Procedures for Scheduling and conducting Exit Visits
Please note the time urgency for conducting exit interviews. Because of the seasonal variation of asthma symptoms, it is important to do exit interviews within the same quarter of the year that the baseline was conducted, preferably within the same month.

Scheduling and Tracking Visits:

1. Administrative Specialist review Exits Due table (in database) weekly. 
2. Add new clients to each CHW’s tab on exit tracking spreadsheet. 

3. CHWs track the status of their visits in the spreadsheet. 

4. Each CHW provide updates on status at bi-monthly meetings. Carmen will provide status update if CHW is not in attendance.
5. CHW calls clients assigned to her to schedule an appointment and tracks status in spreadsheet.

Before the Visit:

1. Make sure visit is written in master calendar
2. Make reminder call before going to the visit (day before or same day)
3. Make sure child will be present for visit
Things to Bring:

· Exit questionnaire

· Temperature & humidity gauge

· Water thermometer

· Mechanical arm

· Certificate of Completion

· Resource List

· Toys

· Placebo inhaler

Things to Discuss/Do:

· Explain that Steps is a one-year program. Now that their year is up, we want to know if the program has been helpful. 

· Conduct Exit interview. 

· Give Certificate of Completion to client and congratulate him/her for completing the program.

· Assess concerns and make referrals, using resource list
· Discuss Medicaid premiums and the need to stay current with payments
After the Visit:

· Check over Exit for missing data

· Let nurse know of any “red flag” issues- nurse notify provider

· Give Exit form to Administrative Specialist for data entry.

· Fill out progress notes

Handling Lost-to-follow-up clients

· If phone is not disconnected, but client won’t answer, look in folder to see if there are any clues about when the primary CHW was successful reaching the client (try evening, weekend calls, etc.)

· If phone is disconnected…

1. Try again in a couple of weeks. Phones are often reconnected fairly quickly 

after a “shut off”. 

2. Try calling directory assistance. 

3. Try using the internet sites below:

	www.theultimates.com/white
	http://people.yahoo.com
	www.whitepages.com

	www.smartpages.com/whitepages
	www.switchboard.com
	www.whowhere.com

	www.anywho.com
	www.reversephonedirectory.com
	


4. If the client is a patient at health department clinic, ask Kris to look up name in signature for updated contact info.

5. Call emergency contact.

6. Look in folder to see if any other case workers are working with the family. If so, contact that person.

7. Go to house to see if client is still living there and will answer the door.

8. Mail “trying to reach you” postcard. 
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