Tab 12:  “Right Start” Medical In-processing Program Template

(This template provides an “Best Practice” example for establishing medical in-processing; please see paragraph 3.5 for further explanation)

Medical Right Start Coordinator (Primary POC):

DUTIES AND RESPONSIBILITIES:

1. Maintain Schedule of personnel involved in record review sessions and briefings

2. Coordinate with supervisors to ensure attendance and participation in the Medical Right Start

3. Track all record reviews and patients identified needing follow-up

4. Report health, mobility and deployment status of incoming personnel to Population Health Committee quarterly

5. Provide and maintain supplies necessary for record reviews and MDG processing line

6. Serve as “expert” on record review process and format of MDG processing line

7. Maintain professional working knowledge of Clinical Preventive Services (CPS) and 

use of Right Start database

8. Collect Customer Surveys and tally data

9. Update patient data in Right Start database

10. Create, coordinate and update slide presentations used during Medical Right Start

11. Ensure information about identified newcomer follow-up needs are sent to appropriate clinics or Primary Care Manager (PCM) team  - for example, telephone numbers and names needing WCC or FLY in-processing, etc

12. Re-evaluate Right Start processing line and update or recommend changes as necessary

PROCEDURES FOR WEEKLY ROUTINE:

TUESDAY: (initial day of Medical Right Start)

A. Ensure TRICARE enrollment of patient into CHCS

1. TRICARE reps arrive at Right Start Building @ appointed briefing time

2. Collect TRICARE enrollment form when completed 

3. Hand out HEAR Survey to take home and fill out (MUST bring back next day)

4. Collect any medical and dental records (Active duty & Dependent) all shot records, and other supporting information about medical conditions

5. Remind attendees that did not bring medical/shot records to do so the next day

B. Deliver all shot records to the Immunizations Clinic for review

C. Collect medical records from Military Personnel Flight if not with the member

D. Obtain list of new enrollees from TRICARE office

E. Compare list of enrollees with records on-hand and complete all discrepancies noted

F. Gather appropriate supplies and forms needed for record reviews 

G. Set up Computer Lab room prior to group record reviews 

H. Deliver dental records to Dental Clinic for review

I. Begin record reviews

J. Assist PCM teams with record reviews, lab orders, appointment scheduling, PCM letters, data entry and any other information needed to complete record reviews

K. Collect review sheets after completed

L. Track CPS requirements on Log

M. Return supplies/paperwork not used to forms storage location

N. Store medical records for next day pickup in a secured locked area

 WEDNESDAY: (second day of Medical Right Start)

A. Pick up medical records and supplies

B. Arrive at Right Start Building 15 minutes prior to briefing to arrange information, etc

C. Begin MDG Right Start brief at scheduled time

D. Ensure timeliness of staff briefs

E. Set up stations for MDG processing line

F. Begin processing line at scheduled time

G. Oversee flow of patients through processing line

H. Assist PCM Teams as necessary during processing line

I. Clean up and store supplies appropriately until the next week’s briefing

J. Return medical records to appropriate PCM Teams

PCM Nurse:

ROLES AND RESPONSIBILITIES:

· Maintain expert working knowledge of Clinical Preventive Services (CPS) and needs of PCM population

· Provide Medical Right Start POC with necessary supplies from PCM: Prevention Letters, etc.

PROCEDURES FOR WEEKLY ROUTINE:

TUESDAY: (initial day of  Medical Right Start) 

A. Arrive at Computer Lab Room at appointed time

B. Review all records for CPS (use review sheet)

C. Identify CPS that need to be addressed

D. Complete SF 600, front side 

E. Fill out PCM prevention letter and place in chart (loosely)

F. Record all CPS that need to be updated on Tracking Log (see MDG Right Start POC)

G. Update Allergies in CHCS 

H. Order necessary labs in CHCS 

I. Schedule PCM appointments as needed – Print out and place in chart (loosely)

J. Update patient data in Right Start database


WEDNESDAY: (second day of Medical Right Start)

· Arrive at Right Start 15 minutes prior to processing line to set up PCM station

· Begin MDG processing line at scheduled time

· Give patient the printed labs and appointments as a reminder – explain process

· Provide counseling/education to patients as needed (with sufficient privacy)

· Complete SF 600, back side

· Clear station area after processing line

· Provide POC with any further CPS needs that were identified in the processing line

· Prepare for the next week

Medical Technician – 4N / 4F:

