
     
 

                                 

 

   
 

   

   

    

  

 

   

 

  

   

 

  

     

 

   

       

 

   

  

   

 

  

      

    

     

     

 

    

  

 

   

 

 

 

 

Section 4.0: Project Personnel, Training, and Technical Assistance Administrative Manual 

4.3 TRAINING REQUIREMENTS 

Time Frame  

Annual 

Policy  

Title X sub-recipients must provide for the orientation and in-service training of all Title X personnel, including 

staff of satellite clinics1. All staff and volunteers working with Title X must sign an Annual Acknowledgement 

Statement. 

Personnel  Definitions  

Staff category designation definitions are based on roles and function. Functions of each staff will vary between 

clinics. Examples given below are examples of function and not an exhaustive list. 

Title X Program Staff: 

Support, clinical, administrative, or other staff that are paid in full or partially by Title X funds. 

Examples: Family Planning Director, Health Educator, Finance/Billing, Check-Out 

Clinical Staff: 

Staff that provide direct care to Title X clients. 

Examples: RN, PA, MD, LPN, MD, Medical Assistant, Midlevel Providers, Medical Director 

Ancillary Staff: 

All staff that interact, at any level, with the Title X program or Title X clients. This could include staff that 

are not paid by Title X but that provide services, on occasion, to Title X Clients. 

Examples: Stand-in Staff, Fill-in/Temp, Front Desk/Greeter 

Administrative Staff: 

Staff that have input on large-scale clinic oversight. This could include staff that are not paid by Title X but 

that provide services, on occasion, to Title X clients/efforts. 

Examples: Board Members, Medical Director, CEO, Medical Assistant 

Procedure  

1. Ensure all staff complete required training listed, for their role, within this policy. Subrecipients may elect 

to provide training to a group or each individual as they have time. 

2. Track training completion for each staff member annually. 

3. Send training tracking/documentation to the Montana Family Planning Program office annually by April 

15th . 

Required Training  
 

Orientation  Training  

Complete once within 90 days of hire. 

Orientation Training Name Who Completes? 

Title X Orientation 

1. Title X Orientation (FPNTC) 

Title X 

Clinical 

Ancillary 

Montana Title X Family Planning Program Policy #4.3                       Revised-September 2019 
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Clinical Staff Quality Family Planning Training Series  

All clinical staff must complete the QFP training series once during employment at a Title X clinic. All clinical 

staff must complete this requirement within a year of hire. If your clinical staff have already completed all items 

in this series in years past – be sure to indicate this in their training records. 

QFP Training Name Who Completes? 

Putting the QFP into Practice 

1. How to Begin - Determining the Client’s Need for Services 

2. Integrating Reproductive Life Planning into Your Family Planning Session 

3. Achieving Pregnancy: Assessment, Counseling and Education 

4. STD Services in the Family Planning Setting-Assessment, Counseling and 

Education 

5. Quality Contraceptive Counseling and Education: A Client Centered 

Conversation* 

6. Pregnancy Testing and Counseling* 

Clinical 

*CE credits available 

Annual  In-Service Training   

All staff must complete the outlined annual trainings and acknowledgement statement by March 31 each year. 

Annual Required Trainings/Tasks Who Completes? 

Sign Annual Acknowledgement Statement 

✓ Voluntary Participation8 

✓ Prohibition of Abortion2 

✓ Non-Discrimination6 

✓ Client Confidentiality/HIPAA5 

✓ Conflict of Interest4 

✓ Emergency Management/Preparedness3 

✓ Adolescent Services14 

Administrative 

Ancillary 

Clinical 

Title X 

Volunteers 

Human Trafficking11 

1. Human Trafficking in Montana: Hidden in Plain Sight 

2. Other: Pick Your Own 

Title X 

Clinical 

Cultural Competency (Choose One)7 

1. Caring for LGBTQ Youth in Clinical Settings * 

2. Acknowledging Gender and Sex  

3. Culturally Competent Nursing Care: A Cornerstone of Caring * 

4. Language Access 101: Creating Inclusive Clinics* 

5. ADA Basics Building Blocks * 

6. Adolescents (Pick Your Own) 

7. Minority Populations (Pick Your Own) 

8. Other: Pick Your Own 

Title X 

Clinical 

Mandatory Reporting9 

1. Mandatory Reporting in Montana + Quiz for Certificate 

Ancillary 

Title X 

Clinical 

Adolescent Counseling (Choose One)14 

1. Preventing Sexual Coercion 

2. Dating Matters 

3. Talking with Teens About Reproductive Health: How to Tackle the Tough Topics 

Title X 

Clinical 
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https://www.fpntc.org/resources/counseling-adolescents-about-sexual-coercion-and-abuse-elearning
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https://www.hhs.gov/ash/oah/resources-and-training/online-learning-modules/talking-with-teens-about-reproductive-health/index.html


                                 

    

   

  

  

 

 

 

 

 

       

   

   

   

   

   

   

 

   

   

    

   

   

   

   

 

 

  

Annual Required Trainings/Tasks Who Completes? 

Intimate Partner Violence/Sexual Abuse/Rape (Choose One)9 

1. CDC Connecting the Dots Training 

2. Other: Pick Your Own 

Title X 

Clinical 

*CE credits available 

Policy References  

Code of Federal Regulations  

1. 42 CFR 59.5 (b)(4) - What requirements must be met by a family planning project? 

Montana Administrative Manual  

2. 8.1.3 Prohibition of Abortion 2.6 Voluntary Participation 
3. 9.1.8 Emergency Management 2.10 Mandatory Reporting 
4. 10.1.9 Conflict of Interest 2.11 HIPAA Compliance 
5. 11.2.3 Client Confidentiality 2.12 Human Trafficking 
6. 12.2.4 Client Non-Discrimination 2.10 Mandatory Reporting 
7. 13.2.5 Client Dignity and Cultural 2.12 Human Trafficking 

Competency 14. 2.18 Adolescent Counseling 

Last Revised September 2019 
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