
ADOLESCENT FAMILY LIFE PROGRAM (AFLP)

Overview

	Introduction
	AFLP is one of the specialized programs under the Maternal, Child and Adolescent Health (MCAH) Division umbrella.  The AFLP provides comprehensive case management for pregnant and parenting teens.  
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AFLP Policies and Procedures Manual
	Introduction
	These policies and procedures are to be followed for all programmatic and budgetary issues pertaining to AFLP in conjunction with the Scope of Work (SOW) and the May 2000 AFLP Standards.  This manual is subject to revision throughout the fiscal year.  All AFLP providers will be notified in writing by means of an AFLP Policy Letter, if there are any changes to these policies and procedures during the fiscal year.  It is the responsibility of the local health jurisdiction (LHJ) to revise their current operating practices to comply with revisions in these policy letters until the policy can be incorporated into the updated edition of the Policies and Procedures Manual.  The Policies and Procedures Manual is available on the MCAH Division Web site under the heading for the current fiscal year.  The MCAH Division web address for AFLP is:  cdph.ca.gov/MCAH.  

Click on the following links:

· MCAH Program and Fiscal Administration

· Program and Fiscal Policy and Procedures Manual

· Choose FY 2010-11



Background Information
	Program History
	The AFLP provides comprehensive case management for pregnant and parenting teens.  Cal-Learn is a mandatory program that provides case management services according to AFLP standards and is intended to assist all pregnant and parenting teens receiving public assistance (cash aid) to complete high school.  Many of the AFLP providers also provide Cal-Learn case management in order to create a seamless system of care to the highest risk eligible teens in the area.

Standards for AFLP were developed in 1993 as a result of a collaborative effort between AFLP Program Directors and AFLP State staff.  In 1997 revisions were made to the AFLP Standards.  These standards were published in May 2000.  The standards describe the framework and structure for providing AFLP case management services.  


Mandates & Statutes
	Introduction
	In 1982, the MCAH Division of the California Department of Public Health (CDPH) established a federal pilot demonstration project known as the AFLP.  At the conclusion of this successful demonstration project in 1985, the MCAH Division expanded the AFLP.  In 1988, Section 124175 was added to the Health and Safety Code.


	Statutes & Budget Acts
	The following statutes and Budget Acts apply to the AFLP programs:
· In 1985, AFLP commenced as an administrative initiative in the Governor’s Budget, identifying Title V MCH Block Grant funding to 27 providers

· In 1988, legislation provided permanent statutory authority for the Program (California Health and Safety Code Sec.124175-124200)

· In 1991, two million dollars in State General Funds (SGF) was added to expand services to five additional agencies

· In 1993, legislation authorized the Cal-Learn Program in the State Department of Social Services to adopt AFLP Standards (Section 36, Article 3.5, commencing with Section 11331 of the California Welfare & Institutions Code)
· In 1996, Assembly Bill 107, Chapter 282 in Section 12 of Article IV of the Constitution of the State of California, established the Budget Act 1996/1997. This legislation augmented AFLP by ten million dollars in SGF, added 12 new agencies to the Program, and established the Adolescent Sibling Pregnancy Prevention Program (ASPPP), which provides services for the non-pregnant/non-parenting siblings of AFLP and Cal-Learn clients at high risk for pregnancy
· In 2000, Governor Gray Davis authorized an additional three million dollars in SGF for AFLP and ASPPP services
· In February 2006, funding for ASPPP was eliminated due to budgetary reductions


The Mission of AFLP
	Mission
	The mission of AFLP is to:

· Use case management to enhance the health, educational potential, economic opportunity, and self-sufficiency of adolescents during pregnancy and parenthood, and to promote healthy family relationships, through associations with families and community resources
· Develop nurturing relationships in which case managers and adolescents served by the program can work together to prevent subsequent pregnancies, ameliorate the untoward effects of early pregnancy, and make healthy lifestyle choices

· Promote the development of collaborative, integrated systems of care to support adolescents during pregnancy and parenthood, support their children, and aid these adolescents to make healthy lifestyle choices
· Respect the unique, culturally defined needs of our various client populations and communities


Local Activities of AFLP
	Introduction
	The local activities of AFLP agencies are predicated upon the individual case management needs of the pregnant and parenting clients served by the local agency.  These activities, and the overall administrative functions of the LHJs, are maintained through adherence to the policies and procedures, a quality assurance plan, AFLP Standards, and Scope of Work (SOW).


	Policy
	The State MCAH Division funds the agency to conduct an AFLP that serves the needs of pregnant and/or parenting adolescents. 


	Standards
	Each agency will implement the AFLP Standards.  The agency will maintain their policies and procedures at a central location at the AFLP office site and make them available upon request by local and state personnel.



	
	Program Requirements

Each agency will use the most recent version of the AFLP Standards to develop and maintain a Standards Implementation Document (SID) and SOW that is unique to the agency and its resources.  The SID will adhere to the guidelines and format stipulated below: 

· The SID will serve as the protocols, policies and procedures by which the agency administers its AFLP
· The agency must address the rationale, structure, process and, when appropriate, outcome criteria for each program standard

· Each standard must address who, what, where, when, and how each element within each standard will be met
· The SID will reflect current operating practices of the agency and interventions in working with the target population

· The SID must be reviewed by the agency on an annual basis and revised as needed by the AFLP Director or a designee of the agency
· The Agency will maintain a current up-to-date SID at each agency site.
· The SID will be available to all staff at each agency site as guidance for the consistent application of program implementation and operation
The State assigned Program Consultant (PC) will provide technical assistance in developing the SID for AFLP providers upon request.  Program Consultants may review the SID during site visits to the agencies.


