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General Instructions 

In the following pages you will find a series of questions broadly describing the institutional dynamic of your organization, grouped into the following modules: 

1
Leadership 

2
Policies and Procedures 

3
Human Resources

4
Staff Roles, Knowledge and Development 

5
Climate and Environment 

6
Sexual and Reproductive Health Programs 

7
Community Relations


At the beginning of each module, you will find the goal of the module, followed by three sections: 

Part A – Indicator Assessment. This section contains the various indicators for each module.  

Part B – Score sheet.  In this section, you will mark an X on the answer you consider most suitable for each indicator from Part A. For each indicator, there are 4 possible corresponding responses. Only one response per indicator should be chosen. Please photocopy the answer sheets before using them, so that multiple people can participate in this process. 

Part C – This section contains a planning guide to help compile information and make a plan for changes based on your organization’s strengths, areas for improvement, and priorities.  

Introduction 

Over the past few years, there has been increasing interest in addressing the health needs of Lesbian, Gay, Bisexual, Transgender, and Intersex (LGBTI) individuals, including youth. Many organizations, however, are challenged in their ability to provide safe and supportive environments for this diverse group of people.  

Too often, LGBTI youth and adults are overlooked, ignored, underserved and denied services. Social stigma, homophobia (anti-gay prejudice), fear, lack of information, misinformation, and lack of understanding have contributed to the creation of environments which are not safe or supportive of LGBTI individuals.

How can professionals be sure that their day-to-day work, and the decisions they make about how and what programs they operate, are really inclusive and responsive to the needs of LGBTI adults, youth and their families?

The Agency Readiness Index for Work with LGBTI Youth and Adults gives organizations a framework to assess their performance in their work with sexually diverse populations. This framework for viewing agency capacity entails seven main, interrelated areas that underlie overall performance. 

Using the modules provided in this tool, agencies can systematically assess their own performance in any – or all – of the seven areas: leadership, policies and procedures, human resources, staff roles, knowledge and development, agency climate and environment, sexual and reproductive health programs, and community relations.

This survey includes:

· Seven self-assessment modules – one for each of the areas listed above

· Seven score sheets which are used in conjunction with the self-assessment modules

· Seven planning guides that help compile the information and make a plan for change based on priorities

What is the Agency Readiness Index for Work with LGBTI Youth and Adults?
The Agency Readiness Index is a tool designed to help service-providing agencies gauge their capacity to provide services for LGBTI individuals, including youth. The assessment asks participants (who may include staff, board members, clients and volunteers) to score their agency on a series of questions by selecting the rating that best describes the agency’s current status or performance.

Agency staff, board members and others may use the survey to:

· Examine all aspects of their day-to-day operations

· Identify agency strengths

· Name areas in which improvement is needed

· Develop a plan to enhance agency performance

· Measure changes in an agency over time

· Draw out different views within an agency regarding its capacity; different responses to the assessment among staff, board members, youth and volunteers, for example, can be a valuable way to initiate discussion within an agency on the issue of sexual diversity

In addition to using the assessment to revise and plan their services, operations and activities, agencies can use the tools to:

· Conduct staff development

· Educate their boards and community partners

· Review and update their written materials

What Purpose Does It Serve?

The Agency Readiness Index can be used internally to provide a general indication of an agency’s capacity level, in order to identify potential areas for improvement. The results of the assessment can provide useful information for the development of an action/strategic plan in the agency. It can help identify which dimensions are progressing well and which need attention. In addition, by using this tool at various points in time, progress within each dimension can be measured. This tool is not intended as a tool for external evaluation, or for use by grantmakers in making funding decisions. 

As a self- assessment guide, the tool is designed to facilitate discussion and dialogue among agency staff. Therefore, there is no “right” way to use the assessment. Since an agency’s unique culture and character should determine which of the tool’s dimensions are focused on most intensively, the assessment should be adapted to meet the needs of the agency. 

Some agencies may wish to have staff and/or stakeholders (youth, board members, parents, etc.) use the assessment individually to conduct a self-assessment of agency efforts. The individual assessments can be compared to one another and the similarities or differences between individual members’ impressions be discussed. Other agencies may assemble a team to complete the assessment. Still others may use the assessment as part of a staff retreat. Broad participation from within the agency will increase buy-in and ensure a meaningful, accurate assessment. Most importantly, the results of the assessment can be used to guide the development of an action plan.  

Who Will See the Results?

