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Arizona Supreme Court
Administrative Office of the Courts
Juvenile Justice Services Division
Evaluation & Diagnosis Services
Contract Compliance Evaluation Form
The Evaluation and Diagnosis Contract Compliance Evaluation will review the specifications outlined in the Pychological/Psychoeducational Evaluation, Psychosexual Evaluation, Neuropsychological Evaluation, and Psychiatric Evaluation and/or Medication Monitoring Service Specifications and the applicable requirements set forth in the AOC Standard Terms & Conditions for Independent Practitioners (IP) or the AOC Standard Terms & Conditions for Full Procurement (FP) as applicable.
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 the applicable service specification.
Please provide a detailed explanation for all NO or N/A responses.
1. 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 provider to sign the form and return a signed copy to the referring probation finance department acknowledging accuracy of the SAF and agreeing to provide authorized service.
Does each client file include the required SAFs?
2.  Referral Source Summary:  In accordance with the Service Specifications, the client record shall include a referral source summary that identifies reason for referral, presenting problem, and medications and dosage at time of referral.
Does each client file contain a referral source summary with information identified above?
3. Collateral Material:  In accordance with the Service Specifications, the client record shall include collateral material (such as copies of consultation reports, evaluations and referral material) conducted by other agencies, professionals or physicians, which are relevant to treatment and/or services to be provided by the Contractor. 
Does each client file contain collateral material identified above as applicable?
4.  Evaluation Report:  In accordance with the Service Specifications, the client record shall include the written evaluation report and shall document the date and method of report dissemination to identified parties.
Does each client file contain a written evaluation report, re-evaluation report, evaluation update, and/or evaluation addendum as applicable?
Does each client file contain treatment recommendations and/or response to the referral questions?
Does each client file document the parties receiving evaluation report and the date and method evaluation report was disseminated?
5.  Psychological Testing Data:  In accordance with the Service Specifications, the client record shall include all psychological testing raw test data required by the AOC Standard Terms & Conditions, Paragraph 14.  The data shall be readily retrievable by the Contractor when requested by the Superior Court, the ASC/AOC, federal or state auditors and any others persons duly authorized  by the ASC/AOC to have full access to, including the right to inspect, copy and make use of any and all records.  Raw test data must identify by name and title the person administering and scoring the testing instrument(s) and date of administration. 
Are only standardized and non-abbreviated psychometric assessments (unless abbreviated assessments are clinically appropriate) utilized?
Does each client file contain raw test data or is test data for each client readily retrievable upon authorized request?
6.  Notations of Communication:  In accordance with the Service Specifications, the client record shall include notations of communication regarding the occurrence of the evaluation service and all attempts made to conduct a collateral interview with parent/guardian, probation officer, or designated representative if person was not involved in the evaluation process.
Does each client file contain applicable notations of communication?
7.  Client Rights:  In accordance with the Service Specifications, the client record shall include documentation of the client's receipt of his/her client rights as required in the AOC Standard Terms & Conditions.  In accordance with Paragraph 28 (IP) or 29 (FP) 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 identified in Paragraph 28 (IP) or 29 (FP). 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 the client's understanding of client rights. Note: Providing client rights information to client undergoing treatment or evaluation is required pursuant to A.R.S. §36-504A.
Does each client file contain a written acknowledgement of the client's receipt of verbal explanation, written copy, and understanding of client rights?
8.  Informed Consent:  In accordance with the Service Specifications, the client record shall include an informed consent signed by the client's parent/guardian or designated representative, except when testing is mandated by law or government regulations; or a copy of the client's signed Terms & Conditions of Probation; or client's signed Terms of Release Conditions; or a copy of the court minute entry ordering completion of an evaluation.   
Does each client file contain informed consent signed by the parent/guardian or designated representative OR a copy of the client's Terms & Conditions of Probation OR a copy of court minute entry ordering completion of evaluation?
9.   Incident Reports:  In accordance with the Service Specifications, the client record shall include fully documented incident reports as required by the AOC Standard Terms & Conditions.  In accordance with Paragraph 50 (IP) or 62 (FP) of the AOC Standard Terms & Conditions, the Contractor shall report, within the stated time frame, incidents identified in subparagraphs b. through d. to the ASC/AOC, the probation department, law enforcement, and parent/guardian as appropriate, that occur with clients served under the terms of this Contract s, using the AOC Incident Report form. The Contractor shall also report to the ASC/AOC and 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 referring probation department as applicable?
PERSONNEL FILES
THE FOLLOWING QUESTIONS APPLY TO ALL STAFF(INCLUDING THE INDEPENDENT PRACTITIONER, PSYCHOMETRISTS, VOLUNTEERS, INTERNS (IP & FP) AND NON-EMPLOYEES) PROVIDING DIRECT SERVICES TO AOC FUNDED YOUTH
Provide a detailed explanation for all NO or N/A responses.
Personnel File:  In accordance with the Service Specifications and Paragraphs 38 & 39 (IP) or 43 & 44 (FP) of the AOC Standards Terms & Conditions, the Contractor shall maintain a personnel file which contains the following minimum documentation.
 
NOTE:  It is required that the Contractor will have in place a process to monitor fingerprint renewals so that the Independent Practitioners, volunteers, interns, psychometrists, 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.
Do the personnel files for individuals providing evaluation & diagnosis services to AOC funded youth, including independent practitioners, psychometrists, volunteers, and interns (IP and FP as applicable), and staff members and non-employees (FP only) contain?
A current signed and notarized AOC Criminal History Affidavit form executed at time of hire and during fingerprint clearance card renewal:
Documentation of current DPS fingerprint clearance:
Documentation to confirm education qualifications specified in applicable service specification:
Documentation of professional license:
Documentation of on-going training to maintain professional license:
Documentation of experience and competency to provide psychosexual evaluation services as specified in the applicable service specification, if applicable:
Documentation of twenty (20) CEUs annually on sex offender treatment, management, and evaluation issues as specified in the applicable service specification (up to 10 hours credit may be accrued in time spent in preparation and presentation of community training provided outside the Contractor's office), if applicable:
Additional documentation required for Psychometrist's personnel file:
Documentation of educational requirements, in accordance with service specifications:
Documentation of training in administering and scoring tests under supervision of licensed psychologist or neuropsychologist as specified in the applicable service specification:
Documentation of certification by the National Association of Psychometrists (NAP) or Board of Certified Psychometrists (BCP), as applicable:
Documentation of understanding and compliance with confidentiality requirements specified in the AOC Standard Terms & Conditions:
Documentation of signed conflict of interest agreement as it pertains to psychometrist and client relationship:
Documentation of insurance specified in the AOC Standard Terms & Conditions, Paragraph 19:
Documentation of signed agreement incorporating and referencing AOC Standard Terms & Conditions and relevant AOC service specifications as set forth in AOC Standard Terms & Conditions, Paragraph 5:
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 NOT APPLICABLE responses.
Please forward a copy of each applicable policy listed below with CCE Vendor Response material.
Policies and Procedures: In accordance with Paragraph 31(IP) or 33 (FP) 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
Qualifications and use of psychometrists and interns, if applicable
Incident Reporting
Limited English Proficiency service delivery to youth/family
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