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Family Planning Title X Updated Orientation
Checklists and Program Training Record Webinar

May 12, 2023

Objectives
By the end of this webinar participants should be able to:
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• Identify and navigate the updated Title X Orientation 
Checklists

• Identify and navigate the new staff Title X Family Planning
Program Training Record

• Understand when to use the Title X Orientation Checklists vs. 
the new Title X Family Planning Program Training Record

• Understand the use of these updated/new forms does not 
start until June 1, 2023
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III. Scope of Work and Deliverables
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7. The policies that address family planning services in each Local Health

Department shall include:
f. REQUIRED TRAINING COURSES

1) It is the responsibility of the Local Health Director or their designee 

to have all Title X funded staff and staff who provide services to Title 

X patients (e.g., management support, lab, social workers, health 

educators, clinicians/providers/Medical Directors, nurses, and other 

staff) complete the following federal and state required training:

a. One time, on hire, Title X‐funded staff and staff who provide 

services to Title X patients are required to complete the Title X 

Orientation Checklists. The applicable Orientation Checklists must 

be completed within 60 days of hire.

1) The Orientation Checklists can be accessed at the WICWS 

website under the Required Title X/Family Planning Trainings 

section.11

11https://wicws.dph.ncdhhs.gov/provpart/training.htm
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7. The policies that address family planning services in each Local 

Health Department shall include:
f. REQUIRED TRAINING COURSES

2) The Orientation Checklist is a Microsoft Excel workbook which 

contains tabbed sheets, and each sheet designates which types of 

staff must complete that sheet. All new staff must complete the tab

labeled “All Staff Orientation.” Other tabs are role‐specific; new staff

must complete the tab that matches their role in working with Title X

patients.

3) Originals of initial orientation documents (i.e., All Staff Title X 

Orientation Checklist and Role‐specific Checklists) must be on file in

the employee’s personnel file and retained in accordance with 2021

General Records Schedule, Standard 4, Items 4.28 and

4.41.12 Copies must be readily accessible and available for review by

the WICWS Regional Nurse Consultant during monitoring.
12 https://archives.ncdcr.gov/media/1066/open
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7. The policies that address family planning services in each Local Health

Department shall include:
f. REQUIRED TRAINING COURSES

a. All Title X‐funded staff and staff who provide services to Title X 
patients are required to complete the trainings indicated on the 
Title X Family Planning Program Training Record13 under the 
Required Title X/Family Planning Trainings section by May 31, 
2024. This Record must be signed by the Family Planning Medical 
Director and submitted no later than June 30, 2024, to Kristen 
Carroll, Reproductive Health Branch Head, at 
kristen.carroll@dhhs.nc.gov.

b. Even if the Local Health Director position is not Title X‐
funded, DPH recommends the above training courses for 
the Local Health Director.

13 https://wicws.dph.ncdhhs.gov/provpart/training.htm

Tracking of Title X Orientation & Training
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The Family Planning Staff Title X Orientation and Annual Training 
Checklists

is now the...

Family Planning/Title X Staff Orientation Checklists
• Title X‐funded staff and staff who provide services to Title X 
patients are required to complete the Title X Orientation 
Checklists.

• The checklist is now used only for orientation.

• The checklist must be completed within 60 days of hire or
change in position within the agency.

• Originals of initial orientation documents must be on‐site in the
employee’s personnel file.
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Tracking of Title X Orientation & Training

Title X Family Planning Program Training Record

• The training record will be used for annual training for all staff on
the same sheet for ease of tracking.

• A new spreadsheet will be made available with each new 
Agreement Addendum (AA) to alert you to which trainings are 
required each year.

• Trainingsmust be completed & documented byMay 31st each 
year.

• The training record must be reviewed & signed by your Family
PlanningMedical Director.

• The training record must be submitted to the Reproductive Health 
Branch (RHB) by June 30th of each year.

NEW
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Tracking of Title X Orientation & Training

Reproductive Health National Training Center (RHNTC) https://rhntc.org/
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