
          RYAN WHITE PART B PEER REVIEW 
Virginia Department of Health

Division of Disease Prevention
HIV Care Services

Universal Administrative Review
CONTRACTOR_________________________________
SUBCONTRACTOR_____________________________________

DATE OF REVIEW______________________


REVIEWER’S SIGNATURE/POSITION_________________________________________________
SUBCONTRACTOR’S STAFF INTERVIEWED/POSITION:

_____________________________________________________

_____________________________________________________

# =  The number sign indicates the number of people who have met the requirements.  Each service area may have more than one staff member 

Confidentiality Policy:  

	
	YES
	NO
	NA
	COMMENTS

	1. Does it include identifying a Client Identifier Number for each client?
	
	
	
	

	2. Does it include a Release of Information process?
	
	
	
	

	3. Does it include Client Confidentiality?
	
	
	
	

	4. Are there established policies to safeguard client information such as securing of client files?
	
	
	
	

	5. Where applicable is there a policy for HIPAA?
	
	
	
	


Eligibility/Accessibility and Availability: 
	Is there a policy for determining Ryan White Part B eligibility?
	
	
	
	

	     a. Does it include obtaining proof of income?
	
	
	
	

	     b. Does it include obtaining documentation of a HIV+ diagnosis?
	
	
	
	

	c. Does it include determining insurance status?
	
	
	
	

	d. Does it include obtaining Medicaid status?
	
	
	
	


Staffing/Personnel:

	
	YES 
	NO
	NA
	COMMENTS

	1. Is there a staff training manual or 
    materials on file?
	
	
	
	

	2. Does the Provider have an Orientation 
    Manual?
	
	
	
	

	3. Is there a file for each staff member?
	
	
	
	


# of Staff Files Reviewed:  

	
	YES
	NO
	NA
	COMMENTS

	1.The files contain staff member’s job

description?(_____of_____files do) 
	
	
	
	

	2. The staff members’ meet the specific standard qualifications when applicable?(_____of_____files do) 
	
	
	
	


Policies and Procedures: 
	
	YES
	NO
	 NA
	COMMENTS

	1. Is there documentation of current Ryan White legislation available for review?
	
	
	
	

	2. Are there current policies and procedures to cover emergency situations?
	
	
	
	

	3. Are the hours of operation appropriate to client accessibility?
	
	
	
	

	4. Are there current after hour’s policies and procedures?
	
	
	
	

	5. Are there current on-call policies and procedures?  
	
	
	
	

	  6. If site has third party payers, is there a          signed agreement for services provided?
	
	
	
	

	  7. Are there policies and procedures that 

      specify client involvement in the    

     management of the Ryan White Part B 

Program?
	
	
	
	

	 8. Is there provider liability insurance       coverage?
	
	
	
	

	9. Are there appropriate Policies/ Procedures, and Protocol Manuals applicable for services rendered?
	
	
	
	


   CQI Program: 

	
	YES
	NO
	NA
	COMMENTS

	1. Is there a written Quality Management Plan?
	
	
	
	

	2.  Does the Quality Management Plan contain a written HIV quality management definition?
	
	
	
	

	3.  Does the Quality Management Plan outline stakeholders and their responsibilities?  
	
	
	
	

	4.  Does the Quality Management Plan indicate responsibilities and accountability for annual work plan activities?  
	
	
	
	

	5.  Does the Plan include objectives for each final goal with specific performance measures and action items?   
	
	
	
	

	6. Does the Quality Management Committee meet at least quarterly?
	
	
	
	

	8. Are minutes of the Quality Management Committee meetings taken and kept on file?
	
	
	
	

	9.  Is there documentation that monitors the progress and review (benefits, challenges, corrective action steps) of the Quality Management Plan?   
	
	
	
	

	10.  Is there documentation that the Quality Management Plan and activities are communicated to relevant stakeholders?
	
	
	
	


AIDS Pharmaceutical:




Not Ryan White Part B funded
	Local
	YES
	NO
	NA
	#
	COMMENTS

	Documentation:
	
	
	
	
	

	Is there documentation present in the that all payments were made directly to the vendors?
	
	
	
	
	

	Licensure:  
	
	
	
	
	

	Is there documentation that all medication(s) are dispersed by licensed pharmacists?  
	
