Kentucky Title X Family Planning
Information and Education (I&E) Advisory Committee and
Community Participation Committee Guidelines

Introduction

Program Requirements for Title X Funded Family Planning Projects require all Title X grantees maintain an I & E Advisory Committee and a Community Participation Committee. (http://www.hhs.gov/opa/sites/default/files/ogc-cleared-final-april.pdf) 

You can be confident that you provide appropriate and effective client materials and program activities
with broad community appeal when an Information and Education (I & E) Advisory Committee and Community Participation Committee (CPC), comprised of members who participate in your program, reviews your agency’s materials and program activities.  

Community concerns regarding your education material and outreach activities can be diffused with a thoughtfully established committee review.  The guidelines in this document provide information, tools and ideas for organizing and improving your local I&E Advisory Committee and Community Participation Committee.  These committees can function together as one committee or can work independently of each other, depending on what works best for your community.


Each grantee is required to submit the minutes of their committee meetings with supporting documentation annually by June 30th of each year.  Submit to the Department for Public Health Family Planning Program staff.


Table of Contents

Title X Requirements									    Pages 2-3

I&E Advisory Committee Organization, Membership, Function and Meetings	    Pages-3-5

Community Participation Committee (CPC) Community Membership, Function  	    Pages 6-8
    and Activities

State Family Planning Advisory Group                                                             	    Page 9

Sample Templates Description							    Page 10
   Sample Templates:
	Introductory Member Confirmation Letter					   Page 11
	Education Material Review Form						   Page 12
	Client Poster Survey								   Page 13
	Client Poster Survey-Spanish							   Page 14
	Client Brochure Survey							   Page 15
	Client Brochure Survey-Spanish						   Page 16
	I&E Committee Evaluation Summary Sheet					   Page 17
	I&E Committee Meeting Minutes 						   Page 18
	CPC Meeting Minutes								   Page 19
	After-Action Report Form							   Page 20


Title X Program Requirements

	11. COMMUNITY PARTICIPATION, EDUCATION, AND PROJECT PROMOTION



Title X grantees are expected to provide for community participation and education and to promote the activities of the project. 

11.1  Title X grantees and sub-recipient agencies must provide an opportunity for participation in the  development, implementation, and evaluation of the project by persons broadly representative of all significant elements of the population to be served and by persons in the community knowledgeable about the community’s needs for family planning services (42 CFR 59.5(b)(10)). 

11.2 Projects must establish and implement planned activities to facilitate community awareness of and access to family planning services (42 CFR 59.5(b)(3)). Each family planning project must provide for community education programs (42 CFR 59.5(b)(3)). The community education program(s) should be based on an assessment of the needs of the community and should contain an implementation and evaluation strategy. 

11.3  Community education should serve to enhance community understanding of the objectives of the project, make known the availability of services to potential clients, and encourage continued participation by persons to whom family planning may be beneficial (42 CFR 59.5 (b)(3).

	12. INFORMATION AND EDUCATION MATERIALS APPROVAL



Every project is responsible for reviewing and approving informational and educational materials. The Information and Education (I&E) Advisory Committee may serve the community participation function if it meets the requirements or a separate group may be identified . 

12.1  Title X grantees and sub-recipient agencies are required to have a review and approval process, by an Advisory Committee, of all informational and educational materials developed or made available under the project prior to their distribution (Section 1006 (d)(2), PHS Act; 42 CFR 59.6(a)). 

12.2  The committee must include individuals broadly representative (in terms of demographic factors such as race, color, national origin, handicapped condition, gender, and age) of the population or community for which the materials are intended (42 CFR 59.6 (b)(2)). 

12.3  Each Title X grantee must have an Advisory Committee of five to nine members, except that the size provision may be waived by the Secretary for good cause shown (42 CFR 59.6(b)(1)). This Advisory Committee must review and approve all informational and educational (I&E) materials developed or made available under the project prior to their distribution to assure that the materials are suitable for the population and community for which they are intended and to assure their consistency with the purposes of Title X (Section 1006(d)(1), PHS Act; 42 CFR 59.6(a)). 

12.4 The grantee may delegate I&E functions for the review and approval of materials to sub-recipient agencies; however, the oversight of the I&E review process rests with the grantee. 

12.5 The Advisory Committee(s) may delegate responsibility for the review of the factual, technical, and clinical accuracy to appropriate project staff; however, final responsibility for approval of the I&E materials rests with the Advisory Committee. 

