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I. Purpose

The purpose of this policy is to describe the processes of the Department of Health and Human
Services, Division of Public Health Services, NH Family Planning Program (NH FPP), the Title
X Grantee, for ensuring sub-recipient compliance with the Title X requirement to establish a
review and approval process, by an I&E/Advisory Committee, of all informational and
educational (I&E) materials (print and electronic) developed or made available under the Title X
project prior to their distribution, to ensure that materials developed or made available under the
project are suitable for the intended population or community to which they are to be made
available.

II. Policy

NH FPP Title X sub-recipients shall provide for the review and approval of I&E materials (print
and electronic) developed or made available under the Title X project by an I&E/Advisory
Committee prior to their distribution, to assure that the materials are suitable for the population
or community to which they are to be made available and the purposes of Title X of the Act. The
project shall not disseminate any such materials which are not approved by the I&E/Advisory
Committee (CFR 59.6 (a)).

III. Procedures

All I&E review and approval operations, including the establishment of an I&E/Advisory
Committee as described in CRF 59.6 (b), are delegated to individual sub-recipient agencies.
Oversight of these operations rests with the NH FPP who will ensure each sub-recipient's
adherence to Title X requirements relating to the review and approval of I&E materials per CFR
59.6 and as outlined in this policy document.

I&E/Advisory Committee Requirement

Sub-recipient agencies are required to have an I&E/Advisory Committee to review and approve
all I&E materials as set forth in this policy. Sub-recipient agencies may create an I&E/Advisory
specific Committee to meet these requirements, or they may use an Advisory Board or other
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committee that is already in existence for these purposes as long as it meets the requirements 
outlined below. 

Criteria for Establishing an I&E/Advisory Committee 

Each NH FPP Title X sub-recipient agency is required to establish and maintain their own 
I&E/Advisory Committee. The committee shall be established using the following criteria: 

1. Size 

The committee shall consist of no fewer than five members and up to as many members 
as the sub-recipient determines (the size provision may be waived by the Secretary for 
good cause shown).  
 

2. Composition 

The committee shall consist of individuals broadly representative of the population or 
community for which the materials are intended (in terms of demographic factors such as 
race, ethnicity, color, national origin, disability, sex, sex characteristics, sexual 
orientation, gender identity, age, marital status, income, geography, and including but not 
limited to individuals who belong to underserved communities, such as Black, Latino, 
and Indigenous and Native American persons, Asian Americans and Pacific Islanders and 
other persons of color; members of religious minorities; lesbian, gay, bisexual, 
transgender, and queer (LGBTQ+) persons; persons with disabilities; persons who live in 
rural areas; and persons otherwise adversely affected by persistent poverty or inequality). 
In house staff cannot service as committee members. 
 

3. Functions 

The I&E/Advisory Committee must review and approve all I&E materials (print and 
electronic) developed or made available under the project prior to their distribution to 
ensure that the materials are suitable for the population and community for which they 
are intended and to ensure their consistency with the purposes of Title X (CFR 59.6).  

In reviewing materials, the I&E/Advisory Committee shall:  

a. Consider the educational, cultural, and diverse 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 materials; 

c. Review the content of the material to assure that the information is factually 
correct, medically accurate, culturally and linguistically appropriate, inclusive and 
trauma informed; 

d. Determine whether the material is suitable for the population or community for 
which it is to be made available; and 

e. Establish a written record of its determinations. 
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4. Frequency of Review 

This I&E/Advisory Committee must meet (virtually or in person) at least twice 
annually or more often as appropriate for the review and approval of all I&E 
materials. Each committee meeting should result in the following: 

• the addition of new/updated I&E materials,  
• the expiration of any old/outdated materials, as necessary 
• the re-approval of I&E materials, as appropriate  

 

Each material being distributed under the Title X project must be reviewed on an annual 
basis to determine that it meets the above requirements. The annual review must result in 
re-approval or expiration of each I&E material.   

 
Responsibility of Review and Approval 

It may be necessary for the I&E/Advisory Committee to delegate responsibility for the 
review of the factual, technical, and clinical accuracy of all I&E materials developed or 
made available under the Title X-funded project to appropriate project staff (e.g., RN, NP, 
CNM). If this function is delegated to appropriate project staff, the I&E/Advisory 
Committee must still grant final approval of each I&E material on an annual basis.  

 
IV. Demonstrating Compliance with I&E Materials Policy Requirements 

The NH FPP will collect documentation described below as required or as necessary in order to 
monitor sub-recipient compliance with the Title X project as it relates to the review and approval 
of all I&E materials. 
 

1.) I&E Materials List. On an annual basis, sub-recipients will be required to submit a 
comprehensive list of all I&E materials (print and electronic) that are currently being 
distributed or made available to Title X clients. The list must be completed using the I&E 
Materials List Template provided by the NH FPP, which must include all required data 
elements for each material, including a date of approval for each material that is within one 
year from the date the I&E materials list is due to be submitted (refer to the current Family 
Planning Reporting Calendar).  

a. NH FPP Title X Network I&E Master List: Once I&E Materials Lists are received 
from each sub-recipient, the NH FPP will produce and provide a de-identified master 
list of all I&E materials currently in use across the NH FPP Title X network. 
Materials on this list are not approved for network-wide use. This list is to be used 
only for the purposes of information-sharing and to aid sub-recipients in 
brainstorming materials or types of materials they would like to share with their own 
client population (i.e., each desired material must go through a full review and 
approval process by the sub-recipient's own I&E/Advisory Board to ensure the 
desired material is appropriate for the client population that is being served by their 
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own agency).  
 
2.) Policies and Procedures. Sub-recipients must have written documentation that outlines their 

process for conducting material reviews. This documentation should include at a minimum: 
 

• A process for assessing that the content of I&E materials is factually correct, medically 
accurate, culturally and linguistically appropriate, inclusive, and trauma informed, and 
how it is ensured by the committee or appropriate project staff. 

• How the I&E/Advisory Committee provides oversight and final approval for I&E 
materials, if this responsibility is delegated. 

• The criteria and procedures the I&E/Advisory Committee members will use to ensure 
that the materials are suitable for the population and community for which they are 
intended. 

• A process for reviewing materials written in languages other than English. 
• How review and approval records will be maintained. 
• A process for how old materials will be expired. 
• A process to document compliance with the membership size requirement for the 

I&E/Advisory Committee (updated lists/rosters, meeting minutes). 
• A process to document that the I&E/Advisory Committee(s) is/are active (meeting 

minutes).  
• A process for selecting individuals to serve on the I&E/Advisory Committee(s) to ensure 

membership is broadly representative of the population/community being served. 
• A process for documenting that the I&E/Advisory Committee are meeting twice a year 

at a minimum (meeting minutes, review forms) 
• A process to ensure that new/updated materials are routinely added, and as necessary 

(meeting minutes, review forms). 
 
I&E Materials Review and Approval Process Policy Agreement 

On behalf of ___________________, I hereby certify that I have read and understand this 
  (Agency Name) 

I&E Materials Review and Approval Process Policy as detailed above. I agree to ensure all 

agency staff and subcontractors working on the Title X project understand and adhere to the 

aforementioned policies and procedures set forth.  

_________________________________________ 
Printed Name 
 
 
_________________________________________  ________________________ 
Signature        Date 
 


