
effective in elicitingor collecting community input may be removed from the input plan. New
methods may be added to replace those previously removed, or augment the overall collection
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of community input. The BVCOG Planner will keep track of all community input method
suggestios offered throughout the year. These suggestions will be evaluated at the same time
of input plan evaluation for possible inclusion in the plan.
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Section55ection5: Data Management Policies

85.01 SYSTEM & SECURITY REQUIREMENTS

PoLicy

The Brazos Valle€ouncil of Governments, in accordance with Texas Department of State
Health Services requirements, will enforce the following requirements prior to installing ARIES
ASOdzNAGEe OSNIAFAOFGSE 2y adzO2y NI Ol 2 NgyO2 Y Lidzi
with the minimum hardware criteria and security standards set forth in this policy.

PROCEDURE

A. Minimum Hardware Requirements
The ARIES computer hardware must be adequate to run the program and its necessary
functions that include the following critéx:
1. Broadband connection
2. Minimum of 256M of memory
3. Color screen
4. Internet Explorers7.0 with all service packs and security patches or Internet Explorer
Explorer?8.
5. Windows2000XPoperating system or higher

B. Portable Computing Devices
B—ARIES security certificatest-be-instaliedgire not allowedon laptop computerssrby-with
BSHSor other portable computing devices without specifapproval of the Texas

Department of State Health Serwcmsd ender—the—ﬁe#em#ng—requwnents

ined from

B#G@G
2—DbSHS-approvemdherence tdhe sighed-agreement;
3—The laptop-user-has-a separate-sighed-statement-indicating restagiions of policy
HIV/STD 231.001, sections 1arH understanding-of-laptop-agraent/requirements;
4. The laptop is docked;
ETheloccp done o lecan e ol e
e e I

C. Other Security Requirements
In addition to minimum hardware and laptop use requirements, the following
security measures must be demonstrated prior to ARIES security certificate
installation:
1. The ARIES computer monitor is facing away from open doorways, hallways, or
other areas so wscreen data/information cannot be accidentally seen by-on
agency or nospertinent personnel;
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2. Only trained personnel who have a signed confidentiality statement in their
personnel file performs ARIES data input;

3.1. Subcontractor computers with ARIES cetifes installed on them are in
a secure area/office and/or behind a door with a locking mechanism.

2. Workstations with access to ARIES must be password protected at the Windows
login level and have a password protected screensaver program installed and
activaed. The screensaver should be set to automatically activate in 5 minutes
or less when the workstation is not in active use.

43. All ARIES passwords for all ARIES users must32e a§phanumeric
characters, including at least 1 number, at least 1 upper catser| at least 1
lower case letter, and at least one of the following symbols ,.{®)& QX ®
Passwords may not include the following:

alye OSNERA2Y 2F GKS dzaSNDRa ylYS 2NJ dza SN
b. | a SiNIdRidirth date;

Agency name or abbreviation;

Sequential numbers (i.e. 123878);

A password already in use by the user for accessing anything else (e.qg.

Windows passworg)

54. Users who are locked out of the ARIES system due to entering an
incorrect password/username combination should contact the BVCOG Data
Manager to have their pasvord reset. Passwords will not be emailed and
passwords will be given only to the user.

6.5. Certificates will not be installed on roaming Windows profiles.

6. ARIES may be accessed solely by the person whose name is on the ARIES
certificate used. Logins anckrtificates will be approved only for individual
users; no generic or shared logins will be approved.

®ao

§5.02 ENTRY OF FUNDING INFORMATION IN ARIES

PoLicy

The Brazos Valley Council of Governments will add and deactivate subcontractor funding
information, including contracts not administered by BVCOG, in the ARIES system for all
subcontractors according to the procedures below. BVCOG will automatically update ARIES for
all BVCO@dministered contracts, but subcontractors are responsible for notifyi@®8G of

HIV services contracts administered by other entitieBreventiciOther funding and—ether
fundingsources, such as prevention, which dowdt impactingmpact HI\Apositive elieniclients

or affectedelated client services will not be entered into ARIES.

