PROVIDER COMMUNICATION PROCEDURES

After the Assessment Visit:

1. Complete Encounter Form for Provider within 48 hours of visit.
2. Give encounter form to data entry person with other materials from Assessment Visit.
3. Data entry person: 
· Prepares the enrollment notification letter for the provider and add his/her name and contact information to the provider database.
· Copies the letter to put into client’s alpha file.
· Mails letter, encounter summary, signed care coordination form, and program materials to provider. Program materials will be collated in advance and include:
a. CHW monograph
b. Triplicate action plan in language of client
c. CHW flyer
PROVIDER COMMUNICATION DOCUMENTS

	Form
	Purpose and Use

	Provider letter
	Notifies provider that his/her patient was enrolled in the program

	CHW Encounter Form (see Baseline Visits section)
	Notifies provider of any concerns that were identified during the assessment visit

	Triplicate Action Plan
	Encourages provider to use it if doesn’t have one available

	Care Coordination form (see Baseline Visits section)
	Allows CHW and nurse to share information with specific persons/agencies about the client for purposes of care coordination

	CHW tear-off flyer (see Recruitment and Referrals section)
	Reminds provider to post in office or exam room and refer clients

	Nurse Case Coordination Log 
	Nurse uses to track case coordination activities for each client
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