Michigan Department of Community Health


	Clinical


	Administrative

	Provider/ Staff Training
	Clinic Set-Up
	Sponsoring Agency
	Policy/Procedure
	Processes

	·   CAHC MPR’s

· Standards of Care

· Risk Assessment (GAPS, Bright Futures)

· Well-child exams which include all Medicaid requirements

· Follow-up for missed appointments

·  Referral process including follow- up

·  Documentation of follow-up of medical and mental health 

·  MCIR

·  Immunization screening process and administration

·  HIV Counselor Certification

·  STI forms and supplies

· CPR Certification biannually

· Child Abuse Education and Training biannually

· Shadow CAHC providers


	·  2 Confidential exam/counseling rooms preferred
· Separate lab      space

· Locked storage

· Secured client  record

· Telephone, fax,     computer, internet

· Equipment List/ Equipment checked and calibrated 
· Medication List

· Emergency equipment, meds, and protocols outlining role of each staff

· Acute & chronic illness references

· ICD-9 Code Book

· Red Book

· PDR/other medication reference
· Current MMWR

· Appointment Schedule

· Provider licenses displayed in clinic

· Patient Bill of Rights posted with number & process for complaints; copies in clinic

· Hours posted 


	· Job Descriptions

· Collaborative Practice Agreement

· Prescriptive Authority Agreement

· DEA Number

· NPI Number

· Clinical Guidelines

· Standing Orders 

· CLIA

· OSHA, MIOSHA, MSDS

· Sliding Scale Fee

· Billing, including plan for protecting client confidentiality

· Personnel Training Log to document CEU’s

· Annual staff evaluations

· HIPPA Statement

· Consent Forms

· Chart Order

· Encounter Forms

· Summary Sheets

· Charting Sheets

· Referral Forms

· New staff orientation checklist (specific to each position)

· Lab pick-up/results-process


	· CAHC MPR’s

· Health Center hours-30 hrs/per week, open 5 days/ per wk

· Written plan for after hours and weekend care. Provision for services when school not in session (posted and explained to clients)

· School Board approval for location of center, administration of health survey to students, parental consent policy, services (school-based)

· Interagency Agreement with school district (school-based)
· CAC approval of four required policies per MPR’s

· Policy and Procedures Manual 
     (see CD-ROM)

· Needs assessment (2-3 years min)

· Quality Assurance Plan including ongoing medical record review & corrective actions

· Rights & Responsibilities posted and copies in clinic for clients
· SBLHC Certificate

	· Medicaid Outreach activities

· Data Tracking

· Youth input/Advisory Committee

· Organizational chart for CAHC which includes all partners and CAC

· Personnel Roster

· CAC bylaws and orientation

· Establish relationship with school staff ~ identify a champion within the school, establish process for student appointments in clinic and outreach plan (will look different for school-based vs. school-linked)

· Minimum of 2 support services provided based on needs assessment results

· Variety of youth-friendly health education material
· Community Resource list

· Referral Agreements with regularly used referral sources

· Establish a budget including all direct and in-kind funding sources (see income analysis worksheet)

· Annual goals and objectives (workplan)

· Client Satisfaction Survey annually
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