Local Activities of AFLP
	System of Care
	Each agency will work with State MCAH Division and other state and local agencies to develop a coordinated system of care focusing on adolescent health and teen pregnancy prevention.
A coordinated system of care includes the definition, development, integration, and coordination of all systems of care that support and assist AFLP clients and their families.
The agency will coordinate a seamless system of care between AFLP, Cal-Safe, Cal-Learn, Office of Family Planning Teen Pregnancy Prevention Programs and other programs focusing on adolescent health and teen pregnancy prevention.


	Networking Requirements
	Each agency will recruit a service network of local providers to collaborate with them to assure appropriate and necessary services for clients.
Network activities should be conducted on a quarterly basis and documented by either: 
· A roster of network participants or 
· Meeting agendas
Each meeting must address teen pregnancy and/or pregnancy prevention and related issues.



	Agreement Requirements
	Formal and informal agreements should be developed and include the following:

· Services to be provided

· Responsibilities of the agencies involved

· Effective dates of the IntraAgency (IA) and/or Memorandum of Understanding. (MOU)
· Titles or position of staff responsible for carrying out the services

· Signatures of agency administrators from participating agencies

· Provision for periodic review and update 

Copies of the agreement(s) shall be retained in agency files.


Quality Assurance (QA) Plan
	Definition
	The QA plan identifies key processes and objectives that describe how an agency ensures the delivery of, safe, and effective case management services for clients in accordance with AFLP standards and SOW.


	Required QA Plan and Process
	Each agency must develop and maintain a continuous QA plan that includes oversight and evaluation of program activities and outcomes as outlined in the agency SID.
Necessary processes include, but are not limited to, the provision of ongoing supervision of program activities, client assessment, appropriateness of service referrals and follow-up, and review of documentation in client charts, systems of care, networking, and formal/informal agreements.


	Evaluation Requirements
	Evaluation requirements include the following elements:

· Administrative processes used to achieve overall program goals

· Case management process utilized to achieve desired outcomes

· Activities completed within the time frame specified in the SOW and AFLP Standards
· Periodic review of progress towards achieving desired objectives for quality assurance will take place at least once a year by MCAH Division PCs


	Oversight of QA Plan
	The agency must allocate sufficient supervisory staff time to oversee and provide QA activities.
The agency’s plan and activities for maintaining quality assurance shall be documented in the SID.
The agency shall maintain documentation of quality assurance activities on file at the agency and in the SID. 


Client Consent, Confidentiality and Records
	Introduction
	AFLP is a voluntary program that requires the client’s informed consent to participate.  


	Informed Consent
	Each agency must have a completed consent form signed by the client, in the client’s record, stating the agreement to voluntarily participate in AFLP.  Client consent to participate in AFLP is governed by statutes relative to minor consent for treatment and/or participation in programs for pregnant and/or parenting teens.
Refer to California Family Code Sections 6920 through 6929 and other sections of California Code that address minor consent issues.


	Written Consent
	Each agency will have a signed and dated consent form in the client record.  The completed consent form will include:

· Client’s name

· Signature of the client and/or parent or guardian

· Date consent form was signed

· A statement of the services that will be provided

· A statement of the agency’s responsibilities to the client (e.g., maintain client confidentiality, monthly client contact, mandatory reporter, etc.)

· Agency’s expectation of client’s responsibility for participation in the Program

· Explanation of agency’s grievance process and procedures.

· Explanation of client’s right to withdraw from the Program
· A statement indicating that all information on the consent form was communicated in the client’s primary language
· Client Bill of Rights

Agencies may provide a statement of agency responsibilities to the client as separate documents.




Client Consent, Confidentiality and Records
	Confidentiality
	Each agency will maintain confidentiality for clients and client records except as prescribed by law.  All client information is considered confidential except in certain clearly defined circumstances.
The client record, including all copies, should be kept in a secure location that is not accessible to unauthorized persons.  The agency may require more stringent standards to ensure client confidentiality.


	Client Records Elements
	Each agency will maintain a record for each client documenting all contacts and services provided to the client.  A client record shall include, but is not limited to, the following:

· Consents

· Release of information

· Assessments

· All quarterly Individual Service Plans (ISP)
· State MIS Data Forms (LodeStar)
· Progress notes


	Release of Information
	Prior to release of client information, each agency will have a release of information form in the client record that meets HIPAA standards.  The release of information form must include:

· Client’s name

· Date

· Client’s signature

· Name of all agencies to which client information may be released

· Time frame for which release of information is valid

· Purpose for release

Acronyms must be defined on the form where they appear.
Release of information form must be completely filled out before securing client’s signature.




Client Consent, Confidentiality and Records
	Content of Progress Notes
	The documentation in the client’s progress notes must include, but is not  limited to:

· Date, time, place of contact, name of contacted person and affiliation
· The name and title of the person making the contact.

· Details, including the ongoing assessment, intervention, referrals, follow-up and outcomes

· Client responses to interventions

Documentation must occur no later than one week after client contact.

Commonly used abbreviations and acceptable terminology must be defined in the SID.


	Storage and Disposition of Client Records
	Each agency shall maintain a system for storage and retrieval of all client records as follows:
· Keep client records in a secure location that is inaccessible to unauthorized persons. 
· The original record may not be removed from the program site during the time the client is case managed
· Client records should be kept for a minimum of three years from the date of final payment under the agreement.  If the agreement is completely or partially terminated, records shall be made available for a period of three years from the date of any resulting final settlement. If any litigation, claim, negotiation, audit or other action involving the records has been started before the expiration of the three year period, the records shall be retained until completion of the action and resolution of all issues which arise or until the end of the regular three year period, whichever is later
· Once an agency has met the record retention criteria, records must be destroyed so that no identifying information can be retrieved


Agency Requirements

	Introduction
	To participate as an AFLP provider, an agency must be a non-profit entity.  The agency must also adhere to the contractual obligations of the agreement entered into with the MCAH Division to provide AFLP services.