PROCEDURE

A. Adding a New Contract
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1. Subcontractors requesting additional n@VCO&dministered HIV services contracts
to be entered into the ARIES system must notify the AA (BVCOG) in writing (may be e
mail or a mailed letter) with the following information for each contract. All
additiond funding sources for HIV servicesd/or data elements required by HRSA
must be entered as contracts in ARIES.

i. Agency name

ii. Funding source

iii. Formal contract name

iv. Contract number

v. Start and end dates for the contract

vi. Amount funded

vii. Service categories funded: iprary, secondary, and agency subservice level
applicable.

s fmsnel sl n el pr cnc b coropne oo adl nco e cubo ey e
viii. i-applicable,forFor each primary service category the funding amount allocated,

target unduplicated clients to be served, and target units of service to be
delivered for the contract period.

ix. Foreachageney-subservidevel ofservice category entered, thenit of service,
unit—of service—gda—unduplicated—clients—goaldefault number of units per
delivery,_and the default cost of services unit.

2. BVCOG will review and add the contract information once completed information is
received.

3. Subcontractors will notify BVCOG ofyareallocations or other funding changes for
non-BVCO&dministered contracts in a timely manner.

4. Contracts will be deactivatedy BVCO@nder the following circumstances:
i.  Contract termination due to noncompliance or lack of funding;
ii. Incorrect contracentry.

85.03 ARIES USERS & USER PERMISSIONS

PoLicy

The Brazos Valley Council of Governments will add to and remove users, as well as set user
permissions, from the ARIES system for all subcontractors according to the procedures below.
ARIES user gups and their corresponding permissions are intended to protect the quality and
confidentiality of data entered. The Brazos Valley Council of Governments requires that
subcontractors work with BVCOG to classify all ARIES users into appropriate ARjERIpser

Agency staff, in accordance with a Texas Department of State Health Services directive, will not
have permission to edit, create, or deactivate on any of the following ARIES screens:

1. Agency Info

2. Funding & Contracts
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3. Staff Edit
41. Staff Permission

. +x/ hD Olyy2G4x Ay I 002NRIYyOS gAGK 5{1{ ILxk{¢
need for access relates to surveillance, research, grant reporting, or other ancillary uses for
GKS&asS RIOl o¢

Agency Administrators and Agency Management should reqoestomization of ARIES user
permissions for their staff by contacting the BVCOG Data Manager via email. The Data
Manager will work with the agency to establish a set of permissions for each user that allows
for the most efficient data management. Userghaquestions regarding permissions are asked

to first consult the ARIES User Manual 842 rior to contacting BVCOG with inquiries.

PROCEDURE

A. Adding New Users

1. Subcontractors requesting new user access to the ARIES system must notify the AA
(BVCOG) in writing using the BVCOG New ARIES User form. The form must also be
I 002YLI yASR o0& | FFESR 02Lk® 2F (KS dzaSNDA

2. BVCOG will review and add new users once completed information is received.
Permissions for theew user will be set according to BVCOG Policy485.

3. BVCOG will authorizéae  3Sy 08 (2 Ayadalrftt ySg dzaSNaAQ O
appropriate subcontractor computer(s) within 5 business days of entry of the new user
into ARIES, unless staff is unavailalilewhich case the subcontractor will be notified
in a timely manner of a revised timeline for certificatetalatioravailability

4. The subcontractor will conduct primary training of new users, but technical assistance
should be requested from BVCOG if necessary.

B. Remwing User Access

1. Subcontractors are required to notify the AA (BVCOG) via email of any changes to staff
who have access to the ARIES system the same business day as or prior to the staff
LISNB2Y Qa GSNXYAYIFGA2Y 2F SYLX 28dYSyido

2. BVCOG will notify DSHS the samsibess day of notification by the subcontractor to
deactivate the user so that DSHS can revoke the user certificate.

3. BVCOG will remove the user permissions, removing access to the ARIES system. The
profile will be deactivated, if deemed necessary, [BHS.

C. User Permissions
New user permissions will be established based on the user group indicated on the
new user form and by answers to the following questions on the new user form:
1. 5254 (GKAa dzaSNDRa LIR2aAdA2y NBdgddasd anfor sk I 0 (0 K
information?
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2.525a (0KAa dzaSNDa LRAAGAZ2Y NBIdZANS GGKFG K.
risk information?

31. 52S34 UKAA dzaSNRa LRaAauAiAzy NBI dz
client datareports in ARIES?

2.52S8S& GKAA& dzduBeNiatthey b2 abke fioxud gerviidlata reports in ARIES?

