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Arizona Supreme Court
Administrative Office of the Courts
Juvenile Justice Services Division
Contract Compliance Evaluation Form
Delinquency Prevention/Intervention or Educational Services Programs
Licensing information for each facility/service used to provide services under AOC contract is required.
1.  Contracted Services:  Please indicate which Education Services or Delinquency Prevention Programs (DPP) you are currently contracted to provide per your AOC contract (please select all that apply).
CLIENT FILES
Please forward a copy of the complete client record for all clients specified in the cover letter. For a complete list of client file content requirements,  please reference Paragraph 50 of the AOC Standard Terms & Conditions for Full Procurement (FP) or Paragraph 45 of the AOC Standard Terms & Conditions for Independent Practitioners (IP).
Provide a detailed explanation for all NO or N/A responses.
2.  Service Authorization: In accordance with the AOC Invoice Billing Manual, Service Authorization Forms (SAF) authorize services to be delivered to a youth and his/her family under an Administrative Office of the Courts contract. The SAF is initiated by the referring court and requires the authorized contractor to sign the form and return a signed copy to the referring probation finance department.
Does each client file include the required SAFs?
3.  Curriculum or Protocol: In accordance with the relevant Service Specifications (service codes 190 & 194-199), the Contractor shall utilize a written curriculum or protocol that directs the learning process and ensures consistency in delivery.  In accordance with the Service Specification for service codes 185 & 186, the Contractor shall develop instructional materials/lesson plans for each referred youth.
For service codes 190 & 194-199, does each client file contain evidence of service provision utilizing a written curriculum or protocol as described above? 
For service codes 185 & 186 (Education Services), does each client file contain evidence of service provision utilizing specific instructional materials/lesson plans?
4.  Progress Notes:  In accordance with the relevant Service Specifications (service codes 185, 186, 190, 194, 195, 196, 197, 198, and 199), the Contractor shall ensure that each client record contains progress notes that meet documentation requirements, such as describing client level of participation and comprehension of presented topic; specific curriculum utilized; and protocols specific to the applicable service.
Does each client record include progress notes that meet the following documentation requirements?
Progress notes for each day of service, signed by the person providing the service, that document required information, such as, but not limited to:  specific activities, client attendance, participation, and comprehension of presented material
5.  Attendance:  In accordance with the relevant Service Specifications (service codes 185, 186, 190, 194, 195, 196, 197, 198, and 199), the Contractor shall ensure that each client record contains documentation of the client's attendance.
Does each client record include attendance documentation that meets the following requirements?
Attendance sheets for each session with original signature of client and parent/guardian (where applicable); and
Attendance sheets reflecting date, time and duration of service
6.  Pre/Post Testing:  In accordance with applicable Service Specifications, the Contractor shall conduct pre- and post-tests which evaluate the youth's comprehension of material and attainment of written service objectives.  (NOTE:  Not applicable for Education Services)
Does the Contractor administer pre- and post-testing to each client?
Is each pre- and post-test scored?
Does the Contractor retain the completed pre-and post-tests (in either a central file or an individual client file)?
7.  Consent to Treat:  In accordance with Paragraphs 50 (FP) or 45 (IP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that each client record contains an informed consent to receive services form which is signed by the client and the client's parent, guardian, or designated representative. This must also contain documentation that a verbal explanation has been provided to the client and the client's parent, guardian, or designated representative.  The form shall document, at minimum, the provision of details specified in the Informed Consent to Treat definition in Paragraph 1 of the AOC Standard Terms & Conditions.   
For Education Services only:  Does each client file include a signed Informed Consent to Treat form in accordance with AOC Standard Terms & Conditions?
For Delinquency Prevention Programs only: Does each client file include a signed Informed Consent to Treat form as described above if any program material is graphic in nature?
8.  Release of Information:  In accordance with Paragraphs 21 & 50 (FP) or 21 & 45 (IP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that each client record contains a release of information form (where applicable) which is signed by the client and the client's parent, guardian, or designated representative. The release of information form shall document, at minimum, all elements identified in the aforementioned paragraphs.