	Agency Reporting Requirements
	Each agency shall have procedures in place that clearly define mandatory reporting requirements for the protection of clients.
All reportable incidents, such as, abuse and violence related incidents, covered by these requirements, shall be reported to the appropriate local agency.

Training on mandatory reporting shall be provided to all staff at orientation and updated as required by law.

The training shall cover the reporting procedures as dictated by current Federal and State law and regulations and include the following:

· Issues of sexual, physical, emotional, and psychological abuse of children

· Dependent adult abuse

· Domestic or relationship violence

· Access to local systems that address abuse issues




	Agency Incident Reports
	Each agency will notify the State MCAH Division of any unusual incidents or occurrences that may impair or compromise the agency’s capacity to deliver services to clients.  Notification should include the nature of the reportable incident and a proposed plan for the continuation of services.

The AFLP Program Director will notify the state MCAH Division Program Consultant and Contract Manager at the earliest opportunity following the occurrence of the incident by telephone and in writing.

Occurrences or incidents requiring possible MCAH Division intervention may include, but are not limited to, the following:

· Damage to the program site such as fire or other destruction

· Inappropriate or unprofessional behavior by a case manager or other staff to the extent that services are impacted

· Legal action against the agency


Agency Requirements

	Agency Not In Compliance
	When an agency is determined to be non-compliant with contract requirements, the agency will receive written notification from the State MCAH Division requesting a Corrective Action Plan (CAP) and the MCAH Division may withhold payment of invoices.

The CAP will be reviewed by the PC and discussed with MCAH Division management.

If the CAP is accepted, the agency will be notified and payment of invoices will be made in a timely manner.

If the CAP is not accepted by the MCAH Division:

· The Division will identify those areas requiring revision

· The agency will revise the CAP to include the resolution of the identified issues and resubmit their plan

· Payment of the invoices may be delayed until a CAP is approved


	Contract Requirement Waiver Request 
	An agency may request a waiver of an AFLP contract requirement by submitting to their PC and Contract Manager (CM) the following information:

· The nature of the proposal including the circumstances that warrant the waiver

· Rationale/justification for the proposal and objectives to be accomplished during the waiver period

· How the waiver will improve/benefit the circumstance/individual.

· The anticipated timeline for the waiver period

· The impact on the program

· The initial request may be submitted by email or fax with formal correspondence to follow

· Copies of all correspondence must be kept in agency files
· Any personal confidential information (PCI) must be security protected when sent for approval. Electronically transmitted PCI will be encrypted for security

· All waiver requests will be considered on a case by case basis and approval will be dependent upon the unique circumstances


Key Personnel
	Policy
	Each agency will maintain an organizational structure that assures the operation and oversight of the AFLP that meets the current Standards, SOW, and Policies and Procedures for each program.



	Introduction
	The most crucial position for administering AFLP is the Program Director.  This person must meet specific requirements and be approved by MCAH Division.  Once approved, the Program Director becomes the key person responsible for attending required trainings and meetings, representing the Program’s interest at local and state collaboratives, overseeing the infrastructure, hiring and recruitment of program staff and assuring that the Program’s internal  policies and procedures are followed and maintained at all times. 


	AFLP Director Requirements
	The AFLP Director shall meet the following requirements:

· Possess a Master’s Degree from an accredited college or university program in Social Work, Public Health, Nursing, Education, Health Education, or other health related or social science field; (note: an automatic exemption to the education requirements will be granted for those individuals who hold the MCAH Director position)

· Be knowledgeable about community organization and resource development

· Demonstrate an understanding of normal growth and development of children throughout their lifespan, with special knowledge of adolescent development

· Demonstrate an understanding of issues and interventions for teen pregnancy prevention and teen pregnancy/parenting

· Demonstrate theoretical knowledge and practice in the area of case management

· Posses strong leadership skills with a minimum of two years managerial and/or supervisory experience in a health or social services setting

· Demonstrate organizational and interpersonal skills needed to work in complex situations

· Demonstrate awareness and ability to address the culturally unique needs of the target population


Key Personnel
	Approval for AFLP Director
	The agency must obtain approval for the AFLP Director from the State MCAH Division prior to appointment.   Request for approval must be submitted in the form of a letter to MCAH and includes the following:

· Candidate’s qualifications 
· Candidate’s license number, if applicable

· Candidate’s effective start date
· Candidate’s resume or curriculum vitae
· Job description or duty statement

· Agency organizational chart showing the reporting relationship of the AFLP Director to the MCAH Director.
The agency must notify the State MCAH Division in writing prior to any changes related to the AFLP Director position.  (See policy regarding job descriptions/duty statements)

The State MCAH Division reserves the option to base continuation of funding on the agency’s capability to recruit and retain a qualified individual as the AFLP Director.
A copy of the approval/waiver letter for AFLP Director must be submitted annually with the AFA to the State MCAH Division.


