STATEMENT OF WORK

The contractor shall provide all services and labor required to accomplish the performance of Medical Admin Clerk duties (three full time equivalent (FTE) positions) as specified for the Refractive Laser Center, Military Treatment Facility, in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

FTEs, HOURS, SCHEDULES

	1.    Full Time

Two weeks (10 work days) Annual Leave/ Vacation, up to 40 hours (5 work days) of Sick Leave, and 10 Days of Federal Holidays will be granted to each Medical Admin Clerk under this agreement.
	Schedule:  Eight hours per day during normal business hours.  Exact schedule shall be mutually agreed between MTF and Contractor



	2.    Weeks Per Year per employee
	52

	3.    Hours of Work Per Year per employee
	2,080 per FTE

	4.    Anticipated Overtime
	Not to exceed total of 24 hours annually for both Clerks

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required

	6.    Telephonic Availability During Non-Duty Hours
	Not Required

	7.  Backup Personnel if Resource Support personnel  unavailable


	NO



QUALIFICATIONS

Contractor-furnished personnel shall comply with all applicable Managed Care Support Contract requirements including, but not limited to: privileging requirements; utilization review/management criteria and procedures; quality assessment procedures and criteria; and peer review and quality of care reviews in accordance with the policy, procedures and regulatory provisions established for Government practitioners (CFR 199.6; TRICARE/CHAMPUS Policy Manual, Volume II, Chapter 2;  Section J-2, Addendum C, Section J-4 Documents 1, 6, 7, and 8;  and Section J-3, Attachment 14, as well as any MTF policy requirements.

All regulations, policies, standard operating procedures will be made available to all contractor-furnished personnel for familiarization and to ensure compliance in performance of services.

	Required Education/Experience
	Required Education/Experience for each Medical Administrative Clerk:

· Shall have a High School diploma or equivalent 

· Shall have effective interpersonal skills

· Shall speak English and have basic knowledge of computers with the ability to type 30-40 words per minute 
· Shall have knowledge of patient medical records

· Shall have knowledge of medical terminology to interpret departmental instructions/guidelines and to provide instructions

· Shall attend training and use approved DoD medical information systems on a daily basis

· Shall, after an initial training period, have sufficient experience to be capable of performing his/her duties with only periodic oversight by the Clinic Manager. 

· Will complete all MTF training and education prior to the first scheduled clinic day


SPECIFIC TASKS/DUTIES

	1.  Performs the Full Spectrum of Services of a person trained in:
	Medical Administrative Clerk duties: Performs a variety of receptionist and other clerical duties in support of patient care and treatment at the Refractive Surgery Center, MTF.  While the Medical Administrative Clerk shall work primarily as a receptionist, the Clerk shall perform appointment clerk duties on occasion, when the TRICARE Service Center is not available or cannot be accessed to schedule appointments.  Uses the Ambulatory Data System (ADS) and Composite Health Care System (CHCS) computer terminal in performance of duties.

1. Receptionist duties:

· Greets all visitors and determines the nature of the visit. Checks ID cards and verifies DEERS eligibility. Checks in patients electronically using computer terminal; or manually if the system is down.  If required, annotates patient’s appointment time and the time they reported in. Places patient’s medical record in appropriate location. Fills out third party collection sheet for patients who have other health insurance. For patients requesting prescription refills, prepares telephone consult, request medical records and gives request to physician.

· Inserts date and stamp clinic and patient-identifying information on all supporting documents in medical records.

Medical Administrative Clerk duties (continued):

· Screens walk-in patients to determine purpose of visit and eligibility for treatment. Explains clinic appointment procedures and coordinates walk-in appointments with health care provider. Observes patient for obvious signs of discomfort, illness or distress and notifies professional staff of perceived emergencies.

· Answers telephone; obtains identifying information and determines the urgency of the call. Refers caller to appropriate staff member. Takes messages. Applies clinic guidelines concerning release of patient information. Transfers misdirected calls to the appropriate number.

· Explains delays in appointment schedules as appropriate to patients whenever possible; refers them to other appropriate sources for information if necessary.

2. Performs various other clerical tasks to assist staff members. For example, assures providers have their appointment rosters and administrative medical records and uses computer terminal to obtain requested patient information. As required, calls patient from waiting area and escorts them to exam room.

· Maintains/stocks forms needed at front desk.

· As required, types routine correspondence, progress reports medical statements, and memoranda. Is responsible for proper format, spelling and punctuation. Services of a qualified typist (i.e.30- 40 words per minute) are required.

