Appendix G:  Briefing Book Documents  Checklist

How to use this checklist: 

This checklist was developed to help state oral health programs compile their briefing books.  It contains a list of documents that may help the SOHP team assess the status of your oral health program. 

Please note:  You are not expected to have all of the items listed.  Simply include documents, excerpts from documents, or summaries that demonstrate the extent to which your program is achieving the essential services listed in The ASTDD Guidelines for State and Territorial Oral Health Programs. This publication is available on the ASTDD website at: www.astdd.org. Team members will have copies of the state SOHPR application packet with attachments.

Introduction

· Organizational charts for the state health department and the oral health program
· Information about oral health program staff
· Basic information about each staff member, such as: name, degrees, title, brief job description, percent time devoted to the oral health program, immediate supervisor (and digital photos of staff members are helpful but not required)
· Resumes of staff members
· Brief history of the oral health program
· Brief funding history for the oral health program (e.g., budget cuts, reorganizations, or other financial impacts on the program over time)  
· A brief geographic/demographic overview of the state

· Small map of the state with counties and health districts identified (on letter size paper)

· A brief description of oral health-related morbidity and mortality in the state including trends (Note: The majority of data will be included in the data section of the briefing book.) 

· The names of other sections/divisions/offices within the health department and other state government agencies or community organizations involved in oral health activities

· List of acronyms used in the briefing book (i.e., an “Acronym Key”)

Infrastructure

· Statute that mandates a public oral health program
· Oral Health plan(s):
· State-wide health plan, which includes oral health
· State-wide oral health plan 
· Health Department’s plan, which includes oral health
· Health Department’s oral health plan
· Oral Health program’s plan

· MCH Title V plan

· Any other relevant strategic plans and documents
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· Information about the oral health program’s budget

· Multi-year budgets

· List of all current funding sources, including level of funding for oral health

· Pages from the state budget that show support for the oral health program, e.g., Medicaid, CHIP, and boards of professional licensure 

· Description of oral health line items in the state budget 

· Other information about the oral health program’s budget

· Information about the oral health program’s efforts to obtain funding 

· Documents demonstrating the oral health program’s participation in the priority setting processes of state and local budget and grant processes, such as the following: Title V (MCH) Block Grant; PHHS (Preventive Health and Health Services) Block Grant; and State Primary Associations

· Description of grants applied for but not received with explanation of why funding was denied

· Information about funding for oral health at the local level

· RFPs for local oral health programs

· Contracts to local agencies or organizations

· Other local funding sources

· Information about the oral health program’s relationship to local grantees, e.g., community and migrant health centers, academic institutions, local health jurisdictions

· List of local grantees

· Description of the state program’s role in administering and coordinating local grantees

· Written procedure for local grantees to obtain financial and technical support from the state program

· Other related materials

· Documentation of actions taken to share information about the oral health program and collaborate with decision-makers and partners (e.g., governor; department directors and/or staff of other state agencies; consumer and advocacy groups; community coalitions; advisory committee; and other decision-makers and partners)

· Documentation of the oral health program serving as a key source of information

· Technical assistance logs

· Record of contacts with media 

· Documentation of referrals to other organizations

· Other examples

· Documentation of communication among oral health program staff at state and local levels

· List or flow chart of systems to facilitate communication

· Staff meeting schedule

· Other examples of communication systems within the oral health program

· Information about the oral health program’s hiring procedures

· A plan for diversity accountability and implementation

· List of locations used for job postings and criteria for choosing these locations
Data Collection, Analysis, and Dissemination

· Oral health surveillance summary data reports and charts
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· Data sets: Water Fluoridation Reporting System (WFRS), epidemiologic surveys, Basic Screening Survey (BSS), Behavioral Risk Factors Survey (BRFS), Medicaid/CHIP utilization data, ASTDD Synopsis, oral cancer data, PRAMS, and workforce/dental HPSAs.

· Assessments of the completeness and validity of data sets 

· Description of reported cases compared to population represented by the data set

· Reports of surveillance system evaluations

· Documents describing data limitations, strengths, and implications for use 

· Other examples of data set assessment

· Protocols for ensuring rigorous data quality standards

· Protocol for protecting data confidentiality and examples of the protocol’s implementation

· Protocol for eliminating data duplication and examples of implementation

· Evidence that variable definitions are consistent with data sets used by the oral health program 

· Documentation of adherence to IRB and other research subject/data protection protocols

· Summaries of results from studies of data quality

· HIPAA and infection control compliance, as appropriate

· Other examples of data quality protocols, e.g., ongoing data collection and timely dissemination

· Details about variables used

· List of variables for state-identified priority oral diseases and problems/injuries