Key Personnel
	Waiver for AFLP Director Position 
	In the event that the agency has exhausted all avenues for recruitment and is unsuccessful in attempts to recruit an AFLP Director who meets all of the requirements described previously, a request for a waiver must be submitted to the MCAH Division to waive the AFLP Director qualifications. 
Minimum Waiver Standards:

· Possess a Bachelor’s Degree from an accredited college or university program in Social Work, Health Services Administration, Nursing, Education, Health Education, or other related health or social science field

· Be knowledgeable about community organization and resource development

· Demonstrate an understanding of normal growth and development of children throughout their life span, with special knowledge of adolescent development

· Demonstrate an understanding of issues and interventions for teen pregnancy prevention and teen pregnancy/parenting
· Demonstrate theoretical knowledge and practice in the area of case management

	
	· Possess strong leadership skills with a minimum of five years experience in a health or social services setting with two years managerial and/or supervisory experience.  One year of post-baccalaureate Master level education in a related field may be substituted for one year of managerial and/or supervisory experience
· Demonstrate organizational and interpersonal skills needed to work in complex situations

· Demonstrate awareness and ability to address the culturally unique needs of the target population


Key Personnel
	Approval of Waivers
	The waiver is granted for a particular person and remains in place only as long as that person occupies the position for which the waiver was approved.  If the person for whom the waiver was issued changes position or leaves employment with the agency, the waiver is void and the requirements revert to the policy for minimum qualifications and approval of the director.
The agency must obtain waiver approval for the AFLP Director from the State MCAH Division prior to appointment.  Request for waiver approval includes submission of the candidate’s resume, or curriculum vitae, along with the job description/duty statement, and agency organizational chart showing the reporting relationship of the AFLP Director.
If Program Director requirements are waived, a copy of the approved waiver for the Program Director and an explanation for continuing the waiver must be maintained in the agency files and submitted with the agency’s Annual Agreement Funding Application (AFA) or Grant Application.


	Interim Plan
	Each agency will notify MCAH Division of the resignation or proposed change in Program Director and submit a plan for the interim oversight of the program until a new director is identified and approved by the MCAH Division.  The individual designated as interim Program Director must, at a minimum, meet the Program Director waiver criteria.
The agency must submit its interim plan to MCAH Division within two weeks of notification of the Program Director’s resignation.  At a minimum, the plan must include the title and name of the person that will assume contractual responsibility for the program, the responsibilities the individual will assume if different from the Program Director’s duty statement, the projected time frame of the interim Director’s tenure and the agency’s plan for permanently filling the position.
Agencies that do not hire an AFLP Director within 90 days of the position becoming vacant must provide written explanation detailing obstacles to recruitment strategies for filling the position within the projected time frame.



Key Personnel
	Meeting Requirements
	Each agency’s Director shall attend required statewide AFLP Directors’ meetings, with the following provisions:
· The MCAH Division will notify each AFLP Director  of the date, time, and location of the meetings

· In the event of an emergency, AFLP Directors who cannot attend the scheduled meeting must select a designee to attend in their place and notify the State assigned Program Consultant

· MCAH Division will reimburse each Director or designee for

allowable travel costs

· All travel claims will be submitted to the designated MCAH Division staff for reimbursement as stipulated by written information prior to the meeting  

· Each attendee is required to sign in at the meetings in order to claim for travel reimbursement 


Program Personnel
	Data Entry
	Each agency will designate non-case management staff to enter required client data on a regular basis. In cases where the agency is funded at less than 1000 months of service (MOS) per fiscal year, other arrangements may be made provided the agency contacts the AFLP Program Consultant and receives approval.



	Duty Statements
	The written duty statements shall include:

· Program specific title by which the position is identified on the budget and duties that are consistent with the position title

· Program specific responsibilities that support the SOW and AFLP Standards
· Only those duties performed for the AFLP

· Minimum qualifications including the necessary education/degree or competencies, years of experience, and other pertinent information unless included in the job specification/classification submitted

· Duties consistent with the level of Medi-Cal Administrative Claiming FFP on the budget 

· The statement that the position requires a SPMP if enhanced funding is claimed
Duty statements for SPMPs must clearly identify the specialized skills used in the position that warrant the enhanced funding. 



	Organizational Chart
	Each agency will maintain an organizational chart that clearly delineates lines of program authority and responsibility within the agency, and written job descriptions/duty statements for all staff positions working in AFLP.
Organizational charts along with current duty statements for personnel identified on the budget serve as supporting documentation for the percent of time assigned to AFLP activities and the level of Federal Financial Participation (FFP) match.  The organizational chart must:

· Identify AFLP organization and its relation to other programs within the agency
· Identify all positions funded through AFLP as well as those involved in implementing AFLP.  Staff positions should match the duty statement titles.  The budget line number and initials of the staff member should be listed on the organizational chart for ease of identification with the positions in the budget and budget justification



Program Personnel
	Personnel Documentation 
	The agency will submit organizational charts, job descriptions or duty statements and staff qualifications for each classification to the MCAH Division for approval:

· With the AFA 

· When there are changes in the organizational structure or staffing patterns 

· When existing job descriptions or duty statements are revised


	Skilled Professional Medical Personnel (SPMP) 

Job Classification and Specifications
	Job classification and specifications for SPMPs need only be submitted with the AFA for positions claiming Federal Financial Participation (FFP) enhanced funding.  Enhanced funding can only be claimed by a local government entity and must meet all requirements specified in the MCAH Fiscal and Program Policies and Procedures Manuals.
The written job classification and specifications shall include:

· Position title by which the position is identified

· Scope of responsibilities and duties for the position

· Agency job specifications must signify they require skilled professional medical personnel (SPMP), if enhanced funding match is claimed

· Duty statements for SPMP must note “SPMP” at the top of the duty statement or along with the position title 

· Qualifications including the necessary education or competencies, years of experience, and other pertinent information


	Training
	Each agency will maintain an AFLP related education and training program for staff that will include, at a minimum, the following:

· Program orientation

· Mandated reporting requirements and procedures

· Completion of the Comprehensive Baseline Assessment (CBA) and Annual Re-assessment

· Confidentiality of client information

· Staff role and responsibility for meeting the requirements and overall intent of the program as delineated in the SOW and AFLP Standards
· Ongoing assessment of each staff member’s training needs.