12.6 The I&E Advisory Committee(s) must: 
· consider the educational and cultural backgrounds of the individuals to whom the materials are addressed; 
· consider the standards of the population or community to be served with respect to such materials; 
· review the content of the material to assure that the information is factually correct; 
· determine whether the material is suitable for the population or community to which it is to be made available; and 
· establish a written record of its determinations (Section 1006(d), PHS Act; 42 CFR 59.6(b)).

Reference:  Program Requirements for Title X Funded Family Planning Projects, Version 1.0, U.S. Department of 
Health and Human Services, Office of Population Affairs, April 2014.

I & E Advisory Committee 
Organization, Membership, Function and Meetings

I&E Advisory Committee Organization and Membership
· Every LHD or other Title X sub-recipient are required to have a review and approval process of all informational and educational materials developed or made available to clients and the community by an I&E Advisory Committee prior to their distribution.
· Ask health department staff or agency management if there is an existing committee that can serve as your I&E advisory committee.  Does your agency have a formal process for approving committee members?
· Identify other health department or agency program committees with broad based community representation that may serve as your advisory committee, such as a public health advisory, school-based health center, alcohol and drug program, or HIV prevention committee.  In-house agency staff cannot serve as committee members.  They can attend I&E committee meetings, but they should not be included in committee membership.
· Identify community groups, organizations or individuals broadly representative of your community and client populations.
· Ask an existing local committee with broad community representation to serve as your advisory committee or organize a subcommittee from an existing committee and add members if needed to make it more representative of your community and clients.
· The I&E Advisory Committee must be comprised of five to nine members (Title X Program Requirements, Section 12.1).  At least five members must be present at each meeting.  The size provision may be waived by the Family Planning Program Director when good cause for a smaller number of members is established.  A committee of more than five community members is suggested to fulfill the Title X member requirement when someone leaves the committee or is unable to attend a meeting.  The committee must include individuals broadly representative of the community (in terms of demographic factors such as race, color, national origin, disabilities, economic status, gender, and age).  At least one teen (age 15-20) should be a member of the committee.  
· Invite individuals to participate with phone calls followed by an Introductory Member Confirmation Letter (see template on page 11).  For member recruitment and orientation, you can use the I&E Advisory Committee Membership Description in the next section. 
· Make a list of committee members with contact information.   
· Your I&E Advisory Committee and the Community Participation Committee (CPC) may be combined.  A combined committee must fulfill all the requirements of both committees.

I&E Advisory Committee Membership Description
· District health departments may choose to have one I & E advisory committee for all the counties they serve if the committee members are representative of the demographic factors of the population in each county served by the health department.  Multiple I & E committees may be necessary for district health departments when one committee cannot adequately represent the populations served in each county with one committee.
· The I & E Advisory Committee(s) may delegate responsibility for the review of the factual, technical, and clinical accuracy to appropriate project staff; however, final responsibility for approval of the I & E materials rests with the Advisory Committee
· The I & E Advisory Committee shall:
· Consider the educational and cultural backgrounds of the individuals to whom the materials are distributed;
· Consider the standards of the population or community to be served with respect to such materials;
· Determine whether the material is suitable for the population or community to which it is to be made available; and
· Submit a copy of the written record of determinations with the submission of meeting minutes to the DPH Family Planning Program staff.  
· Meeting minutes should be submitted at least annually no later than June 30 of each fiscal year.  Minutes should include the names of the committee members and the populations represented by the committee (race/ethnicity, age group, community organization, etc.).   A sample meeting minutes template can be found on page 18.

I&E Advisory Committee Material and Information Review
· All client education or information materials must be reviewed by each committee member and a consensus of approval must be reached before the materials are provided to clients or the community.  A sample Education Materials Review Form is found on page 12.  
· A recommended tool for reading level assessment is the Fry Readability Formula, located in the CDC health literacy guide, Simply Put, Appendix C: http://www.cdc.gov/healthliteracy/pdf/simply_put.pdf
· Reviewing materials designed by your organization:
· Be sure these materials are reviewed by the committee before distribution.
· Make appropriate changes based on feedback from the committee prior to distribution.
· Reviewing purchased materials:
· Be sure these materials are reviewed by the committee before distribution.
· You cannot make changes to these materials but may find that they are suitable for some of the populations in your community but not all.  Utilize this information to determine where the materials can be distributed.
· Specialists can be ask to review the factual, technical or clinical accuracy of the material but final approval rests with the committee. 
· Summarize evaluation results and maintain a written record of committee actions of all materials reviewed.  A sample I&E Advisory Committee Evaluation Summary form is on page 17.  You may choose to adapt this form for your use or create a similar tool.

