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	 Agency/Personnel/Staff Training (Y = present; N = not present; N/A = not applicable)

	1
	
All licensed agency professional staff, contractors, and consultants who provide legal services are currently licensed by the State Bar of Texas.
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Documentation that agency legal staff have received at least two (2) hours on applicable laws related to HIV infection during the last 12 months.
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Agency has a system in place to disseminate HIV/AIDS information to staff and volunteers.
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	Agency Policies and Procedures (Y = present; N = not present; N/A = not applicable)

	4
	
The agency has policies/procedures for each of the following:
· Patient rights and responsibilities, including confidentiality guidelines
· Patient grievance policies and procedures
· Patient eligibility requirements
· Data collection procedures and forms, including data reporting
· Guidelines for language accessibility
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Chart Review (Legal Services)

	Chart Numbers:
	[bookmark: Text608]     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	 Eligibility Determination (Y = present; N = not present; N/A = not applicable)
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Documentation of eligibility information has been obtained from the referral source and  includes all of the following: 
· Proof of HIV positivity
· Proof of residency
· Verification of financial eligibility
· Client demographics
· Intake and assessment information
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Documentation in the client’s file that Ryan White/State Services funding is being used as the payor of last resort.  
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Documentation that eligibility has been updated/attested every six months. 

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	        Provision of Services (Y = present; N = not present; N/A = not applicable)

	8
	Attorney and client signed a Service Agreement determining objectives of the representation.
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	All legal services provided were the results of the individual's HIV status and results were documented in the client's record.
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Services provided and results were documented in the client's record.
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
11
	
A description of how the legal service is necessitated by the individual’s HIV status , the type of service provided, and the hours spent was documented in the client's record.
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Referral(s) and outcome was documented in the client's record.
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Case Closure (Y = present; N = not present; N/A = not applicable)

	13
	
Documentation of case closure reflects appropriate reason.
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Copy the following chart if additional entries are needed
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