· On-going in-service education based on the training needs of staff

· Effective assessment skills for determining client needs

A line item for training and meeting expenses must be included in the AFLP budget.  


Publication Approval and Credit
	Product/ Publication Approval

	All products including publications, reports, brochures, letters of interest or other materials that are developed and produced using State MCAH Division allocation funds, must be approved by the MCAH Division  prior to publication and distribution.  Any products currently in use which have not been approved by the State MCAH Division must be approved prior to reprinting and further distribution.
The process for approval is as follows:

· Submit the product either electronically or by hard copy to the State MCAH Division Consultant sixty days prior to publication or reprinting

· Include a cover letter explaining the purpose of the product and requesting approval

· The Program Consultant will review the product; provide feedback and approval/disapproval within 60 days
· Complete and submit a Form 7, “Annotations of Products Developed” with the Annual Report


	Product/
Publication Credit
	All products, journal articles, public reports or publications that are developed using funds provided from the State MCAH Division must acknowledge the support with a written statement printed on the materials.  This statement must also be included on any curriculum, educational materials, programs, program documentation, videotapes, and/or other audio-visual materials resulting from the use of MCAH Division allocation.  The written statement/credit should include:

· A statement identifying funding support on the title page of public reports or publications

· A statement identifying funding support on the first page of any journal articles 

· Sample statement/credit: “This project was supported by funds received from the California Department of Public Health, Maternal, Child and Adolescent Health Division”


Publication Approval and Credit
	Photographs
	Photographs used on all media products developed by LHJs require permission for the use intended.  This permission may come from the source of the document and/or require the subject’s written consent. A photo consent form is posted in Appendix A.  Submit all supporting documents with publication approval request. Any form including personal confidential information (PCI) must be security protected when sent for approval.  Electronically transmitted PCI will be encrypted for security.
Photographs used from software clip art sites require the permission of the software company authorizing use of the photograph. The Agency will need to contact the software company/webmaster to request permission to use the photograph.


Client Participation
	Introduction
	Outreach activities are to be conducted by the AFLP Provider in an effort to identify the highest risk and/or adolescent females through the age of 19 years who are pregnant or parenting.  The highest risk male partners are recruited for the program through the age of 20 years and are parenting.  Once clients are enrolled into the program they will be provided case management services.  A comprehensive assessment will be completed; and the case manager will work with the client on an individual basis to determine their needs and develop an ISP.


	Program Requirements
	Agencies must establish weighted risk factors to determine acuity and prioritize clients for entry into AFLP.  Risk factors must be weighted and prioritized based on local needs and must include, but are not limited to, the following:

· Age (15 yrs or younger)

· African American

· Chronic Health Conditions (diabetes, asthma,
eating disorders, etc.)

· Pregnancy

· Sexually Active

· Parental Involvement (non-supportive)

· Home Environment (unsafe/unstable)

· Housing (living arrangements)

· Substance abuse/use

· Mental Health Issues

· Physical risk/harm to self or others

· Problem Behavior

· Academic Failure

· No Prenatal care or late entry into prenatal care

· Juvenile justice involvement

· Gang Involvement
· Court ordered participation
· Lack of Support System

· Language Barrier




Client Participation
	Months of Service

(MOS)
	Each agency shall negotiate with the MCAH Division the number of MOS to provide each fiscal year of the grant or allocation period.  The contracted number of MOS shall be equivalent to the allocated number of client-slots (see glossary for definition of client-slots) multiplied by 12 months. The requirements are as follows:
· The agency will provide 100% of the negotiated MOS each fiscal year of the grant or allocation period

· The agency will provide 12 months of continuous case management services for each client-slot

· When a client exits the program, the agency will fill the vacant client-slot in order to meet the MOS in their agreement

· Each agency will track the number of clients and MOS provided through the State Management Information System (MIS)

· If an agency determines that the need for AFLP services is greater or less than originally anticipated, a request to renegotiate the contracted MOS should be submitted to MCAH Division for consideration


	Case Management
	Agencies will utilize the CDPH, MCAH case management model, i.e., the AFLP Standards, for the provision of services to AFLP clients.  Case manager caseloads, including exited clients, throughout any one month shall not exceed 50 clients per one full-time equivalent case manager.
Each agency will provide the following for each client:

· Intake (includes all elements in Standard V of the AFLP Standards)

· Baseline assessment

· Annual re-assessment

· ISP (See Standard 7 in AFLP Standards)
· Referrals for needed services based on those identified during the assessment process and prescribed in the ISP

· Monthly face-to-face contact with clients in accordance with the agency’s policies and procedures

· Quarterly home visits

· Advocacy and support

· Monitoring of the clients progress and changing needs 
· Evaluation of client’s progress and continued need for services




Client Participation
	Comprehensive Baseline Assessment

(CBA)
	Each agency will complete a CBA for each AFLP client and maintain the CBA in the client record meeting the following requirements:
· The CBA must be completed within 30 days of the client’s consent to participate

· CBAs shall be documented in each client’s chart

· For clients who have exited the program and are requesting re-entry, a CBA must be completed if the CBA was completed more than six months from the date of re-entry.  If less than six months, the CBA must be updated and an annual reassessment completed 12 months from the date of when the full CBA was completed

· A comprehensive reassessment of the AFLP client will be completed no less than annually

The AFLP CBA must include, but is not limited to, the following elements: 
· General health

· Nutrition

· Family planning/health education

· Pregnancy, labor, birth and postpartum, as applicable

· Education/vocation

· Life skills

· Employment/job training

· Fatherhood, as applicable

· Psychosocial (basic needs including financial/legal, drug and alcohol history, mental health history)

· Safety/violence/abuse

· Index child, as applicable

· Parenting education/child development, as applicable

· Social programs/special interests

· Religious community involvement

· Signed and dated by case manager

· Date, name and title of individual completing the assessment



Client Participation
	Individual Service Plan

(ISP)
	The ISP integrates all of the assessments into a goal-oriented, measurable strategy unique to each client for the purpose of making healthy lifestyle decisions. 
The ISP specifies goals, objectives, services, activities timelines, progress, and roles of client and case manager relative to the unique needs of the client.  The ISP will define specific activities that will be completed by the client and case manager. The case manager will monitor and evaluate progress of the goals and objectives in the ISP. 
An ISP will be in place for each AFLP client. A copy of the ISP, signed by the client and case manager, will be in the case file and given to each client. 