Using the Agency Readiness Index is voluntary. Your participation can provide important information to your agency, which can in turn be used to customize training and technical assistance materials and resources.

Step-by-Step Instructions 

Step One - Laying the Groundwork

I. Hold a small preliminary meeting to assemble an agency assessment team. The members of the assessment team need to have firsthand knowledge of the day-to-day operations of the agency – whether as youth, staff, board members, parents, or other stakeholders. You may want to have the entire team work together to complete all seven modules, or you may want to subdivide the group and have smaller teams complete each section. In any case, you want broad participation from within the agency so that the assessment is meaningful, accurate and has agency-wide buy-in. A diverse team will also ensure successful planning and implementation.

II. Hold an orientation meeting for the team.  Candid self-reflection on the part of the members of the assessment team will be necessary to obtain useful information from the self-assessment process. Do not attach personal and/or programmatic rewards and repercussions to the results of the Agency Readiness Index, as this compromises honest participation and limits the usefulness of the information collected.

Step Two – Getting Organized

I. Decide on the time-frame and extent of the assessment.  For example, will the assessment be completed in one sitting or will it be completed over a period of time? Or alternatively, will the agency choose to focus only on certain modules at this point in time and complete the remaining modules at a later date?

II. Choose which modules to complete.

III. Develop a plan for carrying out the assessment.

Step Three – Conducting the Self-Assessment

I. Set ground rules for discussion (such as confidentiality, all voices will be heard, etc.).

II. Complete each module as described in Part A (Indicator Assessment). Read the questions and discuss the ratings per question among team members. The numerical ratings (1, 2, 3 or 4) should be used as benchmarks. The team should reach consensus about the rating per each question.

III. Record the rating on a copy of the Agency Score Sheet (Part B).

IV. Total the scores at the bottom of the Score Sheet.

Step Four – Charting a Future Course of Action

I. Using the Assessment Analysis and Planning Guide (Part C), identify agency strengths and areas for improvement for each module completed.

II. Decide which focus areas to address first.

III. Make a plan for change based on the priorities. Identify action steps, staff responsibilities, timeframe, and progress indicators.

IV. Act on the plan.

V. Monitor the agency’s success in making changes. Celebrate success!

There are no correct or incorrect answers, therefore please feel confidant responding sincerely. If you do not know the answer to some of the questions, please leave them blank.  

Please remember that these questions refer to the general practices of your organization, and not to the specific practices that are applied in a specific program or site of the organization. 

Listed below are suggestions about key people whom you may want to invite to help complete each module of the survey and plan for improvement.

	Module 1: Leadership
	Executive Director, Board Member(s), Youth, Youth Workers, Parent/Family Representative, Community Worker 



	Module 2: Policies and Procedures
	Executive Director, Board Member(s), Volunteer, Program Director, Youth Worker, Youth



	Module 3: Human Resources
	Executive Director, Board Member(s), Volunteer, Program Director, Youth Worker, Youth



	Module 4: Staff Roles, Knowledge and Development
	Executive Director, Board Member(s), Volunteer, Program Director, Youth Worker, Youth, Training Director (if applicable), Parent/Family Representative, Community Member 



	Module 5: Climate and Environment
	Executive Director, Board Member(s), Volunteer, Program Director, Youth Worker, Youth, Training Director (if applicable)



	Module 6: Sexual and Reproductive Health Programs 
	Executive Director, Board Member(s), Volunteer, Program Director, Clinic staff, Youth Worker, Youth, Training Director (if applicable), Parent/Family Representative, Community Member



	Module 7: Community Relations
	Board Member(s), Volunteer, Youth Worker, Youth, Parent/Family Representative, Community Member




Module 1: Leadership 

Part A: Indicator Assessment 

Goal: This module will help your organization examine whether its governance process is inclusive and clear, and supports and involves people who are Lesbian, Gay, Bisexual, Transgender and Intersex (LGBTI) in leadership roles.  
Recommendations: During the process of completing this module, you should consider the extent that your organization’s mission statement, philosophy, strategic plan and the activities of the Board of Directors are consistently applied to Lesbian, Gay, Bisexual, Transgender and Intersex youth and adults. 

Example: For indicator 1.1, your organization’s mission can explicitly include youth who are Lesbian, Gay and Bisexual, but not Transgender or Intersex. If this is the case, you would need to decide on an appropriate rating (ex., “Not at all”, “Somewhat”, “Fairly well”, “Very well”) based on this gap.