	In addition to committee approval, a committee can field-test materials for special populations.  Field-testing is recommended but not required by Title X.  Field-testing offers valuable feedback for translated materials or information for special populations.  Special populations include, but are not limited to, teens, males, Hispanics, impoverished, African-Americans, etc.



I&E Advisory Committee Meetings
· The committee should meet at least annually to review materials and discuss educational needs of the community and clients.  The committee should meet on an “as needed” basis to review new educational and promotional materials before the material is released for use.  Orientation meetings should be provided for new committee members.  
· Annual meetings should be in-person meetings.  Interim meetings, such as meetings for new material review and new member orientation meetings, may be held via email communication, phone or in-person.
· All committee members during an orientation meeting or the first meeting should receive an overview of the mission and culture of Title X organizations and an overview of family planning services provided.  Use the following resources to educate committee members:
· Family Planning National Training Centers (FPNTC)  course:  Family Planning Basics, http://fpntc.org/training-and-resources/family-planning-basics
· Providing Quality Family Planning Services (QFP)  http://www.cdc.gov/mmwr/pdf/rr/rr6304.pdf 
· QFP Mobile or Desktop App.  This easy-to-use app, designed by FPNTC and sponsored by the Office of Population Affairs (OPA), can help you deliver quality contraceptive services and educate clients about family planning more effectively.  Available to download for free at IOS, Android and Google Play app stores.  
· Committee leadership should provide timely updates to committee members between meetings by email, phone calls or other forms of communication.
· A record of meeting minutes should be maintained and a copy of the minutes should be provided to the DPH Family Planning Program staff.  An I&E Committee Meeting Minutes template has been provided on page 18. The I&E Committee may personalize this template to meet the needs of their committee.  


Community Participation Committee (CPC)
The Program Requirements for Title X Funded Family Planning Projects, Section 11, states that Title X agencies must provide an opportunity for participation in the development, implementation and evaluation of the project by persons broadly representative of the population served and by persons knowledgeable about community needs for family planning services. A community participation committee can assure Title X compliance.
The community participation committee must meet a minimum of annually and more often as appropriate.  Your community participation committee may also serve as your I & E advisory committee if it meets Title X requirements.
Committee members should be familiar with the needs of the populations served by their LHD or clinic and be supportive of the Kentucky Family Planning Program mission to provide the low income population, including women, men and teens, the information and the means to choose the number and the spacing of their children.  Be cautious when considering persons or organization representatives that compete with your agency or have dissimilar goals and objectives.
Community Participation Committee Membership Description
· The Community Participation Committee must be comprised of five to nine members.  At least five members must be present at each meeting.  The size provision may be waived by the Family Planning Program Director when good cause for a smaller number of members is established.  A committee of more than five community members is suggested to fulfill the Title X member requirement when someone leaves the committee or is unable to attend a meeting.  The committee must include individuals broadly representative of the community in terms of demographic factors such as race, color, national origin, disabilities, economic status, gender, and age.  At least one teen (age 15-20) should be a member of the committee.  
· District health departments may choose to have one I & E Advisory Committee and/or one CPC for all the counties they serve if the committee members are representative of the demographic factors of the population in each county served by the health department.  Multiple I & E Advisory Committees and/or CPCs may be necessary for district health departments when one committee cannot adequately represent the populations served in each county with one committee.
· The CPC members can also serve as the I & E Advisory Committee if the members meet the Title X Requirements (see page 2).  

Community Participation Committee Meetings and Activities
· Schedule a meeting with your Community Participation Committee at least once each year.  
· Request you LHD’s Family Planning Fact Sheet from the state Family Planning Program.  Discuss the findings of this report and use it to evaluate the strengths and challenges of the family planning program in your locale. 
· Ask committee members for:
· Ideas for increasing the number of clients served.
· Ideas for using and distributing the FPAR report and fact sheet to the community.
· Ways to improve access to services.
· Suggestions related to specific community issues or needs.
· To meet the Title X Program Requirements, your committee can:
· Offer feedback about your clinic’s family planning program strengths and areas needing improvement.  Examples include, but are not limited to:
· Call back system or phone system
· Appointment setting vs. open scheduling
· Providing teen-friendly clinic setting and hours
· Assist with solving program challenges.  Examples include but are not limited to:
· Ways to increase male services, 
· Ways to reach the teen population,
· Possible solutions to a “no show” or other clinic flow problem, 
· Ways to improve customer service
· Plan outreach activities to educate the community about family planning services and to increase family planning clients.  Be sure to include activities that will address the needs of males and adolescents. 
· Evaluate outreach activities by completing an After Action Report (template on page 20).  Review after action report with committee members via email or at the next committee meeting.
· Serve as family planning advocates to increase community awareness for the need for family planning services and the community benefits for providing those services.
· A record of meeting minutes should be maintained and a copy of the minutes should be provided to the DPH Family Planning Program staff.  A Community Participation Committee Meeting Minutes template has been provided on page 19.  The Community Participation Committee may personalize this template to meet the needs of their committee.  
· The meetings of the I & E Advisory Committee and Community Participation Committee can be combined if the one meeting can address activities required by both committees.  When committee meetings are combined, meeting minutes should clearly reflect community participation activities and education material review activities.

