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CCDDB/CCMHB Cultural and Linguistic Competence
Site Visit Protocol and Report

To assure an appropriate level of accountability and full compliance with the terms and conditions of service contracts, the Champaign County Mental Health Board (CCMHB) and the Champaign County Developmental Disabilities Board (CCDDB) require semi-annual reporting specific to the Agency’s CLC Plan, in compliance with specifications defined in the contract. Biannual or more frequent site visits are conducted at the discretion of the CLC Coordinator, or in consultation with the Associate Directors, using the following protocol and attached report forms and checklists.

Prior to the Site Visit
1. Scheduling – CCDDB/CCMHB staff, typically the CLC Coordinator, will schedule a meeting with the appropriate agency staff person to complete the review. This may be done by phone or email, with a minimum of 5 working days’ notice. Date and time scheduled will be at the mutual convenience of Board and Agency staff. A list of any requested documents will be shared with the agency. The meeting may be conducted through a virtual platform such as Microsoft Teams, Zoom, WebEx, or other, provided both parties agree.

2. Agency preparation – The provider will gather the requested documents and make them available to CCDDB/CCMHB staff at the start of the site visit. A standardized report form and checklist are used to guide the review of documents.

3. Reviewer preparation – CCDDB/CCMHB staff will review:
· Program Plan(s), especially regarding access and outreach to underserved and underrepresented populations;
· Quarterly demographic and residency reports and year to date data;
· Most recent CLC site visit report (for concerns which may persist);
· Most recent completed semi-annual CLC Progress Report.
CCDDB/CCMHB staff will develop discussion topics of emerging issues or concerns identified in the above review, or by other staff, particularly the Associate Directors and Operations and Compliance Coordinator, who may also participate in the meeting.

During the Site Visit
1. View documentation or other evidence, whether on site or through a virtual platform, to verify:
· Documentation of Interagency Collaborations/Partnerships
· Documentation of agency staff review of the CLC Plan (do staff sign? Are attendance sheets used?)
· Documentation of agency board review of the CLC Plan
· Other efforts to share the CLC Plan
· Evidence of positive impact of actions identified in the Plan and completed:
a. through client outcomes demonstrated in three client case files?
b. through increased diversity of staff, management, and board members?

2. Discussion with agency representative(s) of program and performance: 
· How does the organization define Cultural and Linguistic Competence? 
· What is the process to recruit staff, board members, and management to include diverse backgrounds?
· What do the reported demographic and residency data suggest about Engagement of Underrepresented and Underserved Populations that include different backgrounds?
· How does the agency engage people of different backgrounds?

3. Exit interview – summarize results/findings. If deficiencies have been identified, explain the requirement for corrective action within a reasonable timeframe. 

Subsequent to the Site Visit

1. Summarize observations in the report form (Appendix A), with copies to the Agency, the CCDDB/CCMHB contract file (through the Operations and Compliance Coordinator) and Executive Director.

2. Outcome of the Site Visit may be:
· “Documentation Met Expectations” – the activity which had been reported is well documented, and records are complete;
· “Documentation Sufficient to Verify Activity” – reported activity met minimal expectations for documentation, with deficiencies, e.g., records were present but required effort to verify; or                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
· “Finding of Significant Abnormalities” – absence of documentation of CLC actions, triggering written notice of findings and requiring an agency response on corrective action (such notice is very rare – emphasis on significant). A follow-up site visit may be required within 90 days, or issues may be addressed at next site visit, depending on significance of findings. 


Appendix A
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CCDDB/CCMHB Cultural and Linguistic Competence Site Visit Form

AGENCY: __________________________ 

CURRENT FUNDED PROGRAM(S): _____________________________

DATE: _________________  

PARTICIPANTS: _________________________________________________________________

(Copies of documentation viewed at this meeting may be requested for contract file.)

REVIEW OF CLC PLAN ACTIONS:

Evidence of Interagency Collaborations/Partnerships?

Documentation of agency staff review of the CLC Plan? 

Documentation of agency board review of the CLC Plan?

Evidence of other efforts to share the CLC Plan?

Evidence of positive impact of actions identified in the Plan and completed:
· Are positive client outcomes documented in three client case files?
· Is there increased diversity of staff, management, and board members?
· Other?

DISCUSSION:

How does the organization define Cultural and Linguistic Competence? 

What is the process to recruit staff, board members, and management to include diverse backgrounds?

Do the reported demographic and residency data indicate improved engagement of Underrepresented and Underserved Populations that include different backgrounds?

How does the agency engage people of different backgrounds?



CONCLUSION:

Outcome of Site Visit:

Is corrective action indicated? (Provide detail and timeline for corrective action plan and other follow up.)



Signed ___________________________________

Cc: Agency Representative, CCDDB/CCMHB Operations and Compliance Coordinator for contract file, CCDDB/CCMHB Executive Director
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