The ISP must be:
· Completed within 60 days of the client’s consent to participate in the program

· Completed in a face-to-face contact with client 

· Reviewed and revised at least quarterly

· Developed by the case manager in collaboration with the client in the client’s primary language




	Comprehensive Reassessment
	A comprehensive reassessment of the AFLP client will be completed no less than annually.  The reassessment will include all elements contained in the CBA.  Life Skills Progression tools may be used as a reassessment tool.


Entering and Exiting AFLP
	Introduction
	The AFLP providers shall have a structured interactive process for enrolling clients into the program and for exiting the program.  When clients enter the program, they are entering into a voluntary service relationship as full participants.


	AFLP Entry Criteria
	AFLP services are available to high risk adolescent females through age 19 years who are pregnant and/or parenting and not enrolled in Cal-Learn.  Agencies may also enroll adolescent males through age 20 years who are either parenting or expectant fathers and not enrolled in Cal-Learn.  The potential client must be actively involved in her/his child’s life. Based on weighted risk factors, agencies will assess and prioritize clients for enrollment (see Policy and Procedure for Client Risk Factors).


	AFLP Exit Criteria
	If it is known that the AFLP client will meet the exit criteria, preparations for referral services and support for the client should begin at least three months prior to the loss of eligibility. The exit process should include:
· Development of an exit/transition plan for each client whenever possible

· Initiated at least three months prior to anticipated exit date for clients who will lose program eligibility due to age or who meet the program goals  

· Document the reason for exit in the client’s chart, and complete the appropriate State MIS data form




Annual Report

	Introduction
	The AFLP Annual Report collects information and data for evaluation, analysis and monitoring of program performance, and for meeting Title V Block Grant and MCAH Division objectives.  



	Annual Report

Requirements
	All agencies receiving MCAH Division funding are required to complete the AFLP Annual Report.   


	Time Frame
	The Annual Report is due August 15th each year.  MCAH Division has the option to withhold payment on current invoices for failure to submit a complete and timely report.


	Submission
[image: image1.wmf]
	Submit the Annual Report  following these directions: 

Mail the Annual Report(s) on a CD or a disk.  Include all documents in the packet.  
· Label the CD or disk with:

· The agency’s name, 

· The name of the programs included in the Annual Report, (e.g., AFLP) 

· The fiscal year of the Annual Report. 
· Use this address to mail Annual Report CD:  

California Department of Public Health

MCAH Division
Annual Report (Date of fiscal year)

P.O. Box 997420,  MS 8305

Sacramento, CA 95899-7420


	Forms
	AFLP Annual Report Forms are on the MCAH Division Web site:

http://www.cdph.ca.gov/MCAH.  Click on the following links:

· MCAH Division and Fiscal Administration

· Program and Fiscal Policy and Procedures

· Current fiscal year



AFLP Program and Fiscal Glossary
	Actual Cost
	The actual price paid for costs of goods and services pursuant to the terms of the MCAH Agreement.

	
	

	Adolescent Family Life Program (AFLP)
	A CDPH MCAH Division which provides continuous case management to pregnant and/or parenting adolescents and their infants within a comprehensive local network of services and resources with the goals of reducing the incidence of poor pregnancy outcomes, subsequent pregnancies, and assisting them in improving the quality of their health, social, and economic well-being. 

	
	

	AFLP Provider
	An organization or agency contracting with MCAH Division to provide comprehensive case management services to pregnant and parenting adolescents as prescribed by the MCAH Grant and the AFLP Standards.

	
	

	Agency
	A non-profit entity which is either governmental (e.g., city or county health or social services department, local school district) or non-governmental (e.g., community-based organization (CBO), hospital, etc.) entity entering into an agreement with the MCAH Division to provide AFLP services.

	
	

	Agreement
	Grant agreement between CBO and CDPH or allocation between local government agency and CDPH to fund and provide AFLP services. 

	
	

	Allowable Cost
	Costs incurred which are necessary to carry out the approved MCAH Agreement.

	
	

	Amendment
	A formal written change to the grant agreement to change the previously approved budget or terms of the Grant Agreement which is necessitated by any of the following circumstances:

· Budget line item transfers which exceed $50,000 in the  aggregate or an amount designated by the State
· The maximum amount payable is increased
· New programs or program components are added, or
· Existing programs are deleted


	
	The amendment must be approved by CDPH prior to making any changes in the budget or terms of the Grant Agreement. 

	Appropriate Services
	Those services needed by clients to achieve program goals.  Relevant services are determined by the client’s individual needs and whether they were already receiving such services prior to enrollment in the program.

	
	

	Audit
	An examination of records or accounts to verify their accuracy and adherence to applicable program and/or fiscal policies and procedures.   The audit may be done by CDPH Audits and Investigations or by Federal auditors.

	
	

	Base Cost Per Unit
	The purchase price of an item, excluding tax, delivery, installation charges, etc.

	
	

	Budget Revision
	A change in the previously approved Budget Document.  A budget revision requires MCAH Division approval prior to any changes.