Suggested Community Outreach, Education and Family Planning Promotion Activities
The following lists are suggestions to promote community participation, community outreach and education, and family planning project promotion strategies. These lists are suggestions and are not an all-inclusive list.  They are not mandatory requirements for family planning clinics.  Community participation committee members and LHD staff may provide additional ideas for outreach, education and promotion. 
Community Participation Activities
· Community Participation Committee Meeting (required annual meeting)
· Community Input Strategies:
· Public Forum
· Survey to community members or clinic clients
· Roundtable discussions with community groups
· Establish Task Force or Coalition-type group
· Suggestion box
Community Outreach and Education Activities
· Health fairs
· Sporting events
· Teen events
· Community presentations
· County fair
· Community education opportunities
· School education (middle, high school and college)
· Newspaper articles
· Neighborhood meetings and educational opportunities 
· Education and Outreach events at:
· Homeless shelters
· Drug and alcohol programs
· Domestic violence shelters
· Justice centers, including juvenile justice centers
Project Promotion and Education Activities
· LHD Website and other sites
· Facebook and other social media 
· Newspaper ads
· Theater ads in programs
· Movie theater ads before movies
· Brochures*
· TV ads
· Flyers*
· Posters*
· Clinic Open House
· Disseminating state and county family planning data to policy makers and stakeholders

*must be approved by the I & E Committee prior to distribution



Kentucky State Family Planning Advisory Group
The Kentucky Statewide Family Planning Advisory Group serves as an advisory group and liaison between the family planning clinics and the Family Planning Program staff.  This group examines the educational materials, policies and requirements of the Title X Family Planning Program and provides input to improve program implementation at the local level while complying with the federal regulations.  
Group Structure and Responsibilities
· The Kentucky Statewide Family Planning Advisory Group is comprised of 10-12 members.  Members include nurse leaders, health department directors, community educators and a representative from a partnering Federally Qualified Health Center (FQHC). The group is selected by the Family Planning Program Director.  Selection is made to ensure representation of all types of local health departments from all areas of the state.  The group is facilitated by the Family Planning Program Director and the Family Planning Nurse Consultant.
· The Kentucky Statewide Family Planning Advisory Group will meet a minimum of semi-annually and more often as needed.  Travel reimbursement will be provided for members attending the meetings in person.
· Duties of the Statewide Family Planning Advisory Group include:
· Evaluate the strengths and weaknesses of the family planning program and participate in strategic planning to improve the program’s ability to meet the family planning/reproductive health needs of women, men and teens in Kentucky.
· Address the challenges family planning clinics face as they provide services in their communities. Offer possible solutions to overcome those challenges and improve the program on the local level.
· Serve as a state-level I & E Advisory/Community Participation Committee.  The committee will follow the same requirements as local committees, including, but not limited to:
· Review all informational and educational materials developed or purchased by the Kentucky Family Planning Program to be provided to LHDs and other family planning sub-recipients to be made available to clients and the community (example- FPEM19). 
· Review the Kentucky family planning annual report (FPAR) and other family planning related data such as teen birth rates, STD morbidity, etc. Ask committee members for:
· Ideas for increasing the number of clients served.
· Ideas for using and distributing the FPAR report and fact sheet to the community.
· Ways to improve access to services.
· Suggestions related to specific community issues or needs.
· Propose communication strategies to ensure all family planning clinics are aware of current policies and improvement strategies.
· Minutes of the Statewide I & E Advisory Committee will be made available to LHDs.
[bookmark: _GoBack]Note:  Local I & E Advisory Committees may use the State Family Planning Advisory Group’s assessment of the education and information materials as a basis of their evaluation of the materials.  However, local I&E Committees must also approve the materials within their committee prior to the distribution of the materials. The State Family Planning Advisory Group does not meet the OPA community representation requirements as a state-level I & E Committee.  The local approval may be obtained at a regular meeting or via phone or email approval by committee members between meeting dates.  Approval of materials during interim periods should be addressed again at the next regular I & E Advisory Committee meeting and be reflected in the minutes to provide a record of approvals.