Does each applicable client file include signed and properly executed Release of Information forms?
9.  Client Rights:  In accordance with Paragraph 29 (FP) or 28 (IP) of the AOC Standard Terms & Conditions, the Contractor shall provide each client and, if applicable, the client's parent/guardian with a written list and a verbal explanation of the client rights as identified in the aforementioned paragraphs. The client record shall contain a written acknowledgement signed by the client confirming receipt of a verbal explanation, a written copy of the client rights, and their understanding of their client rights.
Does each client file contain a written acknowledgement of the receipt and understanding of client rights signed by the client as described  above?
10. Incident Reports:  In accordance with Paragraph 62 (FP) or 50 (IP) of the AOC Standard Terms & Conditions, the Contractor shall report incidents identified in said paragraphs to the ASC/AOC, the referring probation department, law enforcement, and parent/guardian when appropriate, that occur with clients served under the terms of this Contract within the stated time frames. The Contractor shall also report to the ASC/AOC and referring probation department any other type of serious incident impacting the health, safety and welfare of clients whether or not the incident involved clients served under this Contract.  
Does each client file contain incident reports, prepared on an AOC Incident Report form as applicable?
Does each client file document the timely dissemination of written incident reports to the AOC and the referring probation department?
PERSONNEL FILES
THE FOLLOWING QUESTIONS APPLY TO STAFF(INCLUDING VOLUNTEERS, INTERNS, SUB-CONTRACTORS, AND OTHER NON-EMPLOYEES)  PROVIDING DIRECT SERVICES TO CLIENTS (Independent Practitioners - Complete Questions 1-7 only if you are using Volunteers or Interns.  Otherwise skip to Question 8)
Provide a detailed explanation for all NO or NOT APPLICABLE responses.
1.  Personnel Files:  In accordance with Paragraphs 38 & 39(IP) or 43 & 44(FP) of the AOC Standard Terms & Conditions, the Contractor shall maintain a current, individual file of its personnel (including volunteers, interns, sub-contractors, and non-employees) who provide direct services to clients.
Does the Contractor maintain an individual file for each person providing direct services to clients?
2.  Job Description:  In accordance with Paragraph 39(IP) or 43 & 44(FP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that each personnel file contains a current signed and dated job description,  including a dated signature indicating that the staff member understands and agrees that they meet stated qualifications, experience requirements, and can adequately perform the duties prescribed.  
Does each personnel file contain a current signed and dated job description?
3.  Criminal History Affidavit:  In accordance with Paragraph 27, 38 & 39(IP) or 27, 43 & 44(FP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that personnel (paid or unpaid, including sub-contractors, interns and volunteers) required or allowed to provide direct services to clients under this contract shall complete and have notarized an AOC Criminal History Affidavit within seven (7) working days of employment and prior being allowed to perform services under this contract and with each fingerprint clearance card renewal. The original AOC criminal history affidavit shall be maintained in the staff member's file. 
Does each personnel file (including volunteers, interns, sub-contractors, and non-employees) contain a current signed and notarized AOC Criminal History Affidavit form?
4.  Fingerprint Clearance:  In accordance with Paragraph 27(IP/FP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that all personnel (whether paid or not, including sub-contractors, interns and volunteers) required or allowed to provide services directly to clients have a valid fingerprint clearance card at the time of hire or complete and submit an application for fingerprint clearance within seven (7) working days of employment and prior to performing services under this contract.  Prior to personnel performing services under this contract, the Contractor shall verify the validity of fingerprint clearance cards with the Department of Public Safety (DPS), if possessed at hire.  Personnel files must contain copies of fingerprint clearance applications, (including fingerprint ink cards), copies of valid fingerprint clearance cards, and documentation of all clearance card verifications and clearance application status checks with DPS.
NOTE:  Adhering to Paragraph 27 of the AOC Standard Terms and Conditions, the Contractor will have in place a process to monitor fingerprint renewals so that Independent Practitioners, volunteers, interns, non-employees, and agency personnel (as applicable) continue to meet AOC Fingerprint and Criminal History Affidavit requirements.  If a lapse occurs, then the person without a valid fingerprint card is not allowed to provide services until a current fingerprint card is obtained and renewal is appropriately documented by the Contractor.