· Evidence of efforts to collaborate with other agencies and community groups to establish the variables, operational definitions, and assigned values relevant to data reports on oral health outcome disparities

· Operational definitions for key variables

· Evidence of efforts to link data sets when appropriate

· Description of collaboration with other agencies for the sharing of data and optimal use of data

· Minutes from meetings with outside agencies on data issues

· Reports, records, or plans of efforts to improve data accessibility, collection, analysis, and use

· Indication of integration of oral health surveillance systems with general public health surveillance

· State surveillance plan that includes oral health as an integral component

· Demonstration that individual data sets are used for multiple surveillance purposes 

· Other examples of integration

· Description of oral health research priorities and efforts to determine related data requirements

· Reports of findings from oral health needs assessments, workforce studies, community forums

· Reports of data being used to track leading causes of oral diseases, problems/injuries

· Reports of data being used to establish oral health programs

· Protocol for alerting officials to OH health hazards or trends that require a timely reaction, e.g., fluoride overfeeds

· Examples of data dissemination to relevant coalitions and partners, including health department programs and all levels of government  

· Program reports (e.g., state publications, peer-reviewed articles, websites, newsletters) and presentations

· Data request log and other examples of data dissemination
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Interventions: Design, Implementation, and Evaluation

· Information about the oral health program’s collaborative relationships with other stakeholders

· Documentation of collaboration with other health department units (e.g., maternal and child health, primary care, epidemiology, Medicaid/CHIP, environmental health, natural resources-fluoridation, etc.) to coordinate and enhance oral health efforts

· List of activities of other health department units that currently address oral health

· List of shared program plans, shared staff or funds, joint participation in committees

· Other examples of collaboration across health department units

· Documentation of collaboration with other state agencies (e.g., criminal justice, child protection, highway safety, mental health, education, labor, etc.) to coordinate and enhance oral health efforts

· List of activities of other agencies that currently address oral health

· Documentation of representation at meetings of state agencies 

· Documentation of ways the program is working with other agencies and results of those efforts 

· Documentation of collaboration with non-governmental organizations in the state (e.g., universities, community based organizations, PTAs, philanthropies, etc.) to coordinate and enhance oral health efforts

· List of activities of non-governmental organizations that currently address oral health

· Documentation of ways SOHP is working with organizations and results of those efforts

· Descriptions of methods used to maintain collaborative relationships/coalitions

· Documentation of collaboration with federal agencies, national organizations, and colleagues in other states to inform the state program and have an impact at the national level

· Documentation of the program’s awareness of pertinent resources and information that are available from federal agencies, national organizations, and programs in other states

· Examples of technical assistance and data received from federal agencies, national organizations, and colleagues

· Examples of resources and training provided to national partners

· Descriptions of the range of strategies and interventions sponsored by the oral health program

· Information about target populations served by interventions 

· Information about age groups served and efforts to ensure developmental appropriateness

· List of oral health program strategies and interventions that address each of the key oral health issues

· Information addressing Children with Special Health Care Needs (CSHCN), and other special populations

· Information addressing Early Head Start and Head Start children, families and programs

· Evidence of the use of data to inform the selection and design of interventions

· Description of completed needs assessments, asset assessments, and/or community diagnoses

· Examples of data analyses being used to direct the design and selection of interventions

· Evidence that strategic and intervention plans have been informed by research into effective, efficient, sustainable or promising approaches

· References to literature reviews and relevant journal articles in intervention plans

· References to information obtained through research and evaluation at the state health department, academic partnerships, and/or participation in national organizations

· References to national, evidence-based practices, guidelines and standards in intervention plans
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· Examples of efforts made to ensure that interventions are culturally appropriate

· Descriptions of interventions that ensure approaches are culturally competent and relevant

· Descriptions of actions taken to confirm that interventions appropriately address the target population’s knowledge, attitudes, and beliefs

· Examples of materials developed for/with specific populations

· Information about multi-faceted evaluations of interventions and the dissemination of evaluation findings

· Examples of evaluation plans developed prior to program implementation

· Evaluation reports demonstrating qualitative and quantitative assessment

· Reports of findings from formative, process, impact, and outcome evaluations

· Job description for a designated internal or external evaluator

· Publications, presentations, web pages, and/or press releases demonstrating dissemination of findings  

· Descriptions of interventions that utilize a comprehensive, multi-level approach 

· Descriptions of interventions that address multiple levels such as knowledge and skills of individuals, community norms, and institutional practice

· Examples of interventions that incorporate educational, environmental, and policy strategies

· Information about the oral health program’s role in supporting and monitoring oral health activities at the local level

· A strategic plan for local oral health with identifiable goals, and time-framed, measurable objectives