	
	

	Capital Expenditures
	Items with a base cost per unit of $5,000 or more and a useful life expectancy of one or more years, including telecommunications, and Electronic Data Processing/Automated Data Processing software.

	
	

	Case Finding
	Efforts that result in the identification of adolescents who meet the eligibility requirements delineated in the AFLP Standards. 

	
	

	Case Management
	An interactive process that includes the following components: (1) outreach and case finding, (2) intake, (3) assessment and ongoing reassessment, (4) planning, (5) intervention, (6) monitoring of service provision, (7) advocacy on behalf of clients, and (8) evaluation of service delivery.  It is conducted within a supportive multi- and trans-disciplinary network.  It is client-centered, culturally and linguistically appropriate, and goal oriented.  

	
	

	Case Manager
	The individual responsible for, but not limited to: (1) outreach, (2) assessing and reassessing needs, (3) problem solving, (4) counseling, (5) monitoring, (6) coordinating and evaluating services, and (7) acting as a client advocate.  

	
	

	Client
	An adolescent who meets all requirements to enroll in AFLP; has chosen to participate; has been informed about services offered, as well as their responsibilities; and has provided to the Agency a signed consent form to participate in the program (including parent and legal guardian consent when required by law).

	
	

	Client Contact
	A face-to-face visit, group visit, or telephone contact with the client that provides one or more of the following services; counseling, monitoring, assessment and reassessment, evaluation, and/or crisis intervention.

	
	

	Client Record
	A confidential record of the client’s consent to participate, intake information, release of information form, assessments, Individual Service Plan (ISP), progress notes, case management activities, MIS data and other relevant information.

	
	

	Client–Slots
	The allocated number of eligible clients that the AFLP provider agency agrees to serve each month in accordance with their grant agreement.

	
	

	Collateral
	An individual who has regular contact with the client.  This could be the parent, spouse, school counselor, therapist, or other such person.  

	
	

	Comprehensive Baseline Assessment (CBA)
	An interactive, face-to-face interview with the client to complete the Comprehensive Baseline Assessment form. The information from the CBA enables the case manager to develop the ISP.  

	
	

	Confidential Information
	Information containing client identifiers, including but not limited to:

	
	- Name                                - Address

	
	- Telephone Number           - Social Security Number

	
	- Medical ID number            - Drivers License Number

	
	

	
	Confidential information includes any information that either identifies an adolescent or the adolescent’s family, or by which the identity can be determined with reasonable accuracy and speed either directly or by reference to other publicly available information. 

	
	

	
	Confidential information cannot be revealed to anyone outside the clinical relationship or specific service delivery system that originally received the personal information unless the individual consents to further disclosure.  Any situation that involves a legal exception (e.g. mandatory reporting) is not subject to the rule of confidentiality. 

	
	

	Contact Person
	A person appointed by the Agency to interact with MCAH Division and Agency personnel regarding administration of the MCAH Division.

	
	

	Contract Manager
	MCAH staff person responsible for defining and interpreting contract language and assisting in the determination of the fiscal and administrative components of the AFLP contract.

	
	

	Counseling
	A component of case management that includes guidance, education, information and referral, and support.

	
	

	Cultural Competence
	A system of care that acknowledges and incorporates the importance of culture, the assessment of cross-cultural relations, vigilance towards the dynamics that result from cultural differences, expansion of cultural knowledge, and the adaptation of services to meet culturally unique needs.

	
	

	Deliverable
	A product required by the Agreement to be submitted by a specified date.

	
	

	Duty Statement
	A document that describes the program specific tasks and work responsibilities assigned to a given position.  It also identifies the reporting relationships, special characteristics of the position and minimum educational and experience requirements.

	
	

	Enhanced Funding
	Federal Title XIX reimbursement of eligible approved costs at the ratio of 75 percent Federal dollars to 25 percent State or Agency dollars.

	
	

	Exhibit
	An attachment included in the formal Agreement between the MCAH Division and the local agency.

	
	

	Family
	For the purposes of AFLP, the term is broadly and liberally defined to include the pregnant and/or parenting adolescent and her partner, the mother or father of the index child, sibling(s), and parents of the teen parents, as well as other persons providing care and support to the pregnant/parenting teen. 

	
	

	Federal Financial Participation (FFP) 
	A funding mechanism used to generate additional revenue by reimbursing Agency or State funds with Title XIX dollars at an Enhanced and/or Non-enhanced rate for the proper and efficient administration of the Medi-Cal program’s two objectives.

	
	

	Fringe Benefits
	Employer contributions for employer portion of payroll taxes (i.e., FICA, SUI, SDI, Training) Employee health plans (i.e., health, dental, and vision), Unemployment Insurance, Workers Compensation Insurance, and Employer's portion of pension/retirement plans provided they are granted in accordance with established written organization policies and meet all legal and Internal Revenue Service requirements.

	
	

	Full time Equivalent (FTE)
	Full-Time-Equivalent means a standard eight-hour workday/40 hours per week, or 2,080 hours per year.

	
	

	Guideline
	A description of specific recommendations of services for individuals or groups of clients to be provided in a variety of situations.  

	
	

	Indirect Costs
	Those Agency overhead costs that are attributable to more than one program or funding stream, e.g., rent utilities, Executive Director's salary, etc.  MCAH funds its proportionate share of indirect costs based on Total Wages (excluding benefits) from the Personnel Detail Worksheet.

	
	

	Individual Service Plan (ISP)
	A document that specifies client goals, actions and services needed to reach those goals, intervention activities, services, and the service plan timelines in response to the unique needs of the client. n The ISP is reviewed and revised at least quarterly.

	
	

	Intake
	An interactive process to enroll a client into the program as delineated in Standard V of the AFLP standards.