3.52Sa (KAA dzaSNRa 1LlaAdArAzy NBIddZANBS GKIF G (K¢
in ARIES?

4. 528538 (KA&a dzaSNDR&a 1L2aAGAZ2Y NBIldZANE GKIFG (K
ARIES?

5. DoiSa (UKA& dzaSNRa LIRaAIGAZ2Y NBIldZANBE GKIFG GK:¢
ARIES?

6. 5254 GKAA dzaSNRA LIRaAGAZ2Y NBIdZANBS GKIFG (K
ARIES?

47. 52584 (GKAA dzaASNDa LRaAiAldAz2y NBIjdz
client case otes?

58. 52Sa4 (KAa dzaSNRa LRaAidAaAz2y NBI
enter/edit client case notes?

8.9. 5284 GKAA dzaSNNa LRaAdGA2Yy NBIjdz
client contact information?

710. 52Sa4 (KAa dzaSNRa LRaAbdAaAz2y NBIJ
enter/edit client contict information?

8:11. Is this user in a supervisory position?

9.12. Will this user be responsible for signing and sealing of case
notes?

1013. LA GKA& dzaSNDna az2tS ySSR F2NJ

surveillance, research, grant reporting, or another ancillary use fordata

85.04 CLIENT SHARING IN ARIES

PoLicy

The Brazos Valley Council of Governments and the Texas Department of State Health Services
require that each client file include the signed ARIES Client Information Sharing Consent Form

(or a BVCO@pproved substitute consent form) indicating whether tHeet agrees to share
their information in ARIES. No client information may be shared without the express written

consent of the chentAeepyeHh&ee%menHeway—be%ubsMﬁed#er&engmahﬁhechent

€es

e@an&a%ren—a/f)\SYU OZYasyus I-LJLJf)\Sa 2yte (2 AYyT2Ny

client information in ARIESall agency HIV services clients are required to be entered in ARIES.

PROCEDURE
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A. All clients will be presented the BVC@istributed ARIES client consent form (or a BVCOG
approved substitute consent form) at the time of intake by their Case Manager (or other
appropriate agency staff), who will explain in detail the effects of choosing to share or not
share their information in ARIES. Case managers should also explain to clients that share
status does not have an impact on whether client information is entémetie system and
that client consent is not required for ARIES entry. This discussion may take place via phone
if the client cannot meet factn-face. Agency staffiraés required to fully answer any
guestions the client has regarding ARIES and consultBXBOG if further clarification is
YSSRSR® ¢tKAd RAAOdzaaA2y aK2dzZ R 0SS R20dzYSy i S
may not be mailed to the client to be signed without the aforementioned explanation by
GKS OfASyidQa /1asS alyl 3SN®

B-A. All clientswill be asked to indicate their sharing preference on the ARIES Client Consent
Form after the staff member is satisfied that the client understands the implications of their
decision.

CA. ¢KS aArA3dySR ' wL9{ OfASyld O2yaSyldandraeN) & A f
corresponding share status will be indicated in their ARIES profile the same day as when the
form is signed.

DB-A. The ARIES client consent form will be added to the Eligibility Documents list in ARIES at
the same time the share status is updatédie Eligibility Document entry must also include
Iy SyYyiNB Ay GKS b20Sa FASER 2F 4{KINBREé& 2NJ
is preserved in the ARIES record.

EA. All clients will be advised that they may revoke authorization to share at anyairde
for any reason. Client should also be advised that if they receive services at multiple
agencies, the last share status entered in ARIES will apply to all service agkgeresy
staff will provide thereach clientwith an Authorization to Revoke Consefdrm if
requested.

85.05 ELEMENTS REQUIRED FOR ENTRY IN ARIES

PoLicy

The Brazos Valley Council of Governments and Texas Department of State Health Services
strongly encourage subcontractors to use the ARIES system to the fullest extent of its
capabilities. Subcontractors are required to ensure the correct entry and consistent updating of
required client data and service elements in ARIES for eackpdditve client. ARIES is
AYGSYRSR G2 0S5 ,b&ndacbBplishindithisYesdiresdikyaiatn ntty.
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Subcontractors are required by the AA to develop policies addressing the implementation and
guality management of the elements contained in this policy. Subcontractor policies should at
a minimum include details of who will be responsifide the entry of data and the monitoring

of data quality. The language and implementation of these policies will be monitored on a
regular basis.

