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Quality Control Plan and Monitoring Plan Checklist
We recommend that your quality control plan follows the format in the sections noted below.  
	Pre-NOFO Agency Quality Control Plan and Monitoring Plan

	The Quality Control Plan (QCP) clearly states: 

1. How the Agency performs their Housing Counseling Quality Control Review

2. The Agency will not counsel its own employees. Instead, it will refer to other HUD approved agency. Or, if agency is going to counsel their own employees, QCP states that it will be done by a supervisor or program manager.

3. Title of who is responsible for performing the QC reviews, i.e., Supervisor, Program manager, Housing Director, etc.
4. The process to delete departed staff from the CMS/HCS system and update FHA Connection if employee was a Certified Counselor. The Agency has 2 FHAC Coordinators – provide name and title.   

5. The time frame for notification of new or departed staff to RCAC.
6. How random checks of filing cabinets at break/lunch time or the end of the day are performed at a minimum of once monthly to keep client information confidential.

7. How counselors are meeting education and training requirements 

8. The training plan for existing counselors to become HUD Certified, plan for new hires, and timeframes.
9. The Agency provides in-house training monthly or quarterly.
10. Counselors have adopted the National Industry Standards Code of Ethics and Conduct for Homeownership Professionals and are following the National Standards for Homeownership Education and Counseling 

11.  Agency has adopted the National Industry Standards (NIS)

12. How the Agency reviews and ensures that no employee/volunteer conflict of interest has occurred. Especially with counselors maintaining other licenses, for example real estate sales license.
13. The staff Conflict of Interest (COI) requirements. Provide staff’s signed statements.
14. The action the Agency will take if deficiencies/findings are found in Quality Control monitoring. 

15. That any deficiencies found are reported to senior executive management and possibly the Board.
16. That corrective measures are taken by senior management and documented when deficiencies are found.
17. The agency maintains the records of performing Quality Control reviews.

The Supervisor:
18. That the supervisor (program manager, executive director, etc.) will review a % of counselor individual files per counselor per month or quarter, it should include all counseling types done by counselor.
19. That the supervisor will review _#_ group education class files per month or quarter for each type of class taught 

20. That the supervisor sets goals and projections for the number and type of clients each counselor will serve each fiscal year.  How often progress is reviewed, at a minimum quarterly. 

21. The supervisor conducts performance reviews with counselors on last year’s goals met/unmet.
22. That the supervisor will audit and sit-in on at least one counseling session annually.
23. That the supervisor uses a checklist for quality control (QC) reviews 



	Individual Client File Reviews include the following:
· Ensuring all required data points are completed on intake form and in CMS system. 

· Clients have signed/received- Privacy statement.
· Clients have signed/received- Authorization to pull credit.
· Clients have signed/received- Conflict of Interest statement.
· Clients have signed/received- Authorization for release of information.
· Proof client received required HUD Inspection forms and LBP form.
· Verifying any fees client was charged for counseling/credit report.
· Ensuring Financial/Budget Analysis is completed.
· Ensuring a complete Action Plan was developed.
· Client notes

· Referrals

· Timely follow-up

· Terminating/closing files in a timely manner



	Group Education File Review includes the following: 

· A checklist for group education file review

· Date/time/location and duration of class

· Verifying all attendee data points are completed on intake/registration forms and in CMS system.
· Sign in sheet

· Clients have signed/received- Privacy statement.
· Clients have signed/received- Authorization to pull credit.
· Clients have signed/received- Conflict of Interest statement.
· Clients have signed/received- Authorization for release of information.
· Clients received HUD Inspection forms and LBP form.
· Verifying any fee paid to attend class. Receipts in file.


	Monitoring of Counselor Conducting Client Appointments 
· Monitor of actual individual counseling appointment(s) for each counselor to ensure HUD Compliance? (live, phone, skype, etc.).  
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                   (# of appointments) – Minimum is one
· States how often Supervisor will be monitoring appointments.
·                    (monthly, quarterly, annually) – minimum is annually

· Appointment monitoring uses checklist.
· Ensuring Counselor performs complete intake for client.
· Ensuring that Clients understand and have signed/received- privacy statement, authorization to pull credit, Conflict of Interest statement, authorization for release of information. 

· Ensuring Client understand and received required HUD Inspection forms and LBP form.
· Ensuring client understands Agency fee schedule (if any) and any fees they will incur.
· Counselor courtesy towards clients. Were they polite, explained counseling process so client can understand.
· Counselor timely in starting the appointment.
· Counselor provided referrals to other resources to assist client.
· Counselor set up follow-up appointment.




