STATEMENT OF WORK

The Contractor shall provide all services and labor required to accomplish the performance of Medical Administrative Clerk duties (one full-time equivalent FTE position) as specified for the 810th /21st  Medical Group, in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

FTEs, HOURS, SCHEDULES

	Full Time or Part Time

Paid vacation/sick leave will be allowed in accordance with the contractor’s employee’s benefit plan or employee contract, and will include ten days leave for Federal holidays.   On the first day the contractor employee reports to work, the contractor shall identify to the ACO and to the MTF Contracting Officer’s Representative (COR) the amount of vacation and sick leave the employee is entitled to under the employee plan/contract.  Vacation or sick leave hours in excess of the contractor-entitled vacation/sick leave amounts, or 15 days total vacation/sick leave, will not be paid for by the Government.
	Schedule:  Eight hours per day during normal business hours.  Exact schedule shall be mutually agreed between MTF and Contractor



	2.    Weeks Per Year
	52 per person

	3.    Hours of Work Per Year 
	 2,096 per person

	4.    Anticipated Overtime
	NONE

	5.  On Call Service 

(On-Site or Telephonic)
	Not Required

	6.  Backup Personnel if Medical Administrative Clerk  unavailable


	Yes, if RS person is gone for 5 consecutive workdays or more (One week or more vacations are common.  If you want backfill you should add at least 40 hours backfill to the total hours in the IGCE. Laura )



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 (DoD 6010.8-R, Chapters 6 and 15;  OCHAMPUS Policy Manual, Volume II, Chapter 2;  Section J-2, Addendum A and B, 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
	Medical Administrative Clerk shall, after an initial training period, have sufficient experience to be capable of performing his/her duties with only periodic oversight


SPECIFIC TASKS/DUTIES

	1. Performs the Full Spectrum of Services of a person trained in: Medical Administration (under the Clinical Oversight of who (by title)?  Laura)

	Medical Administrative Clerk duties, including:

· Performs a variety of receptionist and other clerical duties in support of patient care and treatment at the  810th /21st Medical Group, USAFA CO.  While the Medical Administrative Clerk shall work primarily as a receptionist supporting primary care optimization (Need to add the end of this sentence.  Laura)
· Coordinates Health Devise (Is this the correct spelling of Devise?  Sorry, I’m ignorant on this.  Laura) Management Functions and ensures team members receive information in a timely manner

· Coordinates specialty care referrals (How?  Laura)
· Maintains health records and storage and retrieval system

· Participates with PCM team members in providing, assessing and improving a wide variety of customer services/relations

· Assists in the management of all forms of communication between patients and PCM , team members network/outside providers and ancillary health care workers.

· Returns phone calls from PCM to patients advising patients of Provider feedback to telephone consult.

(I am not a clinical person, so please forgive this question, but, shouldn’t it be an RN or LPN advising patients of provider feedback to telephone consults?  The patient may have followup questions that an RN or LPN could handle better.  If clerks have been performing this function in the Peds Clinic and there haven’t been any problems, then this is OK.  Laura)
· Properly codes and updates all patient care within the PCM team  (Will the MTF provide coding training to the Clerk?  Since knowledge of coding isn’t a requirement when the Clerk is initially hired?  Laura)
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 surgery show time (Again, please forgive my ignorance, but I was just wanting to confirm, does the Peds Clinic do surgery?  Laura) 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.

· Inserts patient information into database and stamps patient identifying information on all supporting documents in medical records.

· 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 operating schedules as appropriate. Tries to resolve complaints of an administrative nature and refers other complaints to appropriate authority. Provides requested information and assistance to patients whenever possible; refers them to other appropriate sources for information if necessary.

-       Performs various other clerical tasks to assist staff members. Prepares outpatient records for next day. Uses computer terminal to obtain requested patient information. 

· 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. Due to routine nature and limited amount of correspondence typed, services of a qualified typist (i.e. 40 words per minute) are not required.

Scheduling/Coordinating Test Requests:

· Uses computerized appointment system (CHCS) to pull various types of lab, radiology, and other requests, which are made both telephonically and in person. (Will the MTF provide CHCS training?  Laura)
· Verifies patient information and makes corrections in CHCS if needed.

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

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

· or OIC of the Pediatric Clinic.

	2.  Workload Information


	N/A

	3. Specific Tasks That Would Not Be Included in Above 
	Professional attire and attitude expected (If the 10th Medical Group has an SOP regarding dress code, recommend you reference it here. Laura)

	4.  Exceptions to (1) Above 
	N/A


Medical Administrative Clerk 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, Gov’t Property, 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 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 Business Operations and Beneficiary Support Flight, 10th medical Group as part of contractor employee orientation.

2. Guidelines will be furnished by Outpatient Records, 10th medical group 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.
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