	
	

	Interagency Agreement
	A written agreement between the AFLP agency and another agency specifying what services are to be provided, how they are to be provided, referral systems, follow-up activities, and mutual responsibilities for maintaining the agreement.

	
	

	Interventions
	Those services and activities needed to assist the client to ameliorate health, psychosocial, educational, vocational, daily living or economic problems that may be acute, chronic, episodic, or emergent.

	
	

	Inventory-Controlled Items
	Includes, but is not limited to, computers, audio, visual and telecommunications items having a base unit cost of more than $500.

	
	

	Job Specification
	A document describing standard (generic) educational and experience requirements for appointment to a specific position. Sometimes referred to as a classification specification.  

	
	

	Management Information System (MIS)
	A computer program designed to collect client data and produce reports. The AFLP MIS is named LodeStar. 

	
	

	Medi-Cal Beneficiary
	Individuals who have applied for and been granted Medi-Cal benefits.

	
	

	Medi-Cal Eligible
	An individual who meets the requirements/criteria to receive Medi-Cal benefits.

	
	

	Memorandum of Understanding (MOU)
	A written agreement used among programs within a single agency that defines roles and responsibilities of participating programs. 

	
	

	Months of Service (MOS)
	The equivalent of the number of Client-Slots multiplied by 12 months. (See Client-Slots)

	
	

	Networking
	A process for identifying availability and access to services, assessing the effectiveness of the service delivery system and information sharing.

	
	

	Non-Enhanced Funding
	Title XIX reimbursement of eligible approved costs at the ratio of 50 percent Federal dollars to 50 percent State or Agency dollars.

	
	

	Outcome
	The end result following services and/or activities provided to the client. 

	
	

	Outcome Criteria
	A description of changes that should occur as a result of interventions planned to meet client needs.  

	
	

	Outreach
	Systematic identification of at-risk adolescents as potential clients by informing the community in a target area of the availability of the program and services.

	
	

	Policy (from SID)
	A written statement that governs an action in a particular situation.

	
	

	Procedure 
(from SID)
	A written description of the step-by-step technique of doing a particular task. 

	
	

	Process
	A series of actions or functions that bring about an end result.  

	
	

	Process Criteria
	The policies, procedures, practice guidelines, plans, and documentation that define how the provider carries out the agency services.  

	
	

	Program Consultant
	MCAH staff person assigned to an agency that provides skilled expertise in the areas of AFLP Standards, SOW, personnel, program policy development, quality assurance and contract oversight.

	
	

	Program Director
	The individual appointed by the agency, and approved by the MCAH Division, who has direct oversight and responsibility for the provision of AFLP services in that agency.  This definition includes individuals with titles such as project or program coordinator or manager.

	
	

	Protocols 
(from SID)
	A written statement that governs an action in a particular situation and a written description of the step-by-step technique of doing a particular task.  

	
	

	Scope of Work (SOW)
	The exhibit in the agreement that defines the program goals, measurable objectives, implementation activities, timeline, and methods of evaluating the process and/or outcome of objective(s).

	
	

	Service Network
	A collaboration of agencies, programs, and individuals providing services to clients.

	
	

	Sibling
	A brother or sister (of a pregnant and/or parenting adolescent enrolled in AFLP or Cal-Learn) who has at least one common person responsible for their care and nurturing.

	
	

	Site Visit
	A visit by the Program Consultant and/or Contract Manager to an AFLP provider for an identified purpose.

	
	

	Standards
	The foundation of practice that governs all levels of performance and professional behavior.

	
	

	Standards Implementation Document (SID)
	An agency document that describes the administrative and programmatic processes that provides the foundation for the implementation of all aspects of the Program.  It must address the process by which a client enters the AFLP system, receives services, and exits the Program.  It includes the "who, what, when, and where" of case management services.

	
	

	Structure Criteria
	The conditions and mechanisms needed to operate and guide the system at the provider level.

	
	

	Subcontract
	A written agreement between the Agency and a subcontractor specifically related to securing or fulfilling the Agency’s obligation to the MCAH Division under the terms of the MCAH Agreement. Subcontracts funded at five thousand dollars ($5,000) or more require written approval by MCAH Division.

	
	

	Subcontractor
	An entity that has entered into a subcontract with the Agency specifically related to securing or fulfilling the Agency’s obligation to complete the SOW under the terms of the MCAH Agreement.

	
	

	Substance Abuse/Use
	Use of a drug, legal and/or illegal, that is not medically prescribed.  Could also be excessive use of a drug, legal and/or illegal.  

	
	

	Title V Funds
	Federal MCAH Block Grant funds authorized under Title V of the federal Social Security Act for the purposes of improving the health of women, infants, and children including children with special health care needs.  Title V funds cannot be used to obtain Medi-Cal Title XIX funds via FFP.

	
	

	Title XIX Funds
	Federal Medicaid funds obtained under Title XIX of the Social Security Act by means of matching with State and/or local funds.  Funding may be matched for costs of activities related to eligible and potentially eligible Medi-Cal women and children per MCAH Division FFP guidelines.

	
	

	Waiting List
	An organized log of prioritized clients waiting for entry into AFLP.

	
	

	Works
	All literary works, writings and printed material including the medium by which it is recorded or reproduced.  This includes, but is not limited to, procedural manuals, forms, diagrams, work flow charts, equipment descriptions, data, data files or databases, research and reports, photographs, art work, pictorial and graphic representations and works of a similar nature, motion pictures, videotapes and other audiovisual works, sound recordings, tapes, educational materials, original computer programs (including executable computer programs and supporting data in any form) and any other materials or products created, produced, conceptualized, developed, or delivered as a result of this MCAH Agreement (whether or not copyrighted or copyrightable).  It includes final products and any materials and information developed for the purpose of producing those final products. 
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