PROCEDURE

Subcontractors are required to ensure correct entry and consistent updating of the following
minimum client data and service elements in ARIES for each client.

1. Search the ARIES database to insure that the client record was not previously entered in
the database. If the following searches do not yield a result, then proceed with entering a
new client

1 _Last name and First name

1 Last name followed by asterisk to firadiditional designation (e.qg. Jr. or Phdr)
hyphenated last name

1_Social Security Number (to find a name change)

{__Birth date.

1.2. First name, last name, middle initial (when applicab¥® Gt KSNRA& Y|l ARSY yI Y
date of birth, and gender;
T ¢KS OfASydQa FANRG FyR fl1ad ylFIYSa FyR YAR
appear on some form of legal identification (e.g., driver license, military id).
If a client does not have a milddinitial, the field must be left blank.
LF I OftASydQa aab Aada y20 (1y26y YR Olyy2i
name should be used. Every possible avenue (e.g., asking client to contact their
relatives, check their birth certificate, ejdor obtaining the MMN must be exhausted
0STF2NE (GKS OftASydaQa ftrad ylrYyS Aa dzaSRo
R20dzYSyiSR Ay GKS OfASyidQa OFasS y20Sao

il
il

2.1. All available information outlined in the following ARIES sections:

Demographics
1. The subcotractor should enter information for new clients within 2 business days of
the client enroliment date.
2.1.At a minimumthe following elements must be entered into ARIES:
a. Current client contact informatiog including fields for Residence, Emergency, and
ciey i Qa YIFAfkLIK2YyS O2y il O LINBFSNByOSao
b.a. Client demographic detaq including fields for Client ldentifiers, Hispanic, Race 1,
and Primary Language
eb. Client living situatiorg including fields for Current Living Situation Since and Living
Situation Note thatil KS &/ dzZNNByY G [ AGAY 3 {Addz A2y {
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record the annual verification of the client address. It must be updated at least once
during each calendar year for active clients.

e-c. Current client Agency Specifigsincluding fields for Shar®ata, Agency Status,
Status as of Dategrd-Agency-EnrolimentDad@ency Enrollment Date, and Agency
Client ID1. Verify that no services have been entered for dates prior to Agency
Enrollment Date.

3.1. cClientLlient contact information should be updated in ARIES immediately after a

change isonveyed by the clientiAdditionally, clientshould be required to complete a

written contact information update sheet that includes primary contact information
and emergency contact information on an annual basis. This hard copy should be filed
mtheOf A S)fu Qa '-F)\f So

Eligibility
1. The subcontractor should enter eligibility information in ARIES within 5 business days
of receiving information from a client.
2.1.At a minimumthe following element(s) must be entered in ARIES:
a. Current client eligibility documentg including fields for HIV Letter of Diagnosis,
Proof of Residency, Proof of Income (if required by the agency or program), Release
of Information, ARIES Consent Form, and Agency Consent FoeARIES consent
SYGNE Ydzaid | faz AyIONEARE Ndds fielshbd thein®iadlld a b 2 (
status is preserved in the ARIES rec&ubcontractors must file hard copies of these
documents in the appropriate client file at the time of entry of the information in
ARIES. Outdated or replaced eligibilitgcuments may be deactivated by the
agency.
b.a.Current financial information¢ including fields for Client and Household
infermatieincome
eb.Current insurance informatiorr SOGSNE Of ASy G Ydzad KIF @S SE
Ay a dzNJ y O SkentsSaftii M rdthe great majority of clientsghe primary
insurancemu-st+—h-ave—ANo—tnsuraneceowiladlss teehd as t
primary HIV insurancell available insurance information, including start dates and

policy numbers must be entered in ARIES.

C—|—I—e—H—'[ 6s fil e.
| ftASyiGa 6AGK yv2 AyadaNI yvOS Ydzaid KI @S abz2
and this entry should be marked as primary insurance and primary HIV insurance.
The start date for a no insurance entry should be the first day the client was without
insurance coverage.
The primary insurance policy period end must be recorded in the pehdydate
area _and be updated annuallythis will actually represent the last day of the
insurance plan year (date when deductible calculations restart). Use 12/31/2010 for
No Insurance entriegand Medicare In the Notes field for the primary insurance
policyenteri KS &SI NJ F2f{f{2¢6SR 06& a! LRIFIGSE o0Sdad
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Programs

1. The subcontractor should enter all available program information in ARIES within 5
business days of receiving information from a client.