Module Indicators: 

1.1 
How well do your organization’s mission and strategic plan include LGBTI populations, including youth? 

1.2 
How well do your organization’s mission and strategic plan reflect a commitment to serve LGBTI individuals sensitively and competently? 

1.3 
When selecting new members of the Board of Directors, does your organization intentionally recruit people who are openly Lesbian, Gay, Bisexual, Transgender and Intersex, in order to guarantee that the board members reflect the population served?  

Note: Base your choice on the most recent recruiting practices, even if these were some time ago. 

1.4 
How regularly do the members of your organization’s Board of Directors discuss issues surrounding the inclusion of LGBTI populations, including youth? 

1.5 
How regularly do the members of your organization’s Board of Directors receive training/updates on issues relating to sexual orientation and gender identity? 

1.6 
How regularly is the staff of your organization informed of the decisions made by the Board of Directors?   
Module 1: Leadership

Part B: Score Sheet  

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A. Circle the appropriate rating on the score sheet. Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module.

	Indicators 
	Rating

	1.1 Inclusion of LGBTI issues in the mission statement/ strategic plan 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	1.2 Declaration of mission/ strategic plan/ social commitment 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	1.3 Board recruitment of LGBTI individuals
	Never
1
	Rarely 
2
	Sometimes
3
	Often
4

	1.4 Board discussion of LGBTI issues 
	Never
1
	Not very regularly 
2
	Somewhat regularly
3
	Very regularly 
4

	1.5 Board training/updates on sexual orientation and gender identity issues  
	Never
1
	Not very regularly 
2
	Somewhat regularly
3
	Very regularly 
4

	1.6 Staff informed of decisions made by Board
	Never
1
	Not very regularly 
2
	Somewhat regularly
3
	Very regularly 
4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	x 4

	Subtotals 
	
	
	
	

	Total points 
	
	_____
	

	Total points possible
	
	24
	

	Percentage 

(total points divided by 24) x 100 
	
	_____ %
	


Module 1: Leadership: 

Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	1.1 Inclusion of LGBTI issues in the mission statement/ strategic plan
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	1.2 Declaration of mission/ strategic plan/ social commitment
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	1.3 Board recruitment of LGBTI individuals
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	1.4 Board discussion of LGBTI issues 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	1.5 Training on sexual orientation/ gender identity issues  
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	1.6 Staff informed of Board decisions


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 2: Policies and Procedures 

Part A. Indicator Assessment

Goal: This module will help your organization measure the inclusiveness of its policies and procedures through a series of questions that broadly describe the operating standards of your organization. Example: If the institution does not have a written policy, please circle “Not at all”. 

Module Indicators: 

2.1 
To what extent does your organization have a written policy which explicitly states that the organization does not discriminate on the basis of sexual orientation or gender identity in providing benefits and compensation, including but not limited to family and medical leave, bereavement leave, and domestic partner benefits? 

2.2 
How well do the written policies of your organization specifically protect all clients, including youth, from discrimination based on sexual orientation? 

2.3 
How well do the written policies of your organization specifically protect staff and volunteers from discrimination based on sexual orientation? 

2.4 
How well do the written policies of your organization specifically protect all clients, including youth, from discrimination based on gender identity? 

2.5 
How well do the written policies of your organization specifically protect staff and volunteers from discrimination based on gender identity? 

2.6 
How well does the written confidentiality policy of your organization explicitly include confidentiality of the sexual orientation and gender identity of every person who works with or uses your organization’s services? 

2.7 
How well does your organization explicitly post non-discrimination policies in all languages appropriate to the populations served by your organization, and include these policies, if appropriate, in agency brochures and informational or promotional materials?  

2.8 
How well informed are the staff, volunteers and all clients, including youth, about the complaint procedures of your organization related to alleged violations of non-discrimination policies?

2.9 
How well do the written policies of your organization specifically protect all clients, including youth, from verbal or physical harassment based on sexual orientation? 

2.10 
How well do the written policies of your organization specifically protect staff and volunteers from verbal or physical harassment based on sexual orientation? 

2.11 
How well do the written policies of your organization specifically protect all clients, including youth, from verbal or physical harassment based on gender identity? 


Note: Select “Not at all” if your organization does not have a written policy addressing these issues.)

2.12 
How well do the written policies of your organization specifically protect staff and volunteers from verbal or physical harassment based on gender identity? 