Sample
TEMPLATES

Page 11		Introductory Member Confirmation Letter
Page 12		Educational Material Review Form
Page 13		Client Poster Survey
Page 14		Spanish Client Poster Survey
Page 15		Client Brochure Survey
Page 16		Spanish Client Brochure Survey
Page 17		I & E Committee Evaluation Summary
Page 18		I & E Committee Meeting Minutes 
Page 19		Community Participation Committee Meeting Minutes 
Page 20		After Action Report 



LHD Letterhead

Date

Dear	:

This letter confirms your membership on the    LHD name    Family Planning Program Information and Education (I & E) Advisory and Community Participation Committee.  Our Title X federally funded program provides critical health services to low-income and uninsured individuals to prevent unintended pregnancies.

Your participation in this committee will help us determine the best way to serve the women, men and teens in our community.  Thank you for your assistance with the development and selection of materials and outreach efforts that are appropriate for our clients and the community.  We value and respect your opinion.

We occasionally will send you materials such as pamphlets, videos, posters or teaching tools.  We will ask you to review the materials and complete a one-page survey.  It is important that you attend our meetings to provide feedback regarding the materials and activities connected to the family planning program.  Your input will assure we are providing information that is appropriate for our community and our clients.  

Our next meeting will be 			.  Feel free to contact 			 at 			 with any questions or concerns.

Sincerely,





Educational Material Review Form
LHD Name
Title: 								Target Audience: 				
														
	Is the material:
	YES
	NO*

	Factually accurate and current?
	
	

	Appropriate for community and target audience?
	
	

	Clearly presented?
	
	

	Well organized?
	
	

	Suitable for the population or community addressed?
	
	

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

	Age appropriate?
	
	

	Appropriate reading level?
	
	

	Culturally sensitive?  Language 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:  				


Client Poster Survey
LHD Name
Title of Poster:  							
       LHD name                 purchased or designed a poster to give our clients important health information.  Please help us to find out if people can understand the information.  This is not a test.  There are no right or wrong answers.  We want to know what you think about the poster to make sure it is relevant or to make it better.  
														

	
	YES
	NO

	Would you notice this poster in the clinic?
	
	

	Do you like the way the poster looks?
	
	

	I think the poster would be good for people to see in the clinic.
	
	

	Would you tell a friend about the poster?
	
	



If you said “NO” to any questions, please tell us why:
																																																								
What is the main message of this poster?
																																										
How could we make the poster better?
																																										

Thank you for your time completing this survey.  We value your opinion and will use these results to help ensure the information we provide our clients is informative and interesting.  


Encuesta al Cliente sobre el Póster 
LHD Name
Título del Póster: ___________________________________________ 
___LHD name______________ compró o diseñó un póster para proporcionarle información importante sobre la salud. Por favor ayúdenos a saber si las personas pueden entender la información. Esto no es un examen. No hay respuesta correcta ni incorrecta. Queremos saber qué opina sobre el póster para asegurarnos de que es relevante o mejorarlo.
														

	
	Sí
	No

	¿Este póster llamaría su atención si lo ve en la clínica?
	
	

	¿Le gusta cómo luce este póster?
	
	

	Pienso que es bueno que las personas vean este póster en la clínica. 
	
	

	¿Le comentaría a un(a) amigo(a) sobre este póster? 

	
	



Si contestó “NO” a cualquier pregunta, por favor explique: 
																																																								
¿Cuál es el mensaje principal de este póster?
																																										
¿Cómo podemos mejorar el póster?
																																										

Gracias por el tiempo dedicado a completar esta encuesta. Nosotros valoramos su opinión y
utilizaremos estos resultados para garantizar que la información entregada a nuestros clientes
sea instructiva e interesante.




Client Brochure Survey
LHD Name
We purchased or made this brochure to give you health information.  We want to know what you think about the brochure to make it better.  There are no right or wrong answers.
														

	
	YES
	NO

	Would you notice this brochure in the clinic?
	
	

	Do you like the way the brochure looks?
	