2.1.At a minimumthe following element(s) must be &red in ARIES:
a. Current staff assignment information
b.a. Current information, as applicable, for CARE/HIPP

32 ye F2NXa LISNIUIFAYAYy3 G2 LINPINFYa GKS Of A S
file.

4.1 Client program information should be updated in ARIES idwately after any change
becomes effective.

5.2 Current client HOPWA informatianall fields (if applicable). Area Median Income is
not a required field for HOPWA funds distributed by BVCOG.

Medical
1. The subcontractor should enter medical informationARIES within 5 business days of
receiving information from a client or medical professional.
1. CDC Disease Stage, HIV diagnosis, and AIDS Defining Conditions must be entered for all
ARIES clients.
2. At a minimum, the following element(s) must be entered in ARIby Case
Management and OAMC service providers
a. Basic Medical informatiog including fields for Primary Med Care, Primary HIV Care,
. ’ - on iy s (i
appheable)and # Partners to be Notified by Health Department
b.a.  Medical History informatiorg including fields for CD4 Tests, Virahtdorests,
STI/Hepatitis Tests, Tuberculosis informatidime TB Test Medically IndicatBeld
and the corresponding date must be updataanually
eb. Ob/Gyn PAP tesi& Pregnancy information (if applicable)
3.1 Any available hard copy corroboration of mediaafformation must be kept in the
Of ASyiQa F3Syoe OFrasS YIylFr3aSYSyukYSRAOLI NE

Medications
1. The subcontractor should enter medication information in ARIES within 5 business
days of receiving information from a client or medical professional.
2.1.At a minmum, the following element(s) must be entered in ARIES:
a.Available Antiretroviral (ART) medications informatigrincluding fields for ART
Type, Antiretroviral Drugssndprescribing physiciandate started, dosage, and date
ended as appropriate
a. OtherMedications purchased with Ryan White funding should be documented.
3. Any available hard copy corroboration of medical information must be kept in the
Oft ASyiQa I3Syoe OIFasS YIylFraSYSyikYSRAOIf NE
4.3. Subcontractors are strongly encouraged to gather ARdication
adherence information from clients and track adherence with the ARIES system
consistently recording that data at the ART Medication tab
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Risk Factors
1. The subcontractor should enter risk factor information in ARIES within 5 business days
of receiving information from a client.
2. At a minimumthe following element(s) must be entered in ARIES:
a. Risk Factors informationClient Risk Factors

3. The following ARIES sections -assuiredto be utilized for case management clients
according to the followingninimumrequirements:

Case Notes
1. FheBVCOG requires that subcontractors enter all case notes into ARIES in an efficient
manner, that case notes are-s—+—g-n—e-d—re¥ieweckfar coereciospelling, grammar,

and professional tondy a qualified supervisor, and that case notes printed and

filed on a regular basis. All case management funded by BVCOG must be included in

ARIES case notes.

2. Case note entry

a.All case notes are required to be entered in ARIES within 4 business days of the
activity date.

b.Case notes must be enterédOOdzNJ (1 Sf & dziAft ATl Ay3a GKS ac¢elL
the Case Note screen.

c. Any personal thoughts on the client, descriptions of the client, or other personal
O2YYSyita GKIFIG R2 y2d FFFSOO aSNBAOSaE akK?z
saved as a gmratetypecase notetypec f f aLYLINBaaAzyaé¢ O as
marked as unshared by the person entering the case note.

3. Sign & Seal:

a. Supervisory staff must review case notes for comprehensive and professional
content (including spelling, grammar, andpappriate description) within 6 business
days of the activity date. Supervisory staff should insure that actistelated to
case management is not recorded in case notes.

a-Case notes are required to be signed & sealecbcbquarmea—staﬁ—membqu a
superviseryrole—{e-g—ecase-management-supervisor—orprdbRamasemanagey

entering the giginal notewrthrn 8 busrness days of the activity date

eempese—and—srqmut after approprrate review by supervisory sta‘rﬁd sear—ease
solos bl e seodbep oo bl oo e ooy s cenl e nofes
subsequent editing.
4. Printing case notes:
a. Subcontractors are required to print signed & sealed case notes at least once per
month.
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b. Casenote printouts are required to be filed in their respective client file.