2.13 
How well does your organization provide guidance (written or verbal) to its facilitators, guest speakers, consultants, etc., in order for them to integrate inclusive, nondiscriminatory language into their presentations or reports? 

2.14 
To what extent does your organization prohibit contracting with other service providers that discriminate against people on the basis of sexual orientation and/or gender identity? 

Module 2: Policies and Procedures  

Part B: Answer Sheet 

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A. Circle the appropriate rating on the score sheet. Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module.

	Indicators 
	Ratings 

	2.1 Non-discrimination in employee benefits and compensation  


	Not at all 
1
	Somewhat  
2 *
	Fairly well 
3 **
	Very well 
4 ***

	2.2 Sexual orientation policies (all clients, including youth) 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.3 Sexual orientation policies (staff and volunteers) 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.4 Gender identity policies (all clients, including youth) 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.5 Gender identity policies

(staff and volunteers)
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.6 Confidentiality policy 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.7 Visible posting of non-discriminatory policies 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.8 Complaint procedures 


	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.9 Harassment policies on sexual orientation (all clients, including youth) 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.10 Harassment policies on sexual orientation (staff and volunteers) 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.11 Harassment policies on gender identity (all clients, including youth) 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	2.12 Harassment policies on sexual orientation (staff and volunteers) 
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4


	2.13 Organizational guidance  
	Not at all
1
	Somewhat 
2
	Fairly well
3
	Very well
4

	2.14 Prohibition of outside contracts with discriminatory providers

(facilitators, consultants) 
	Not prohibited at all 
1
	Somewhat prohibited  
2
	Fairly prohibited 
3
	Completely prohibited 
4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	x 4

	Subtotals 
	
	
	
	

	Total points 
	-------

	Total points possible
	56

	Percentage (total points divided by 56) x 100 
	_____ %


Related to 2.1:

* 
Somewhat (The organization offers benefits to domestic partners but requires an affidavit).

**
Fairly well (The organization’s domestic partner benefit policy is broadly and equitably defined and covers a wide range of possible family types).

***
Very well (The agency domestic partner benefit policy is broadly and equitably defined and covers the widest range of possible family types while keeping definitions and registration requirements the same as those imposed on married couples).

Module 2: Policies and Procedures 

Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	2.1 Non-discrimination in employee benefits and compensation  
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:

 
	
	
	
	

	2.2 Sexual orientation policies (all clients, including youth) 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.3 Sexual orientation policies (staff & volunteers) 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.4 Gender identity policies (all clients, including youth) 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.5 Gender identity policies

(staff & volunteers)
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:
	
	
	
	


Module 2: Policies and Procedures 

Part C: Assessment Analysis and Planning Guide (Continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	2.6 Confidentiality policy  


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.7 Visible posting of non-discriminatory policies 


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.8 

Complaint procedures
 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.9 Harassment policies on sexual orientation (all clients, including youth) 


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.10 Harassment policies on sexual orientation (staff and volunteers) 


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 2: Policies and Procedures 

Part C: Assessment Analysis and Planning Guide (Continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	2.11 Harassment policies on gender identity (all clients, including youth)
 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.12 Harassment policies on sexual orientation (staff and volunteers) 


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.13   Organizational  guidance  


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	2.14 Prohibition of outside contracts with discriminatory providers (facilitators, consultants)


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 3: Human Resources         

Part A: Indicator Assessment 

Goal: In this module, the human resources management systems of your organization will be evaluated. 

Example: For indicator 3.2, your organization may have clear communication related to personnel policies related to sexual orientation and gender identity for staff, but may not share this information with volunteers. If this is the case, you would need to decide on an appropriate rating (ex., “Not at all”, “Somewhat”, “Fairly well”, “Very well”) based on this gap.
Module Indicators: 

3.1 
How well does your organization discuss its personnel policies related to non-discrimination based on sexual orientation and gender identity with prospective job applicants and volunteers during the interview process?

3.2 
How well are staff and volunteers oriented to, and given copies of, your organization’s personnel policies related to sexual orientation and gender identity during new employee orientation and/or volunteer training? 

3.3 
In its annual review of its personnel policies, how well does your organization provide opportunities for ongoing employee and volunteer input?

3.4 
How well does your organization actively recruit and incorporate qualified Lesbian, Gay, Bisexual, Transgender and/or Intersex people as part of the staff and/or volunteers?

3.5 
How regularly does your organization access or provide comprehensive ongoing training of human resources personnel on the topic of non-discrimination based on sexual orientation and gender identity? 