	

	I think people should get the brochure.
	
	

	Does the brochure information help you, your family or friends?
	
	



If you said “NO” to any questions, please tell us why:
																																																								
What is the main message from this brochure?
																																										
How could we make the brochure better?
																																										

Thank you for your time completing this survey.  We value your opinion and will use these results to help ensure the information we provide our clients is informative and interesting.  


Encuesta al Cliente sobre el Folleto
LHD Name 
Título del Folleto: ___________________________________________ 

Compramos o diseñamos este folleto para proporcionarle información sobre la salud. Necesitamos saber su opinión sobre el folleto para mejorarlo. No hay respuestas correctas ni incorrectas. 
														

	
	Sí
	No

	¿Este folleto llamaría su atención si lo ve en la clínica?
	
	

	¿Le gusta cómo luce este folleto? 
	
	

	Pienso que las personas deberían recibir este folleto. 
	
	

	¿La información del folleto le podría ayudar a usted, a sus familiares o amigos? 
	
	



Si contestó “NO” a cualquier pregunta, por favor explique:
																																																								
¿Cuál es el mensaje principal de este folleto?
																																										
¿Cómo podemos mejorar el folleto?
																																										
Gracias por el tiempo dedicado a completar esta encuesta. Nosotros valoramos su opinión y utilizaremos estos resultados para garantizar que la información entregada a nuestros clientes sea instructiva e interesante.

I & E Committee Evaluation Summary
Title of Material: 						  Target Audience: 				
No. of Respondents: 					Date: 			
														
	Is the material:
	Yes
(%)
	No
(%)
	Comments

	Factually accurate and current?
	
	
	

	Culturally sensitive?
	
	
	

	Clearly presented?
	
	
	

	Well organized?
	
	
	

	Suitable for the population or community addressed?
	
	
	

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

	Age appropriate?
	
	
	

	Appropriate reading level?
	
	
	

	Meets community and target audience standards?
	
	
	

	Enhanced by appropriate illustrations/graphics?
	
	
	



Responses to “If you answered “No” to a question, please explain”:





List all review comments:





Material approval:                 Approve 		%        Do not approve 		%


Additional reviewers:




AGENCY LETTERHEAD

I & E COMMITTEE MEETING MINUTES

DATE:  			

Members Present:

	Committee Member
	Population/Community Representation

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Add lines as needed
Members Absent:

LHD Representatives:

MINUTES:
Agenda items should include the following.  Other items may be added and order of the agenda is at the discretion of the agency.
· Review responsibilities of committee
· Discuss the materials reviewed.  Attach evaluation summary or each item reviewed 
· Discuss gaps in educational materials and need for additional materials
· Discuss any needed changes in current educational materials (examples: outdated, medically inaccurate, ineffective, etc.)
· Actions steps to be taken to add additional materials or update current ineffective or inaccurate materials
· Include other discussions during the meeting


NEXT MEETING:


Respectfully Submitted, 
LHD Meeting Facilitator





AGENCY LETTERHEAD

Community Participation Committee Meeting Minutes

DATE:  			

Members Present:

	Committee Member
	Population/Communitiy Representation

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Add lines as needed
Members Absent:

LHD Representatives:

Minutes:
Agenda items should include the following.  Other items may be added and order of the agenda is at the discretion of the agency.
· Evaluate effectiveness of action items discussed at the last meeting. Refer to After Action Report.  
· Review Family Planning Fact Sheet provided by the state family planning program
· Discuss the successes of the family planning program in your community(ies)
· Discuss the challenges of the family planning program in your community(ies)
· Suggest action items to address these challenges
· Plan outreach activities to educate the community about family planning services and to increase family planning clients.  Be sure to include activities that will address the needs of males and adolescents

Action Items:

	Action Item
	Responsible Party
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




NEXT MEETING:


Respectfully Submitted, 
LHD Meeting Facilitator

Agency Name
 Community Participation Committee
After Action Report

Report Date: 				

Title of outreach activity or action 									

Date of activity (if appropriate) 				

Event/activity/action description: (specific details) 						
																																		

Location of activity/event/activity 									

Estimated attendance or number of persons impacted 				

LHD staff participating in event/activity 				

Community Participation Committee participants 			

How was the event promoted or advertised?							

Participating Organizations: 										

Evaluation:  

Effectiveness of the Activity 																																						
Challenges of the Activity 																																						
Do you want to repeat this activity in the future?           Yes                  No
If so, what improvements need to be made? 																																			


Total cost of activity 				  

20

