HEC VISIT PROCEDURES

Before the Visit:

1. Visit will be scheduled at the end of the baseline visit.
2. Write visit date, time, CHW and initials of client in master calendar
3. Make reminder call before going to the visit (day before or day of)
4. Make sure client will be present for visit (not only caretaker)
Things to Bring

· Map/directions to client’s house

· HEC questionnaire 

· Temperature and humidity gauge

· Water thermometer

· Mechanical arm
· CHW Encounter form
For Signature:

· Care-coordination forms – bring several, even completed at baseline
For Client:

· Caregiver Action form

· Toys for child
Things to Discuss/Do during the visit:
1. Check in about general asthma, housing or other concerns, using the CHW Encounter Form.
2. Discuss Medicaid premiums and the need to stay current with payments.

3. Conduct the HEC assessment. Be sure to note the mattress and pillow case size needed.
4. Note any educational topics covered on the Education Tracking Form.
5. Set priorities and plan for future visits, using the Caregiver Action form (give client top copy; file yellow copy in client alpha file).
6. Set next visit.

After Visit:

a. Write next visit in master calendar.

b. Go to nurse immediately with any “red flags” (listed below): 

c. Review HEC form- fill in any missing data and within 48 hours of visit fill out:

· CHW encounter form to send to provider 

· Progress notes

d. Give HEC, encounter form, signed case coordination form (if completed again), and signed HIPPA form to Administrative Specialist. File progress notes.
e. Plan for first educational visit.
** NOTE: For any ‘no shows’, check ‘No Show’ on Educational Visit Tracking form, note which visit it was, and give to AdSpec for data entry.

Red Flag Issues requiring nurses immediate attention:

· Asthma symptoms: 2 or more daytime symptoms per week or 2 or more nighttime symptoms per month.

· ER visits, hospitalizations, or 2 or more urgent clinic visits in past 3 months. 

· Took prednisone in last year.

· Does not have rescue or controller medication.

· Slowing down and not participating in usual activities.

· Disruption of caregiver or family activities.

· Possible child or adult protection issues.

· Unsafe housing or environment.

· Also see “When to Ask for Help & Advice” CAS guidelines
DATA ENTRY & ADMINISTRATIVE PROCEDURES:

a. Number HEC with the assigned ID number.

b. Enter HEC into database. Stamp form “entered” and date,  and file forms accordingly: 

· Alpha file: signed care coordination, copy of encounter form, and copy of Caregiver Action Form
· Numeric file: HEC 

c. Assemble and mail introduction letter to client’s provider. The following will be included with the letter:

· Copy of encounter form, summarizing findings from assessment

· Copy of signed case coordination form

· CHW recruitment flyer with tear-offs
· CHW program description

d. Add provider information to provider database, and put copy of letter in client’s alpha file.

CLIENTS CLOSED DURING ASSESSMENT VISITS

CHW Procedures:
Follow procedures for Lost to Follow-up (Section IX). If client needs to be closed, the CHW will attach a note on the alpha file that the case is closed and why.

Data entry and filing procedures:
· Close the client in the Enrollment Tracking Screen, noting reason for closure. 

· Stamp “entered” and date on the closed note.

· Place a pre-printed “closed” label on the alpha and numeric files.

HEC VISIT DOCUMENTS

	Form
	Purpose and Use

	Home Environmental Checklist
	To assess exposure to triggers in the home and develop an action plan with client

	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

	My Goals for Managing Asthma (see Baseline Visits section)
	Documents client’s priorities and actions that will be taken between visits 

	Education Visit Tracking (see Baseline Visits section)
	Documents educational topics covered in visits

	Progress Log (see Baseline Visits section)
	Documents concerns, discussions, actions taken during a home visit

	Provider letter (see Provider Communication section)
	Notifies provider that his/her patient was enrolled in the program

	Provider packet (see Provider Communication section)
· Encounter form

· CHW recruitment flyer

· Case coordination form

· CHW monograph

· Action plans
	Provides resources to provider and information about our program
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