3.6 
How well does your organization’s hiring committee assess a candidate’s skills and sensitivity in working with LGBTI clients, including youth, during the employee/volunteer interview process? 

(Note: The hiring committee may ask specific questions or present hypothetical scenarios to the candidate as part of the assessment.)

Module 3: Human Resources 

Part B: Score Sheet 

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A.  Circle the appropriate rating on the score sheet.  Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module. 

	Indicators 
	Ratings 

	3.1 Non-discrimination personnel policies discussed during the interview process
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	3.2 Orientation and distribution of personnel policies on sexual orientation & gender identity
	Not at all 
1
	Somewhat
2
	Fairly well 
3
	Very well 
4

	3.3 Employee and volunteer input during annual policy review
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	3.4 Recruitment of LGBTI staff and volunteers
	Not at all 
1
	Somewhat  
2
	Fairly well 
3
	Very well 
4

	3.5 Human resources non-discrimination training
	Never 

1
	Not very regularly 

2
	Somewhat regularly 

3
	Very regularly 4

	3.6 Assessment of candidates’ sensitivity and skills with LGBTI clients   
	Not at all 

1
	Somewhat 

2
	Fairly well 

3
	Very well 

4

	Total the number of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1 
	x 2 
	x 3 
	X 4 

	Subtotals 
	
	
	
	

	Total points 
	_____

	Total points possible
	24

	Percentage (total points divided by  24) x 100 
	_____ %


Module 3: Human Resources
Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	3.1 Non-discrimination personnel policies discussed during the interview process


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	3.2 Orientation and distribution of personnel policies on sexual orientation & gender identity


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	3.3 Employee and volunteer input during annual policy review
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	3.4 Recruitment of LGBTI staff and volunteers
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 3: Human Resources
Part C: Assessment Analysis and Planning Guide (continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	3.5 Human resources non-discrimination training


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	3.6 Assessment of candidates’ sensitivity and skills with LGBTI clients   


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 4: Staff Roles, Knowledge and Development     

Part A: Indicator Assessment 

Goal: This module will help your organization review its job expectations, necessary skills, supervision and professional development of staff, as well as the internal communication of your organization.  

Module Indicators: 

4.1 
How regularly does your organization provide comprehensive sensitization on sexual diversity issues to its staff?  

4.2 
How regularly does your organization provide comprehensive sensitization and training on sexual diversity issues to the providers?  

Note: Comprehensive sensitization training may include training on race, ethnicity, culture, sexual orientation, homophobia, gender identity, stigma, and discrimination and their effects on risk behaviors, etc. 

4.3 
How well does your organization protect the confidentiality of its users’ sexual orientation and gender identity in collecting data and reporting issues?

4.4 
How well does your organization maintain a comprehensive referral network for specialized care or other resources for LGBTI clients, including youth? 

4.5 
How well does your organization promote staff growth and development?  

Note: The activities could include career counseling, conferences and other learning opportunities, administrative leave to attend classes, etc. 

4.6 
How regularly does the staff give input to your organization’s management or the Board?

Note: Input can be given in staff meetings, formal open-door policies, and participation on board committees. 

4.7 
How well does your organization communicate job expectations and responsibilities to its staff?

Note: Communication can include initial staff orientation, written job descriptions, regular supervision, regular performance reviews, personnel policy handbooks, etc.

4.8 
How well does your organization provide training to staff and volunteers about the purpose and operation of non-discrimination policies regarding sexual orientation and gender identity? 

Module 4: Staff Roles, Knowledge and Development   

Part B: Score Sheet  
Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A.  Circle the appropriate rating on the score sheet.  Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module. 

	Indicators 
	Ratings 

	4.1 Staff sensitization training on sexual diversity

  
	Never

1
	Not very regularly

2
	Somewhat regularly

3
	Very regularly 4

	4.2 Providers sensitization training on sexual diversity

  
	Not at all 

1
	Somewhat

2
	Fairly well

3
	Very well

4

	4.3 Confidentiality in data collection and reporting 
  
	Not at all

1
	Somewhat 

2
	Fairly well 

3
	Very well 

4

	4.4 Comprehensive referral network for LGBTI clients, including youth
	Not at all 

1
	Somewhat 

2
	Fairly well 

3
	Very well 

4

	4.5 Promotion of staff growth and development

  
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	4.6 Staff input to management/ Board 