Service Deliveries
1. Service delivery entry
a. All service deliveries are required to be entered in ARIES within 4 business days of
delivery. No service delivery may be entered with a ®aif Service prior to the
Enrollment Date recorded in Agency Specifics.
b.Invoiced service deliveries provided outside of the agermyrvicesshould be
entered within 10 business days of receipt of invoice by the agency.
c. The method for identifying the clientservadl i & G KS adzo O2y i NI O 2 NJ
d. All fields marked with a red starin_the service entry screeare required to be
completed.
e. All services entered are required to have the appropriate cost assigned, unless the
service is truly zergost. No BVCOfanded contract services may be zecost.

Needs Assessment

1. Fhe-BVCOG requires that subcontractors complete a needs assessment in ARIES for
each case management client on, at minimum, a semiannual basis.

2. Needs assessments are to be printed and filed in cligdin-a-regular-bassich time
basigach time a new assessment is completed

Care Plans

1. The-BVCOG requires that subcontractors initiate a care plan in ARIES focaach
managecclient on, at minimum, a semiannual basis.

2. Content of care plans must be adequate according to the cliricdl programmatic

programmatic requirements a¢heBVCOG and DSHS.

One care plan should be created for each new need.

Care plans are required to be updated on an ongoing basis with tasks, referrals, and

and services.n particular, target dates should be specific to each tasll #he

expected timeframe appropriate to the clierfiiseeds.

5. Care plans for needs that continue with the subsequent needs assessment do not need
to be recreatedq a task that indicates the need was reassessed and still remains
should be added to the exisijy care plan.

6. Service delivaes and referralserrespoendinassociatedwith a care plan should be
be entered through the appropriate care plan screen.

7. Care plans are required to be printed and appropriately filed at least every 6 months.
LF¥ NXBIj dzA NS R 0 @al pblicis, dliieatS sigd th&igitialicafdi phanl poot,
but do not need to sign printed care plan updates.

B w

Referrals
1. Fhe-BVCOG requires that subcontractors track referrals provided in ARIES for each
client on an ongoing basis.
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2. Referrals are required tbe updated on an ongoing basis with as much information as
information as possible, including Outcome and Outcome Datecurrent list of
referrals should exist in the client file and correspond to ARIES data.

85.06 DATA QUALITY REVIEW
PoLicy

The Brazos Valle@ouncil of Governments will work with all subcontractors to ensure a high
level of data quality ef-datain the Central Texa&lannindilV Administrative ServicArea
Subcontractors will be notified when missing or unknown data is foand will be required to
correct the data withinthea timeframe outlined by BVCOG. BVCOG will provide assistance to
the-subcontractors when possibland may require corrective action or impose sanctions for
noncompliance.

PROCEDURE

A. Review of data quality
1. BVCOG will run custom reports to detegne unknown or missing data on a monthly
basis for the first six monthsf ARIES use at each agerayd on at least a quarterly
basis thereafter.
2. BVCOG will review these reports to determine compliance with BVCOG data
management policies.

B. Notification

1. The subcontractor will be notified immediately in writing if it is determined that they
are out of compliance with BVCOG data management policies.

2. The written notice will be an email detailing minor data discrepancies. Agencies will be
notified of criticaldata issues with a formal letter.

3. The subcontractor has 30 days from the date of written notice to correct any
discrepancies and notify BVCOG, unless BVCOG specifies a different timeframe. If
technical assistance is required, the subcontractor shoafér to the BVCOG Data
Management Technical Assistance Policy §5.08.

4. If the subcontractor requires technical assistance in order to correct the, data
BVCOG determines that technical assistance is needed, BVCOG will arrange a meeting,
either via conferace call or in person, to discuss steps to be taken and ways that
BVCOG can assist the subcontractor.

5. Once sufficient evidence is submitted to the AA that the problem is corrected, the AA
will send the subcontractor written notification of compliance wikie requirement.
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C. BVCOG will respond to multiple incidents of noncompliance according to the BVCOG
Technical Assistance for Noncompliance Policy §2.06 Sarztontractor Sanctions for
Contract Noncompliance Policy §2.07.

DB.C.BVCOG will conduct annual -site and desktop monitoring of each subcontractor, in
accordance with BVCOG Site Visit & Monitoring Policies.