· Documentation of the oral health program’s interaction with local programs

· Site visit reports produced by the oral health program

· Progress reports produced by local programs for the oral health program  

· Documentation of provision of local technical assistance and resource materials

· Evidence of provision of local data

· Information about collaborative agreements made with agencies and individuals to implement oral health strategies and interventions

· Description of collaborative agreement process

· Review criteria and score sheets

· Copies of collaborative agreements

· Evidence of efforts to monitor progress in achieving the objectives of the state oral health plan or agenda

· Indication of an annual progress review, led by a specific designated member of the oral health program staff

· Copy of annual progress report

· Documentation of changes in strategic or intervention objectives and activities following process, impact, and/or outcome evaluations

· Description of method used to obtain input and feedback from the oral health program’s constituency and the general public to improve the program’s performance and programming

Technical Support and Training

· List of information resources available to oral health program staff and training provided to promote accessibility

· Subscriptions to oral health journals, resource library, teleconference schedule, internet access

· Agendas from training sessions on topics such as how to locate journal articles, useful web sites, etc.
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· Other information resources available

· Information about training given to oral health program staff at state and local levels

· Oral health orientation checklist and training packet

· Mentoring assignments
· List staff members that have received basic training in oral health

· List of staff members that have received training in evaluation techniques, strategic planning, grant writing, community development, and/or using and developing surveillance data

· List of staff members who have received oral health topic-specific training 

· Documentation of staff participation in cultural competency and/or health disparity training 

· Existence and use of a formal procedures and policies document for the oral health program 

· Other information about training provided to staff

· Information about oral health training provided to professionals, students, and the public

· Description of preceptors and practicums provided by the oral health program to undergraduate and graduate students

· Summaries of training needs assessments of grantees and other local public health providers and subsequent training provided

· Descriptions of programs, protocols and manuals established to teach specific oral health skills

· Descriptions of training workshops offered at professional meetings and universities

· Descriptions of presentations made to community groups

· Evidence of collaboration with partners to provide training

· Number of presentations made by local experts, following referrals from the oral health program

· Description of proactive and reactive technical support provided by the oral health program

· Log of technical assistance requests and responses

· Documentation of identified needs and support given to partners

· Other examples of proactive and reactive technical support provided

· Evidence of the oral health program’s efforts to integrate oral health and the public health approach into the training of other disciplines.

· Description of ways the oral health prevention program has encouraged the inclusion of oral health topics in the training programs and conferences offered by other partners

· Evidence of support given to academic and research partners in providing oral health training

Public Policy

· Evidence of the oral health program’s access to policymakers to achieve program goals

· Description of mechanisms or protocols for communication with policymakers 

· Documentation of actions taken to share information about oral health with legislators.

· Copies of testimony or other evidence of participation in state and local hearings, including legislative committee hearings (indicate whether the testimony was given on behalf of the oral health program)

· Examples of materials sent to policymakers and/or their staff with accompanying cover letters

· Records of meetings with state legislators and/or their staff

· Evidence of participation on boards and commissions at the federal, state, and local level

· Examples of information generated and disseminated by the oral health program on the effectiveness of existing state and local policies related to oral health

· Assessments of needed policies

· Copies of publications resulting from evaluations of existing policies

· Copies of cost benefit analyses of oral health and disease prevention policies
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· Examples of information disseminated to policymakers about evidence based oral health policies

· Descriptions of best and promising practices used in other states

· Other examples

· Documentation to demonstrate that the oral health program has reviewed proposed legislation

· Description of system for identifying relevant bills

· List of legislative subjects addressed by the program

· Documented communication from the oral health program requesting review of proposed legislation

· Number of legislative bills analyzed

· List of legislative recommendations made by the program
· Information about collaborative relationships to promote policies, legislation, and regulations related to selected oral health issues

· Descriptions of policy advocacy strategies used by the oral health program’s partners

· List of partners that provide testimony at legislative hearings, e.g., oral health/fluoridation coalition, etc.

· Copies of information or testimony provided by partners

· Documentation of the oral health program’s participation in task force activities

· Documentation of information provided to partners regarding legislative contacts, the legislative process, and state oral health priorities

· Evidence of topic-specific data and other information provided to policy advocacy partners

· Information about the oral health program’s participation in the process of policy development to support oral health

· Evidence that the oral health program has made efforts to ensure that legislation is drafted and submitted to policymakers to promote oral health activities

· Evidence that the oral health program has made efforts to ensure that state regulations and other policies (e.g., within the health department or other departments such as education, transportation, law enforcement, social services, etc.) are developed to support oral health

· Evidence that the oral health program has supported the development of local policies that enact specific oral health strategies and interventions