  
	Never

1
	Not very regularly

2
	Somewhat regularly

3
	Very regularly

4

	4.7 Job expectations communicated to employees

  
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	4.8 Staff training on non-discrimination policies

    
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	x 4

	Subtotals 
	
	
	
	

	Total points 
	
	_____
	

	Total points possible
	
	32
	

	Percentage (total points divided by 32) X 100
	
	_____ %
	


Module 4: Staff Roles, Knowledge and Development
Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	4.1 Staff sensitization training on sexual diversity


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.2 Providers sensitization training on sexual diversity  


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.3 Confidentiality in data collection and reporting 


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.4 Comprehensive referral network for LGBTI clients, including youth
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 4: Staff Roles, Knowledge and Development
Part C: Assessment Analysis and Planning Guide (Continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	4.5 Promotion of staff growth and development
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.6 Staff input to management/ Board 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.7 Job expectations communicated to employees
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	4.8 Staff training on non-discrimination policies
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 5: Climate and Environment        

Part A: Indicator Assessment 

Goal: This module will help your organization examine issues related to accessibility, safety and the organization’s physical design.  

Remember, these questions are indicators of agency-wide practices, NOT that of individual staff members or various programs.  

Module Indicators: 

5.1 
To what extent does your organization display or make available pamphlets, brochures and informational and/or promotional materials with images of LGBTI youth and adults in its reception or common areas?

5.2
How regularly does your organization use videos, films and other media resources that are inclusive of LGBTI concerns?

5.3 
To what extent do your organization’s clinical intake and/or other clinic forms use inclusive, gender-neutral language and provide for optional self-identification in the categories of sexual orientation, gender identity, marital, partnership and family status? 

5.4 
How well does your organization create and maintain a safe and inclusive environment in its clinics for LGBTI individuals, including youth?

5.5 
How well does your organization maintain formal referral agreements or other appropriate mechanisms to ensure cooperation with other agencies to whom LGBTI youth and families may be referred for specialized care or use of other resources (such as jobs, volunteer opportunities, support groups, etc.)?

5.6 
To what extent does your organization have flexible scheduling and operating hours to reflect the needs, employment and/or education schedules of youth and families being served?

5.7 
To what extent does your organization maintain a private area for confidential discussions? 

5.8 
To what extent are clients, including youth and families involved in the design and decoration of your organization’s facilities? 

Module 5: Climate and Environment      

Part B: Score Sheet  

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A.  Circle the appropriate rating on the score sheet.  Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module.  

	Indicators 
	Ratings 

	5.1 LGBTI Materials displayed and available
	None at all 

1
	Some

2
	A fair amount

3
	A large amount

4

	5.2 Use of LGBTI inclusive multimedia resources

  
	Never 

1
	Not very regularly

2
	Somewhat regularly

3
	Very regularly

4

	5.3 Inclusive language on intake/clinic forms

  
	Not at all 

1
	Somewhat

2
	Fairly well

3
	Very well

4

	5.4 Safe and inclusive environment
	Not at all 

1
	Somewhat

2
	Fairly well

3
	Very well

4

	5.5 Referral agreements
	Not at all 

1
	Somewhat

2
	Fairly well

3
	Very well

4

	5.6 Flexible scheduling and hours of operation

  
	Not flexible at all 

1
	Somewhat flexible

2
	Fairly flexible

3
	Very flexible

4

	5.7 Private area 
	Not at all 

1
	Somewhat

2
	Fairly well

3
	Very well

4

	5.8 Client participation in decoration 

  
	Not involved at all 

1
	Somewhat involved

2
	Fairly involved

3
	Very involved

4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	x 4

	Subtotals 
	
	
	
	

	Total points 
	
	_____
	

	Total points possible
	
	32
	

	Percentage 

(total points divided by 32) x 100 
	
	_____ %
	


Module 5: Climate and Environment 

Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	5.1 LGBTI Materials displayed


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.2 Use of LGBTI inclusive multimedia resources


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.3 Inclusive language on intake/clinic forms


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.4 Safe and inclusive environment


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 5: Climate and Environment 

Part C: Assessment Analysis and Planning Guide (continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	5.5 Referral agreements


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.6 Flexible hours of operation 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.7 Private area
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	5.8 Client participation in decoration


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 6: Sexual and Reproductive Health Programs 

Part A: Indicator Assessment 

Goal: This module will help your organization review the quality of its Sexual and Reproductive Health programs for inclusiveness, self-monitoring and self-correction.    