Does each personnel file contain documentation of current DPS fingerprint clearance?   
5.  Educational Qualifications:  In accordance with Paragraphs 38 & 39(IP) or 43 & 44(FP) of the AOC Standard Terms & Conditions the Contractor shall ensure that each personnel file contains documentation that the person meets qualifications to provide assigned services.  Documentation shall include an official copy of the person's diploma and/or official transcripts.   Please see Paragraphs 33-35(IP) or 35-37(FP) and the applicable Service Specifications for minimum qualification requirements to provide services to clients.
Does each personnel file contain documentation of required education qualifications?
6.  Supervision:  In accordance with Paragraphs 36 & 39(IP) or 39 & 40(FP) of the AOC Standard Terms & Conditions, the Contractor shall supervise, individually or in a group, the experiences and interactions of each personnel not independently licensed providing direct care services to clients (including sub-contractors, interns and volunteers who provide direct services without continuous direct supervision).
Does each qualifying personnel file contain documentation of required supervision provided by a qualified person?
7.  Training:  In accordance with Paragraph 37(IP) or 42(FP) of the AOC Standard Terms & Conditions, the Contractor shall ensure that each person not independently licensed who provides direct services to clients participates in a minimum of forty-eight (48) hours of continuing education or in-service training during the first year of employment (including orientation) and participate in a minimum of twenty-four (24) hours each subsequent year relevant to the staff person's job.
Does each personnel file contain documentation of required annual training?
THE FOLLOWING QUESTION APPLIES TO INDEPENDENT PRACTITIONERS UNDER CONTRACT WITH THE AOC
8.  Personnel File: In accordance with Paragraph 38 of the AOC Standard Terms & Conditions for Independent Practitioners (IP), the Contractor shall maintain a current, individual file for him/herself.  At minimum, does the file contain the following documentation?  
 
NOTE:  Adherence to Paragraph 27 of the AOC Standard Terms and Conditions will be strictly enforced.  It is required that the Contractor will have in place a process to monitor fingerprint renewals so that the Independent Practitioners, volunteers, interns, non-employees, and agency personnel (as applicable) continue to meet AOC Fingerprint and Criminal History Affidavit requirements.  If a lapse occurs, then the person without a valid fingerprint card is not allowed to provide services until a current fingerprint card is obtained and renewal is appropriately documented by the Contractor. 
A current signed and notarized AOC Criminal History Affidavit form?
Documentation of current DPS fingerprint clearance?
Documentation to confirm education qualifications?
Documentation of professional license, as applicable?
Documentation of on-going training to maintain professional license or in compliance with AOC Standards?
FINANCIAL RECORDS
Provide a detailed explanation for all NO or N/A responses.
Financial Records: In accordance with Paragraph 7 of the AOC Standard Terms & Conditions and page three (3) of the AOC Invoice Billing Manual, the Contractor shall retain and submit accurate invoices within the required timeframe based on services authorized by the referring probation departments.
Is the Contractor submitting and retaining documentation of accurate and timely invoices for all services delivered and billed for under the AOC Contract?
POLICIES AND PROCEDURES
Provide a detailed explanation for all NO or N/A responses.
Please forward a copy of each policy listed below, as applicable,  for our review
Policies and Procedures: In accordance with Paragraphs 33 (FP) and 31 (IP) of the AOC Standard Terms & Conditions, the Contractor shall have written policies that implement the Terms and Conditions of the contract.  
Does the Contractor have the following written policies?
Storage, Retention, and Disposal of Client Records, including electronic records
Client Confidentiality and Dissemination of Client Records
Staff Supervision (as applicable for IP) 
Fingerprint Clearance and Criminal History Affidavit
Incident Reporting Policy
Limited English Proficiency service delivery to youth/family
Training and orientation, including determination of the required AOC Competencies for all staff, including volunteers, interns, sub-contractors, and non-employees (as applicable for IP)
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