STATEMENT OF WORK

PRE-OPERATIVE (POPE) MEDICAL ASSISTANT

The contractor shall provide all services and labor required to accomplish the performance of Pre-Operative (POPE) Medical Assistant (one 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 Medical Assistant.  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:  Normal hours are 8 hours a day five days a week.  Exact schedule shall be mutually agreed between the Nurse Manager, POPE Clinic and the contractor.



	2.    Weeks Per Year per employee
	52

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

	4.    Anticipated Overtime
	None

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required 

	6.  Backup Personnel if Resource Support personnel               

       unavailable
	Not Required



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 (32 CFR 199.6; TRICARE Policy Manual, Chapter 10; Section J-2, Addendum C, Section J-4 Documents 1, 6, 7, and 8;  and Section J-3, Attachment 14), as well as any military treatment facility (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/Certifications for each  a Medical Assistant:

All contract certified medical assistants performing services under this contract shall meet the following licensure, certification, education, and experience requirements:

· Minimum of High School completion or GED equivalent.

· Completion  of Medical Assistant Certification

· Completion of EKG Assistant certification or degree program

· Completion of Phlebotomy certification 

· Have completed and passed a required medication test, which is administered by the MTF’s Education and Professional Development unit.  The test is to determine ability to calculate medication dosage, and to verify familiarization with medications common to the MTF.  A grade of 80 is passing.

· A minimum of one-year inpatient nursing care experience within the last three years is required.  One-year experience in either PACU or ICU or Inpatient Unit experience is desired. 

· Must be familiar with medical terminology.

· Must successfully complete a competency based orientation program, which is based on perioperative requirements.

· Certified Medical Assistants shall have a current BCLS and CPR certification.  This certification shall be maintained in a current status at all times while performing services under this contract at no expense to the Government.

· Medical Assistants shall speak, read, write and understand English well enough to effectively communicate with all patients and other health care providers.




SPECIFIC TASKS/DUTIES

	1.  Performs the Full Spectrum of Services of a person trained in: Medical Assistant
	Under the clinical oversight of the Nurse Manager, POPE Clinic, performs the following tasks:

· Coordinates and communicates with facility staff members to facilitate patient care.

· Collects, interprets, records, and communicates pertinent patient data relevant to the patient’s care before, during, and after surgery.

· Explains test procedures and gives instructions to patients.

· Attaches/connects/operates electrodes from specified body areas to leads from eletrocardiograph machine.

· Identifies abnormal heart rhythms, recognizes emergencies and reports these occurrences to  physicians

· Marks tracing paper to indicate eletrode positions, pastes/labels tracings on mountings for physician’s interpretation

· Obtains blood specimens by established venipuncture and capillary techniques 

· Performs capillary blood gases

· Actively observes patients and takes appropriate action as indicated by problems

· Accurately reviews and confirms patient chart for surgical consent, informed consent, history and physical, allergies, and ordered diagnostic reports and reports any abnormalities to appropriate staff in a timely manner.

· Correctly and thoroughly uses and adheres to established hospital protocols in preparing patients for examination, specialized tests and surgery.

· Accurately communicates/documents the physiological health status of the patient to include preoperative skin condition, mobility of body parts, abnormalities, sensory impairments, and injuries and comparison to postoperative conditions.

· Accurately communicates/documents the psychosocial health status of the patient to include patients’ perception of surgery, expectation of care, coping mechanisms, knowledge level, ability to understand, philosophical and religious beliefs,  and cultural practices.

· Screens the patient for substance, physical, emotional and sexual abuse.

· Establishes patient goals that are congruent with present and potential physical capabilities and behavioral patterns based on nursing diagnosis by developing outcome statements, criteria for measurement of goals and setting priorities for outcomes based on need.

· Develops a plan of care that prescribes nursing actions to achieve patient goals by establishing priorities for nursing actions, organizing nursing activities in logical sequence, participating in discharge planning and coordinating the use of supplies and equipment for intra-operative care.

· Provides safe environment for patient via:

· Proper creation and maintenance of a sterile field by utilizing principles of aseptic practice 

· Proper transfer of patient to from one area of nursing care to another.

· Ensures the appropriate equipment and supplies are available and based upon patient needs by continually updating and initiating surgeon preference cards, selecting supplies and equipment in an organized and timely manner, assuring all equipment is functional before use and removing malfunctioning equipment from use, and utilizing supplies judiciously and in a cost-effective manner.

· Effectively takes appropriate action to prevent deterioration and alleviate discomfort in patients with changing conditions or significant medical developments.

· Effectively sets up, operates, and monitors therapeutic and emergency equipment such as cardiac monitoring devices, EKG units, vital sign monitors, oxygen saturation monitors, and IV infusion pumps.

· Monitors and controls the environment to include temperature and humidity, sensory environment, and cleanliness.

· Effectively monitors patient procedures, treatments and medications are administered in accordance with (IAW) physician orders, sound nursing judgment and applicable guidelines.

· Accurately documents procedures, results of medications, untoward effects from medical/surgical procedures and unusual occurrences as appropriate in the patient’s medical record.

· Regularly ensures a safe, clean work environment is maintained for patients and staff.

· Provides accurate information and instructions to staff in other departments sufficient to ensure coordinated services are provided.

· Effectively performs limited administrative personnel duties.

· Uses tact and diplomacy when interacting with all personnel/patients.

· Identifies teaching needs and assesses readiness to learn.  Teaches patient and family based upon their ability to understand and identified needs.

· Ensures that patients are adequately prepared for surgery, both physically and emotionally.

· Provides for patient privacy through maintaining confidentiality and physical protection.

· Communicates/documents patient/family teaching and provisions for patient’s rights.

· Provides accurate information regarding unit policies and protocols.

· Emergency health care/on-the-job injury:  If the contract medical assistant should experience a personal bona fide medical emergency or an on-the-job injury while on duty at the MTF, medical care will be provided by the MTF until the condition is stabilized.  The Contractor will reimburse the Government for all medical services provided.




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:  instructions will be given by Specify organization  as part of contractor employee orientation. 

2.  Clinic guidelines concerning release of patient information: guidelines will be furnished by Specify organization  as part of employee orientation.

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