While completing this module, you should consider the extent that your organization’s SRH programs and practices apply consistently for Lesbian, Gay, Bisexual, Transgender and Intersex clients, including youth.
Module Indicators: 

6.1 
How well do those who provide education on SRH use a training model or curriculum that gives accurate, non-judgmental information about sexual orientation, sexual behavior and gender identity?

Note: Examples of “those who provide education” include staff, peer educators, volunteers and external consultants. 

6.2 
How well do your organization’s SRH programs feature active learning strategies that youth find enjoyable and personally relevant?

Note: “Active learning strategies” mean exercises such as cooperative learning or skills practice that involve youth participation, rather than a lecture format. 

6.3 
How well do your organization’s SRH programs provide young people with the skills they need to adopt healthy behaviors?  

Note: Examples of “skills needed to adopt healthy behaviors” include correct condom or other latex barrier use, negotiation skills, assertive communication, etc.  

6.4
How well do your organization’s SRH programs address the education and prevention needs of LGBTI clients, including youth?

6.5 
How regularly do those who conduct SRH information, education and communication (IEC) activities use a variety of culturally appropriate examples that are inclusive of the racial and ethnic cultures of the community?

Note: “Culturally appropriate examples and activities” feature people of various racial/ethnic backgrounds, highlight the contributions and skills of people from a variety of cultural, racial and ethnic groups, do not stigmatize or stereotype any groups, validate and build a young person’s self-esteem and sense of culture and national background, and reflect an acknowledgement of, and value for, diversity. 

6.6 
How many of those who teach SRH in your organization participate regularly in professional development or continuing education that is relevant to working with LGBTI clients, including youth? 

Note: “Professional development/continuing education” means on-site and off-site training and distance learning opportunities.  

6.7 
To what extent are time and funds set aside for evaluation work within your organization’s SRH programs?

6.8 
To what extent does your organization gather and use evaluation data (participant satisfaction surveys, focus groups, program utilization, etc.) for on-going program planning, development and improvement?  

6.9 
To what extent are youth and families involved in the planning, development, implementation and evaluation of your organization’s SRH programs? 

6.10 
To what extent do your organization’s SRH programs address sexual orientation versus sexual behavior, and how this relates to risk for HIV infection? 

Module 6: Sexual and Reproductive Health Programs 

Part B: Score Sheet  

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A.  Circle the appropriate rating on the score sheet.  Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module.  

	Indicators 
	Ratings 

	6.1 Use of SRH training model with accurate, nonjudgmental information
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.2 Active learning strategies for youth
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.3 Provides skills building for youth healthy behaviors
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.4 Addresses LGBTI education and prevention needs
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.5 Culturally appropriate examples in IEC activities
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.6 Educators who participate in professional development relevant to LGBTI clients
	None

1
	A few

2
	The majority

3
	All

4

	6.7 Time and funds dedicated to SRH program evaluation
	None at all

1
	Some

2
	A fair amount

3
	A large amount

4

	6.8 Evaluation data gathered and used
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	6.9 Youth and family involvement in planning, developing, implementing and evaluating SRH programs
	Not involved at all

1
	Somewhat involved

2
	Fairly involved

3
	Very involved

4

	6.10 Distinction between sexual orientation vs. behavior in HIV risk
	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	X 4


	Subtotals 
	
	
	
	

	Total points 
	
	_____
	

	Total points possible 
	40

	Percentage (total points divided by 40) x 100 
	_____ %


Module 6: Sexual and Reproductive Health Programs 

Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	6.1 Use of SRH training model with accurate, nonjudgmental information
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.2 Active learning strategies for youth
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.3 Skills building for youth healthy behaviors 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.4 LGBTI education and prevention needs
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.5 Culturally appropriate examples in IEC activities
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 6: Sexual and Reproductive Health Programs 

Part C: Assessment Analysis and Planning Guide (continued)

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	6.6 Educators  participating in professional development relevant to LGBTI clients
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.7 Time and funds dedicated to SRH program evaluation
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.8 Evaluation data gathered and used
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.9 Youth/ family involvement in planning, developing, implementing and evaluating SRH programs


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	6.10 Distinction between identity vs. behavior in HIV risk


	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 7: Community Relations         

Part A: Indicator Assessment 

Goal: This module will help your organization review its interactions with, connections to, use of, and influence on various community organizations, networks, resources and individuals.  