ROLES AND RESPONSIBILITIES:

1. Maintain working knowledge of Clinical Preventive Services (CPS) and Active Duty (AD) Preventive Health Assessment (PHA) requirements

2. Assist with MDG Processing Line as needed (see PCM Nurse weekly procedures)

PROCEDURES FOR WEEKLY ROUTINE:
TUESDAY:  (initial day of Medical Right Start)

A. Arrive at Computer Lab room at appointed time

B. Review all records for CPS (use review sheet)

C. Identify CPS that need to be addressed

D. Complete SF 600, front side

E. Fill out PCM prevention letter and place in chart (loosely)

F. Record all CPS that need to be updated on Tracking Log (see MDG Right Start POC)

G. Update allergies in CHCS

H. Order necessary labs in CHCS

I. Schedule PCM appointments as needed – Print out and place in chart (loosely)

J. Update patient data in Right Start database

Medical Technician – 4F Additional Responsibilities:

1. Serve as “expert” on PHA, Occupational Health, Mobility and Profile requirements

2. Obtain list from SGP of identified Occupational Health requirements of incoming personnel

3. Provide list of PHA/Occupational Health needs of patients to Right Start POC

PROCEDURES FOR WEEKLY ROUTINE:
TUESDAY:  (initial day of Medical Right Start)

A. Review all AD records for PHA and Occupational Health needs

B. Fill out PHA / Occupational Health Log

C. Once AD records have been reviewed, assist Nurse / 4N with remaining record reviews

Administrative Technician – 4A:

ROLES AND RESPONSIBILITIES:

1. Serve as “expert” on administrative requirements of medical records (reference AFI 41-210)

2. Maintain working knowledge of CHCS and other computer programs

3. Provide Right Start POC with necessary supplies

PROCEDURES FOR WEEKLY ROUTINE:
TUESDAY:  (initial day of Medical Right Start)

A.  Arrive at Computer Lab room by appointed time

B.  Begin administrative review of all medical records (use review sheet)

C.  Identify needed corrections and make changes as required

D.  Place Lab Coversheet in chart as appropriate

E.  Complete SF 600 and place in medical record

F.  Place MDG sticker on front of medical record

G.  Forward medical record to appropriate 4N/4F (AD records to 4F first)

Immunization Technician(s):

ROLES AND RESPONSIBILITIES:

1. Serve as “expert” on AD and Dependent Immunization requirements

2. Ensure appropriate number of personnel will attend MDG Right Start processing line

3. Forward concerns/needs to Right Start POC

PROCEDURES FOR WEEKLY ROUTINE:
TUESDAY: (initial day of Medical Right Start)

A. Review shot records of AD personnel first (Dependents if time allows)

B. Update MITS & Re-do shot records as necessary

WEDNESDAY: (second day of Medical Right Start)

A. Compile necessary equipment for Immunization station of processing line

B. Arrive at Right Start building 15 minutes prior to processing line to set up station

C. Administer shots or inform personnel of date/time to come to Immunizations Clinic

D. Record shot and lot # in shot record and on MITS log sheet (for later entry into MITS)

E. Forward number and type of shots given to Right Start POC

F. Prepare for the next week

Medical Right Start Briefer will:

1. Ensure punctuality of arrival to Right Start building and stay within time limits of briefing

2. Forward updated info to MDG Right Start POC for correction on slides, handouts, etc.

3. Provide MDG Right Start POC with section and unit brochures and/or handouts

Data Collection Analyst:

ROLES AND RESPONSIBILITIES:

1. Maintain Schedule of personnel involved in record review sessions and briefings

2. Coordinate with supervisors to ensure attendance/participation

3. Provide/maintain supplies necessary for record reviews and MDG processing line 

4. Track all reviews and identified patient needs for follow-up

5. Collect Customer Surveys and tally data

6. Update patient data in Right Start database

7. Update / create slides for Population Health Committee

8. Send identified newcomer follow-up needs to respective clinics (i.e. Numbers/names needing WCC or FLY in-processing, etc.)

9. Re-evaluate Right Start processing line and update and/or recommend changes as necessary

NOTE:  PH should encourage the PHMF to establish a medical out-processing process also.  This will help ensure integrity of denominator data, and preclude passing delinquencies (e.g., clinical preventive services, immunizations) off to gaining MTFs.
� Adapted from 31 MDG, Aviano AB, Italy