3.      Scheduling/Coordinating Appointments:

· Uses computerized appointment system (CHCS) to schedule various types of appointments, which are made both telephonically and in person.

· Verifies patient information and makes corrections in CHCS if needed with each request for an outpatient visit.

· Uses computer terminal to input patient information and book the appointment by inputting appropriate codes for various types of appointments, patient’s military status, health care provides, etc. When system is down, maintains data manually and inputs later.

· Ensures all treatment requested by the provider has been scheduled; reschedules appointments when necessary.

· For patients requesting same-day appointments, asks appropriate questions based on clinic guidelines to determine the nature and duration of symptoms; initiates telephone consultation form as needed and gives to appropriate provider. If patient has severe symptoms as specified in triage protocols, the clerk is expected to make same-day 

Medical Administrative Clerk duties (continued):

        appointments without consulting professional staff.

· Adds patient names to waiting list, if necessary. Calls patient on waiting list when appointments become available. Creates a manual schedule for health care providers as required when automated system is down or for short periods of time.

· Addresses and mails out appointment notifications as required.   

· The Medical Admin Clerks may occasionally be required to work overtime to keep current with patient and case loads.  The contractor Clinic Manager may request overtime from either the Director of Ophthalmology or the NCOIC of Ophthalmology, who will make the decision to approve or disapprove the overtime.  Normally the 

amount of overtime will not exceed one or two hours at the end of the normal work day.  If the clerks are required to work 30 minutes or more beyond the normal tour of duty, the contractor may request overtime payment with the monthly invoice, at the negotiated “time and a half” rate.  Overtime will be paid only if a clerk’s schedule exceeds 40 hours in one week.  Any overtime hours must be documented and verified by the Director of Ophthalmology or the NCOIC of Ophthalmology.



	2.  Workload Information


	See Outpatient Data chart, below, for estimated Refractive Laser Center workload for a one year period

	3. Specific Tasks That Would Not Be Included in Above 
	N/A

	4.  Exceptions to (1) Above 
	N/A


Resource support personnel performing services at the MTF shall comply with Government/MTF regulations, MOUs, SOPs, etc. regarding administrative services, record keeping, patient referrals, interactions with Government personnel, MTF security, QM/UM participation, Government property, etc.  All regulations, policies, and standard operating procedures will be made available to all contractor-furnished personnel for familiarization and to ensure compliance in performance of services.  Additionally, the contractor-furnished personnel shall attend all Government provided orientation and training necessary to perform daily duties (e.g. CHCS Training) on a Government installation.

LOGISTICS

	Government will provide all facilities, equipment, and services (ancillary and administrative) for the contractor-provided personnel to enable them to perform the above services at the MTF except those noted which will be supplied by the contractor/provider (list)

Government instructions/guidelines (as stated in Specific Tasks/Duties, above):

1. Instructions for making appointments and no-shows

2. Clinic guidelines concerning release of patient information

3. Clinic guidelines concerning questioning patients about nature and duration of symptoms


	1. Instructions will be given by Specify organization as part of contractor employee orientation.

2. Guidelines will be furnished by Outpatient Records, MTF as part of employee orientation.

3. Guidelines will be furnished as part of contractor employee orientation.


LEGAL

1.  Contractor is liable for loss, theft, or misuse by contractor-provided personnel of provider/Government property.

OUTPATIENT DATA

EXAMPLE

	CPT-4 Code
	AD
	
	
	
	TOTAL

	Autorefractions
	4200
	
	
	
	4200

	Keratometry
	4200
	
	
	
	4200

	Tonometry
	2400
	
	
	
	2400

	Visual Field Testing
	240
	
	
	
	240

	Pachymetry
	4200
	
	
	
	4200

	Ophthalmic Photography
	360
	
	
	
	360

	PRK Procedures
	2000
	
	
	
	2000

	
	
	
	
	
	

	TOTAL
	17600
	
	
	
	17600


Equipment to be provided by the MTF:     Example

DESCRIPTION


QUANTITY




Topography Unit 



1




Slit Lamp




6




Autorefractor




3



Exam Chair




6




Equipment Stand



6




Topography Unit



1




Projection Chart



6




Phoropter




3




Keratometer




6




Tonometer




6




Lensmeter




6




Indirect Ophthalmoscope


6


Equipment Stand Arm


6


PRK Brushes




1


Exam Stool




6


Indirect Wall Transformer


6


PRK Brush Handle



2


Retinscope




6


Direct Ophthalmoscope


6


TV/VCR for Laser



1


Refraction Station



6


5
2

