STATEMENT OF WORK

MEDICAL TRANSRCIPTIONIST TECHNICIAN

The Contractor shall provide all services and labor required to accomplish the performance of Transcriptionist duties (three full-time equivalent (FTE) position) as specified for the 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

Up to three weeks (15 work days) paid leave/vacation, in accordance with the contractor’s employee’s benefit plan or employee contract, and ten paid Federal holidays per year will be granted to each Transcriptionist.  Backfill of personnel is not required for authorized leave.  The contractor shall identify the amount of leave entitled by employee plan/contract to the COR for any person hired to perform services under this delivery order.  Vacation or leave in excess of the contractor-allowed entitled vacation/leave amounts or the “up to” amounts stated above, whichever are less, will not be paid by the Government.
	Schedule:  Eight hours per day during normal business hours.  One Transcriptionist shall work Sunday through Thursday, one shall work Monday through Friday, and one shall work Tuesday through Saturday.  Exact schedule shall be mutually agreed between MTF and Contractor.



	2.    Weeks Per Year Transcriptionist
	52

	3.    Hours of Work Per Year  per Transcriptionist
	2,088

	4.    Anticipated Overtime per Transcriptionist
	100 hours per year.  All overtime must be requested and approved by the Inpatient Records Supervisor.  

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required

	6.  Backup Personnel if Transcriptionist

        Unavailable
	Required, if unscheduled absence is to be greater than 14 consecutive days.



QUALIFICATIONS

	Required Education/Experience
	Transcriptionist shall have a High School diploma or equivalent, shall  have effective interpersonal skills, shall  speak, read, write and understand English and have basic knowledge of computers with the ability to type 1,000 lines per day and shall, after an initial training period, have sufficient experience to be capable  of performing his/her duties with only periodic oversight.  Will use approved DOD medical information systems on a daily basis. 

The transcriptionists will use the Dictaphone Enterprise Express dictation/transcription system and knowledge of this system is preferred. 

Knowledge of patient medical records and knowledge of medical terminology to interpret provider intent  are preferred.


Position Sensitivity Designation.  The Transcriptionist position described herein has a position sensitivity designation.  The contractor shall ensure that each Transcriptionist completes all required Government forms (SF 85P – Questionnaire for Public Trust Positions, and FD 258 – Applicant Finger Print Card, etc., as required by DoD 5200.R, Personnel Security Program) and provides them in the manner required and in sufficient time to allow for timely processing.

SPECIFIC TASKS/DUTIES

	1.  Under the administrative oversight of the Inpatient Records Supervisor, performs the full spectrum of services of a Medical Transcriptionist 
	Provides accurate medical transcription service in accordance with standards set in the Medical Transcription Industry Alliance and in compliance with all security requirements for safeguarding patient information and prevention of Privacy Act violations.   

a. The Transcriptionist shall provide transcription of outpatient and ambulatory surgery related dictation as well as Radiological and Pathology data.  

b. The Transcriptionist shall provide transcription of inpatient related dictation. (e.g. Surgical reports, History & Physicals, etc.)

c. The Transcriptionist shall ensure completed transcription is medically consistent and accurate in content.  The Transcriptionist shall review dictation for accuracy and meaning to ensure that dictated test results are consistent with associated patient symptoms or diagnoses.

d. The medical Transcriptionist shall call the originator of the dictation regarding clarification of dictation or questions regarding specific issues.  

e. The medical Transcriptionist shall obtain complete patient data that may involve researching the patient information or contacting the originator.

f. The Transcriptionist shall be responsible for creating, maintaining, and disposing of Government records per Air Force Instructions.

g. Transcriptionist shall  treat patient lists as privileged information.  Lists and/or names of patients shall not be disclosed to or revealed in anyway for any use outside the MTF without prior written permission by the Chief of Hospital Services. 

h.  Transcriptionist shall  release medical information obtained during the course of this contract only to other MTF staff involved in the care and treatment of that individual.

i. Transcriptionist shall maintain open and professional communication with members of the MTF.

j. Transcriptionist shall complete the applicable reports/forms by following the instructions on the forms or provided by the MTF.




The Transcriptionist 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.  Transcriptionists shall comply with all applicable JCAHO standards and Federal and State law and regulations.  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.

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

Clinic guidelines concerning release of patient information: instructions will be given by Specify organization   as part of contractor employee orientation.


	


LEGAL

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