



(insert AGENCY name)

Reproductive Health Program

Administrative Policies and Procedures

	Subject:  Information and Education (I & E) Advisory Committee
	No.

	Approved by: [image: image1.jpg]M=




	Effective Date: 

	Revised Date:

	References:  Office of Population Affairs (OPA) Program Requirements for Title X Funded Family Planning Projects, 2014; 42 CFR 59.6   


POLICY:  This policy follows the OPA Program Requirements for Title X Funded Family Planning Projects, 2014; and 42 CFR 59.6.
PURPOSE:  Client health education materials must be reviewed by an Information and Education committee.  Local agencies can develop and maintain their own I & E committee, or they can have materials reviewed and approved by the state I & E committee.  This policy provides guidance in establishing an I & E committee if the local program chooses to do so.
□ (insert AGENCY name) chooses to use the State I & E Committee to review health education materials.
or
□ (insert AGENCY name) chooses to establish and maintain an I & E Committee made up of local members, following the protocol below:
PROTOCOL: 
1. (insert AGENCY name) will have informational and educational material reviewed by an I & E Advisory committee prior to distribution.  
a) The I & E Advisory Committee may also serve as the Community Participation Committee (see Community Participation, Education, and Project Promotion Policies and Procedures); or

b) The clinic may choose to have two separate groups. 

PROCEDURE:  
1. (insert AGENCY name)’s I & E Advisory Committee will broadly represent the population or community for whom the materials are intended, including:

a) Race;
b) Color;
c) National origin;
d) Differently-abled condition;
e) Sex; and
f) Age.
2. The committee will consist of five to nine members. (see Attachment 1):
a) Prior approval for a committee consisting of more or less than five to nine members must be obtained from the Oregon Health Authority Reproductive Health Program. (see Attachment 2). 
3. The committee will assure that materials provided to clients within the Reproductive Health Program are:
a) Suitable for the population and community for which they are intended; and
b) Consistent with the purposes of Title X.
4. The I & E Advisory Committee may delegate responsibility for the review of the factual, technical, and clinical accuracy of materials to appropriate staff.  The final responsibility for approval of I & E material remains with the I & E Advisory Committee.
5. The I & E Advisory Committee will:
a) Consider the education and cultural backgrounds of the individuals to whom the materials are addressed.
b) Consider the standards of the population or community to be served with respect to such material.
c) Review the content of the material to assure that the information is factually correct.
d) Determine whether the material is suitable for the population or community to which it is made available.
e) Establish a written record of its determinations. (see Attachment 3)
6. The I & E Advisory Committee can meet on an “ad hoc” basis to review material and may communicate by email, phone, fax, mail, or in-person for each material review.
7. Materials available on the OHA Reproductive Health Program website are approved for use and do not have to be vetted through the local I & E committee.
REFERENCES:

Office of Population Affairs.  2014.  Program Requirements for Title X Funded Family Planning Projects, Section 12   http://www.hhs.gov/opa/pdfs/ogc-cleared-final-april.pdf 
U.S. Government Publishing Office.  2009.  What procedures apply to assure the suitability of informational and educational material? Retrieved from http://www.gpo.gov/fdsys/pkg/CFR-2009-title42-vol1/pdf/CFR-2009-title42-vol1-sec59-6.pdf
ATTACHMENT 1: Informational and Educational Advisory Committee Members

	Name
	Organization
	Contact Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ATTACHMENT 2: I & E Committee Exception Form
(insert AGENCY name) is requesting approval from the Oregon Health Authority Reproductive Health Program to utilize a larger or smaller member group for the I & E Committee.  (insert AGENCY name) proposes a group of XX members due to insert reason for requesting exception here. 

Exception Request:     ____Approved

____Denied
Signature: ___________________________________
__________________

     OHA RH Program Manager                             
Date
ATTACHMENT 3: Educational Material Review Form
Title






Target Audience(s)
Is the material:       







Yes

No*
Factually accurate and current?





____

____

Clearly presented?







____

____

Well organized?







____

____

Free of biases (racial, sexual, cultural, product, religious, political)?
____

____

Age appropriate?







____

____

Appropriate reading level?






____

____

Culturally sensitive?  Linguistically appropriate?



____

____

Enhanced by appropriate illustrations/graphics?



____

____

*If you answered “No” to a question, please explain:
Please check one:



 Approve_____
   Do not approve _____

Comments:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Reviewed by: ___________________________________ Date: _______________

Organization: ___________________________________ Phone: ____________________

Please return this form by: _____________________


Thank you for your feedback

STAFF REVIEW
	NAME
	DATE

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Fax or mail the completed form to:








Local Information and Education (I & E) Advisory Committee 
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