STATEMENT OF WORK

The Contractor shall provide all services and labor required to accomplish the performance of Referral Center Specialist duties (two full time equivalent (FTE) positions) 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

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 Referral Center Specialist under this agreement.
	Schedule:  Eight hours per day during normal business hours.  Exact schedule shall be mutually agreed between MTF and Contractor.  Specialists shall coordinate duty schedule with the Chief of Managed Care. 

	2.    Weeks Per Year per employee
	52

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

	4.    Anticipated Overtime
	NONE

	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

	Required Education/Experience
	1) Referral Center Specialists shall have a High School diploma or equivalent, shall have effective interpersonal skills, shall speak, read and write English and have basic knowledge of computers with the ability to type 30-40 words per minute.  

2) Specialists shall, after an initial training period, have sufficient experience to be capable of performing their duties with periodic oversight by the Chief, Managed Care.  

3) Specialists shall use approved DOD medical information systems on a daily basis.  

4) Knowledge of patient medical records, knowledge of medical terminology to interpret provider intent and provide instructions, and knowledge of the TRICARE program are preferred. 

5)  Specialists shall complete all MTF training & education prior to the first scheduled clinic day.


SPECIFIC TASKS/DUTIES

	1.  Performs the Full Spectrum of Services of a Referral Center Specialist.


	Performs a variety of clerical duties in support of patient care and treatment at the Beneficiary Support Office, MTF.  Uses the Ambulatory Data System (ADS) and Composite Health Care System (CHCS) computer terminal in performance of duties.

Referral Center Specialist duties:

1) Greets all visitors and determines the nature of the 

visit. Checks ID cards and verifies DEERS eligibility. Verifies input of the patients’ referral electronically using computer terminal; or manually if the system is down.  Verifies third party collection sheet for patients who have other health insurance.

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

3) When referral results (specialty consult reports) are received, inputs code “23” , the date results were received, and name of provider and date seen into the database in CHCS.  

4)  Contacts patients to ensure referrals requested by the provider were scheduled.

5)  Makes follow up contacts (calls, e-mails or letter requests) to the offices of network specialty providers when specialty consult reports are not received in the MTF within six (6) weeks following the appointment date.

6) Performs various other clerical tasks:

    - Maintains/stocks forms needed at front desk.

    - As required, types routine correspondence and memoranda. Is responsible for proper format, spelling and punctuation.

    - Uses patient information and makes corrections in CHCS if needed.

    - Uses computer terminal to input/verify patient information such as patient’s military status, appointment history, health care providers, etc. When system is down, maintains data manually and inputs later.

Referral Center Specialist duties (continued):

     - Utilizes a manual system for accomplishing duties as required when automated system is inoperative.

    - Addresses and mails out referral appointment notifications as required. 

    - Demonstrates ability to prioritize, organize, problem-solve, and coordinate daily activities.

7) Assists patients in accessing Medicare providers. Maintains current directories of Medicare providers, suppliers, and institutions accepting new Medicare patients.

8) Maintains appropriate administrative records.


Referral Center Specialists performing services at the MTF shall comply with Government/MTF regulations, MOUs, SOPs, and other policies applicable to all other personnel regarding administrative services, record keeping, patient referrals, interactions with Government personnel, MTF security, and Government property.  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, including the following:

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

1. Referral Center guidelines regarding release of patient information

2. Referral Center guidelines pertaining to scheduling referral appointments, pursuing third-party insurer information, and following up with providers outside the MTF to ensure records, lab results, x-ray results, and other patient information gathered as a result of the referral appointment is forwarded to the referring physician.


	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.


LEGAL

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