	
	
	
	

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Trainings:  
	
	
	
	
	

	 Is there documentation of completion of 
orientation present in the staff member’s 
personnel record, signed and dated and is
available for review?
	
	
	
	
	

	Is there documentation of cultural
competence training of medication 
reimbursement staff in personnel file that is
record, signed and dated and available for
review?

	
	
	
	
	

	Is there documentation of continued HIV education annually for medical reimbursement staff in personnel file that is record, signed and dated and available for review? 
	
	
	
	
	


Case Management Comprehensive:
                       
Not Ryan White Part B funded

	COMPREHENSIVE
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the completion of the 1st year training requirements for comprehensive case managers in personnel file and available for review?


	
	
	
	
	

	Is there documentation of completion of the annual continuing education in the comprehensive case manager’s personnel file and available for review?
	
	
	
	
	


Case Management Supportive:
           
Not Ryan White Part B funded
	SUPPORTIVE
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the completion of the 1st year training requirements for supportive case managers in personnel file and available for review?


	
	
	
	
	

	Is there documentation of completion of the annual continuing education in the supportive case manager’s personnel file and available for review?
	
	
	
	
	


Case Management Limited:      



Not Ryan White Part B funded

	LIMITED
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	 Is there documentation of the completion of the 1st year training requirements for supportive case managers in personnel file and available for review?


	
	
	
	
	

	Is there documentation of completion of the annual continuing education in the limited case manager’s personnel file and available for review?
	
	
	
	
	


Food Bank/Home Delivered Meals:                                         Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Does the agency have a written policy on food distribution available for review?
	
	
	
	
	

	Does the agency maintain a food distribution log and is it available for review?
	
	
	
	
	

	Does the agency have a written policy on home delivered meals available for review?
	
	
	
	
	

	Does the agency have policies and procedures on food recalls available for review?
	
	
	
	
	

	Are food and safety inspection reports by the appropriate agency on file and available for review?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation in personnel files  that staff and volunteers completed the food bank training program?
	
	
	
	
	

	Is there documentation in the dietitian’s personnel file of a current licensure?  
	
	
	
	
	


Health Education: 




Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of completion of 1 year minimum training requirements in the health educator’s personnel file and available for review?  


	
	
	
	
	


Health Insurance:  




Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation that the insurance assistance staff completed orientation and description of orientation program is in the insurance assistance staff’s personnel files and available for review?
	
	
	
	
	

	Is there documentation of completion of 6 month training requirements in the insurance assistance staff’s personnel files and available for review? 
Is there documentation of completion of 18 month training requirements in the insurance assistance staff’s personnel files and available for review?  

	
	
	
	
	

	Is there documentation of completion of 18 month training requirements in the insurance assistance staff’s personnel files and available for review?  


	
	
	
	
	

	Is there documentation of completion of annual training requirements in the insurance assistance staff’s personnel file and available for review?  


	
	
	
	
	


Home Health:





Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:                                                         
	
	
	
	
	

	Is there documentation of completion of annual training requirements in the insurance assistance staff’s personnel file and available for review?  


	
	
	
	
	


Housing:
 



Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of completion of 1 year minimum training requirements in the housing counselor’s personnel file and available for review?  
	
	
	
	
	

	Is there documentation of completion of annual training requirements in the housing counselor’s personnel file and available for review?
	
	
	
	
	


Legal:
                                                                               Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation that staff has access to updated HIV/AIDS information and it is available for review?


	
	
	
	
	

	Is there documentation of completion of annual training requirements in the personnel files and available for review?  


	
	
	
	
	


Medical Nutritional Therapy:                                            Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the annual continuing education related to HIV present in the registered dietician’s personnel file and available for review?
	
	
	
	
	


Medical Transportation:     




Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Licensure:  
	
	
	
	
	

	Is there documentation that the cab/van company is handicap accessible?
	
	
	
	
	

	Is there documentation of extended waiting periods (more than 2 hours) in a log kept by the agency?
	
	
	
	
	

	Is there documentation in the agency log of alternative transportation sources if agency is unable to provide service?
	