Module Indicators: 

7.1 
How well do your organization’s advertising and promotional materials (brochures, annual reports and newsletters) reflect the diversity of the populations served and specifically mention LGBTI youth and adults?

7.2 
How well do your organization’s outreach efforts reach LGBTI individuals, including youth, and their families?

7.3 
To what extent does your organization advertise job and volunteer openings in LGBTI local print, broadcast media and through community information networks and organizations? 

7.4 
How regularly does your organization provide families with opportunities to learn about LGBTI youth issues through dissemination of educational materials and involvement in agency-sponsored activities?  

7.5 
To what extent does your organization collaborate with other LGBTI community partners to promote comprehensive and accessible services for LGBTI clients, including youth?

7.6 
How well does your organization’s staff inform clients, including youth and their families, of LGBTI community programs, support groups, and organizations? 

Module 7: Community Relations         

Part B: Score Sheet 

Sex: 


Age:


Position: 

Instructions: To complete this score sheet, first carefully read each of the module’s indicators and review the rating criteria contained in Part A.  Circle the appropriate rating on the score sheet.  Finally, follow the instructions that are provided in the left column of the sheet to provide an overall assessment score for this module. 

	Indicators 
	Ratings 

	7.1 Diversity and LGBTI individuals in advertising and promotional materials


	None at all

1
	Some

2
	A fair amount

3
	A large amount

4

	7.2 Outreach efforts reach LGBTI individuals, including youth and families


	Not at all

1
	Somewhat

2
	Fairly well

3
	Very well

4

	7.3 Job/volunteer advertising to LGBTI individuals
	None at all

1
	Some

2
	A fair amount

3
	A large amount

4

	7.4 Education and activities for families of LGBTI youth 
	Never

1
	Not very regularly

2
	Somewhat regularly

3
	Very 

regularly 

4

	7.5 Collaboration with LGBTI community partners to promote services


	None at all

1
	Some

2
	A fair amount

3
	A large amount

4

	7.6 Information on LGBTI community support programs and organizations


	None at all

1
	Some

2
	A fair amount

3
	A large amount

4

	Total the numbered of circled responses in each column
	
	
	
	

	Multiply by the total point value 
	x 1
	x 2
	x 3
	x 4

	Subtotals 
	
	
	
	

	Total points 
	
	_____
	

	Total points possible
	
	24
	

	Percentage (total points divided by 24) x 100
	
	_____ %
	


Module 7: Community Relations
Part C: Assessment Analysis and Planning Guide

Instructions: 

· Please make a copy of this page and enlarge to make it more user-friendly.

· For each indicator of this module, list agency strengths (STEP 1) and areas needing improvement (STEP 2). Remember to assess the extent to which the indicator applies consistently to Lesbian, Gay, Bisexual, Transgender and Intersex youth. 

· Next, rate the priority of addressing the indicator (STEP 3). 

· Then, identify action steps (STEP 4) your agency needs to take to make necessary improvements (e.g. revise mission statement), identify the person(s) responsible (STEP 5), and decide on a timeframe for accomplishing the improvements (STEP 6).

· Finally, assess and document progress and/or completion of work (STEP 7) at pre-determined time periods (e.g. every 3-6 months).

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)

	7.1 Diversity and LGBTI individuals in advertising and promotional materials
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	7.2 Outreach efforts reach LGBTI individuals, including youth and families 
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	7.3 Job/ volunteer advertising to LGBTI individuals
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	7.4 Education and activities for families of LGBTI youth
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Module 7: Community Relations
Part C: Assessment Analysis and Planning Guide (continued) 

	Indicators
	STEP 1

Agency Strengths
	STEP 2

Areas Needing Improvement
	STEP 3

Rate Priority
	STEP 4

Actions Steps for Making Improvements
	STEP 5

Staff Responsible
	STEP 6

Timeframe
	STEP 7

Evidence of Progress or Completion

(Note: Provide dates of documented progress)



	7.5 Collaboration with LGBTI community partners to promote services
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	

	7.6 Information on LGBTI community support programs and organizations
	
	
	(1) Low priority

(2) Medium priority

(3) High priority

Comments:


	
	
	
	


Sexual Diversity Tool Kit











4. Agency Readiness Index for Work with LGBTI Youth and Adults


Modification of the instrument: “Agency Readiness Index: A Self-


Assessment and Planning Guide to Gauge Agency Readiness to Work with


Lesbian, Gay, Bisexual, and Transgender Youth,” developed by the National


Network for Youth
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