
STATEMENT OF WORK

The contractor shall provide all services and labor required to accomplish the performance of a Medical Assistant (MA) specializing in OB/GYN care, at the Military Treatment Facility, as specified, in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

HOURS, SCHEDULES

	1. Full-Time: 2088 hours per year, with up to two weeks (10 work days/80 hours) paid leave/vacation in accordance with the contractor’s employee’s benefit plan or employee contract, up to five work days/40 hours paid sick leave per contractor’s benefit year and ten paid Federal holidays per year will be granted to the provider.  The contractor shall identify the amount of vacation and sick leave entitled by employee plan/contract to the ACO and MTF COR for any provider hired to perform services under this delivery order.  Vacation or sick leave hours in excess of the contractor-allowed entitled vacation/sick leave amounts or the “up to” amounts stated above, whichever are less, will not be paid for by the Government.
	Schedule: Hours of duty are eight (8) hours per day, five days per week, Monday – Friday, excluding weekends/Federal Holidays, with a one hour lunch break.  All vacation /leave will be coordinated with the Chief Nurse.

	2.  Weeks Per Year
	52

	3.    Hours of Work Per Year 
	2088 hours per year, not to exceed 40 hours per week 

	4.    Anticipated Overtime
	None.  However, the MA shall remain on duty at the end of his/her normal daily tour of duty and continue to provide required care during emergencies, or in the process of direct patient care.  Five (5) hours of overtime have been allotted under this delivery order’s schedule for direct patient care hours that may be incurred beyond the end of shift and that exceed 40 hours in a week.  All overtime must be pre-approved or authorized by the Chief Nurse at the MTF, and documented on the MA’s timecard.  Overtime will only be authorized for direct patient care.

	5.  On-Call Service (Site or Telephonic)
	None:  Patients shall be instructed to call (XXX) XXX-XXXX  after hours.

	6.    Telephonic availability during non-duty hours
	None required

	7.    Backup personnel required if the Medical Specialist is unavailable?
	Contractor shall provide backup personnel if there is an UNSCHEDULED absence of the Medical Assistant for more than two consecutive workdays. 


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 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 MTF policy requirements).   Contractor-furnished personnel must have knowledge of professional standards governing education and training, including orientation, continuing education, competency based training, evaluation/skill verification, life support and infection control.

MA:  Knowledge and skill sufficient to recognize emergencies and function calmly and efficiently in supplying nurses and physicians with crash-cart and requested supplies and materials, and to initiate emergency procedures in case of cardiopulmonary arrest or acute respiratory distress.

MA:  Knowledge and skill sufficient to perform a range of basic to intermediate care with sufficient experience and education to serve as a responsible member of the nursing team; 

provide standardized patient care; observe expected results; and use medical terminology for describing patient care and pharmacology to instruct patients and family members.

MA:  Knowledge and skill sufficient to use terminology for describing patient reactions, patient care, and pharmacology for the purpose of instructing patients and family members, and observe for the desired and unusual actions and adversities of the medications.

MA:  Knowledge and skill sufficient to understand and describe human body structure, function, illnesses, and diseases, the recognition of contraindications of certain medications.

	 Required Education/Experience
	Must have and maintain Medical Assistant certification.

Must possess and maintain current certification in Basic Cardiac Life Support (BCLS).


SPECIFIC TASKS/DUTIES

	This section explains the specific tasks/duties required to be performed by the Medical Assistant under this delivery order.  The Medical Assistant: 
	 -Conducts patient care activities in OB/GYN Clinic

-Performs daily equipment checks and reports any discrepancies to the Nurse Manager

- Uses logistics system to order supplies

-Checks patients in using CHCS computer system

-Makes appointments for OB and referred GYN patients

-Retrieves and prints diagnostic test values and other pertinent information

-Processes pre-op patients

-Takes telephone consult information using CHCS and clinic overprints

-Identifies all patients that are in PRP (Personnel Reliability Program) to the provider.

-Screens patients by obtaining a pertinent history and a complete set of vital signs before patient is seen by the provider

-Escorts patients to provider examination rooms and prepares patient for provider’s assessment

-Periodically monitors patient before and after provider visit

-Protects patient privacy and safety; provides chaperon services as needed

-Assist the provider when requested, such as EKGs, laboratory test and external fetal monitoring.

-Orders diagnostic tests through CHCS at the direction of the provider

-Performs wound management and other procedures that are ordered by the provider, as long as the medical specialist is certified to accomplish that particular task.

-Accurately records all interventions to include education, treatments, medication administration, patient understanding of care, and toleration of care.

-Cleans and stocks provider offices, exam rooms, and treatment rooms daily

-Has basic knowledge of the OB, Pap, Colposcopy, and Mammogram programs and is able to provide assistance for program(s)/oversight as necessary.

- Works with other hospital sections to coordinate optimal care as needed to include having a working knowledge of the Personnel Reliability Program, Military Quarters and Convalescent Leave, and is the clinic Cost Center Manager

- Responsible for assisting, and oversight as necessary, in the OB intake class, which entails the education of all patients with lab positive pregnancy tests.

	Clinical Oversight/Quality Assurance
	Clinical oversight and Quality Assurance for the Medical Technician will be provided by the Nurse Manager (RN) at the MTF.  

	Customer Service
	-Courteously interacts with staff and patients daily

-Rectifies patient issues at the lowest possible level

-Elevates patient/staff concerns appropriately.


The Medical Assistant 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, employee immunizations, work attire/uniform, etc.  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.  Additionally, the Medical Assistant shall attend all government-provided orientation and training necessary to perform daily duties 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.
	See specific tasks and duties above

	Government POC for Administrative Issues
	Director Managed Care/MTF COR or ACOR

	Laboratory Tests
	N/A


LEGAL

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