	
	
	
	

	Safety/Vehicle Maintenance:
	
	
	
	
	

	Is there documentation that the cab/van company is licensed by the Commonwealth of Virginia?
	
	
	
	
	

	Is the current license available for review?
	
	
	
	
	

	Is there a vehicle log maintained by the cab/van company?
	
	
	
	
	

	Does the log include description of vehicle: year, make, model, mileage?
	
	
	
	
	

	Does the log include service and maintenance records?
	
	
	
	
	

	Is there documentation that the cabs/vans have current State Inspection stickers?
	
	
	
	
	

	Is there documentation that all transportation vehicles are equipped with fire extinguishers, first aid kits and CPR kits?
	
	
	
	
	

	Is there documentation in the agency log of vehicle inspections every three months by a qualified mechanic?
	
	
	
	
	

	Is there documentation that each vehicle has a current Virginia license plate?
	
	
	
	
	

	Is there documentation that each vehicle has current automobile insurance with both liability and personal injury coverage?
	
	
	
	
	

	Is there documentation that each vehicle has access to age-appropriate car seats for children?
	
	
	
	
	

	Is the necessity for a child car seat documented in the agency log when the appointment is scheduled?
	
	
	
	
	

	Is there documentation that every child under the age of 15 is accompanied by an adult?
	
	
	
	
	


	Exceptions:
	
	
	
	
	

	Transportation companies with two or less employees or individuals.
	
	
	
	
	

	Is there documentation that each cab/van has a current State inspection sticker?
	
	
	
	
	

	Is there documentation that each vehicle has a current Virginia license plate?
	
	
	
	
	

	Is there documentation of the vehicle’s service and maintenance record?
	
	
	
	
	

	Is there documentation that each vehicle has access to age-appropriate car seats for children?
	
	
	
	
	

	Is there documentation that each vehicle has current automobile insurance with both liability and personal injury coverage?
	
	
	
	
	

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Trainings:  
	
	
	
	
	

	 Is there documentation of completion of orientation within 60 calendar days of hire is present in the staff member’s personnel record, signed and dated and is available for review?
	
	
	
	
	

	Is there documentation of cultural competence training of medication reimbursement staff in personnel file that is record, signed and dated and available for review?

	
	
	
	
	

	Is there documentation of continued HIV

education annually for medical

reimbursement staff in personnel file that is 

record, signed and dated and available for 

review? 
	
	
	
	
	

	Third Party:  
	
	
	
	
	

	Is their documentation of agency logs?


	
	
	
	
	


Mental Health:




Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the annual continuing education related to HIV present in the mental health provider’s personnel file and available for review?
	
	
	
	
	



Oral Health:




Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the annual continuing education related to HIV present in the oral health provider’s personnel file and available for review?
	
	
	
	
	


Outpatient/Ambulatory Care:                                                Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Qualifications:  
	
	
	
	
	

	Is there documentation of  provider’s current licensure present in the personnel file and available for review?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the annual continuing education present in the provider’s personnel file and available for review?
	
	
	
	
	


Outreach:                                    Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Do outreach staff meet qualifications?  
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the new hire training and annual continuing education present in the outreach staff’s personnel file and available for review?
	
	
	
	
	


Psychosocial/ Support Services:   
                     Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the new hire training and annual continuing education present pyscosocial personnel file and available for review?
	
	
	
	
	


Referral for Health Care/Supportive Services:                      Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of the new hire training and annual continuing education present in the referral staff’s personnel file and available for review?
	
	
	
	
	


Respite Care:




Not Ryan White Part B funded

	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation of  respite staff’(s)orientation, new hire training and or annual training in the personnel file and available for review?  
	
	
	
	
	



Substance Abuse:
         



Not Ryan White Part B funded



	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation and completion of continuing education requirements in the substance abuse provider(s) personnel file(s)?  
	
	
	
	
	


Treatment Adherence:
                ⁯ Not Ryan White Part B funded
	
	YES
	NO
	NA
	#
	COMMENTS

	Policy and Procedure:  
	
	
	
	
	

	Is there a current/updated policy and procedure manual for this service?
	
	
	
	
	

	Training:  
	
	
	
	
	

	Is there documentation and completion of new hire and annual training requirements present in the adherence professional’s personnel file and available for review?   
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