85.07 ———— DATA MANAGEMENT TECHNICAL ASSISTANCE & TRAINING

PoLicy

Due to the various needs regarding data management that will arise for subcontractors, the
Brazos Valley Council of Governments will provide technical assistance at the start of a contract
for newly funded subcontractors and on anraseded basis throughduhe contract period.
Fhe-subeontract@bcontractos may request additional technical assistance after the initiation

of a contract. BVCOG will also initiate technical assistance as needs are identified though
correspondence withand monitoring of subcontractors. B&¥OG will also conduct an annual
all-subcontractor in-person data management training sessiooovering topics to be
determined by BVCOG and subcontractor staff.

PROCEDURE

A. Contract StadUp

3.1.Within three (3) months of the date that an agency commeneesvices, the
Contract Monitor will schedule an Orientation Site Visit, which will be attended by the
Data Manager. This site visit will be conducted consistent with the poli@MZ0G
Monitoring of Newly Contracted Subcontractors Policy 83.03.

4.2.The BVCQ staff willinstalidirect installationof ARIES security certificates within one
(1) month of stardup. Initial training on the data collection application will be
provided to all agency ARIES users.

B.  Further Technical Assistance

51. FheBVCOG will provide suppomé training requested by the subcontractor as
needed for the data collection application.

6:2. Fhe-BVCOG willalso provide additional technical assistance as needed.
Technical assistance will be provided mainly throughagls, phone calls, meetings,
and through the AWAYAAGNI 6A QS | 3SyOeQa ¢SoariasSo
attempt to resolve technical issues by phone or email. Site visitsalitl be
conducted as warranted by program or project needs.

C. Requests for Technical Assistance
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1. Technical assistance neetleat are minor and can be addressed quickly should
be completed over the telephone or by email when appropriate.

8.1. For technical assistance needs that cannot be addressed over the telephone or
email, requests should be made in writjragnd sent to the Adminigative Agency.

9.2. The Administrative Agency staff has five (5) business days to attempt contact
regarding the request. This timeframe may be extended if the appropriate staff is
unavailable.

103. If a request is made in writing and the appropriate staff is @ilable, the
request may be forwarded to the Program Manage/orExecutive-Directeior an
attempt at contact.

114.  When contact is made, the Administrative Agency staff member will assess the
request and determine the most appropriate response with the agency.

125. Technical assistanceequests will be logged in a technical assistance log
maintained by BVCOG.

85.08 SUBCONTRACTOR INTERNAL POLICIES

PoLicy
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data management policies/procedurésat address the following topics:

1. Data security
Must outline internal procedures for ensuring data security and assignment of staff
responsibility for monitoring data securityThe specificagency staff position
designated as Local Responsible Partytrbasdentified.

2.1. Compliance with BVCOG data policy timelines
Must outline internal procedures for data entry, responsibility for monitoriagd

ensuring that BVCOG data policy timelines are;rmastl-responsibility-for-signing-and
sealng

3.1. Management/improvement of data quality
adzald 2dzitAyS K2¢ RIOF YIEYyFE3aSYSyd oAff 0 S
quality management plan, running and reviewing ARIES reports for internal quality
monitoring, and how corrections will be made when problems are identifieds
includes descrilmg the procedures for entering case notes within the established
timeline, having them reviewed by supervisory staff, signed and sealed within the
established timeframgand finally printed and filed in the client file each mon#n
annual data improvema plan coinciding with the Ryan White Part B contract year
must be established and approved by AA Data Manager with quarterly reviews and

updates.
4.1. New user training
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Must outline when new user training will take place and who will conduct it,
provisions fo increased oversight of new users, and how new users will be trained to
present and explain the ARIES client consent for sharing form to clients.

5.1. ARIES client consent
Must outline how information about ARIES will be conveyed to clients who do not

speak Eglish, consent procedures for clients of diminished mental capacity, staff
responsibility for explaining ARIES and sharing to clients, and who will be filing the
client form and changing share information in ARIES.

BVCOG will provide assistance on agetatg management policies if requested by the agency.

These policies must be reviewed and approved by BVCOG and should reflect a commitment to
improving data quality at the agency level. Once the policies are apprB¥WOG will monitor

to ensure that tle policies are applied consistently throughout the agency. All pertinent staff
must be provided with a copy of the internal and BVCOG data management policies.
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