Staffing and Service Plan Template

STAFFING PLAN
	Role
	Name
	Licensure/certification (as relevant)
	FTE

	Nurse care manager
	---
	RN
	1.0

	Care navigator
	--- 
	Peer
	1.0

	Care navigator
	---
	Peer
	1.0

	Mental health coordinator
	---
	BA Psychology, CCC
	1.0

	Prescriber
	---
	MD, X-Waiver
	.2

	Site supervisor
	---
	
	.1

	Other roles….
	
	
	



SERVICE MODEL
	Days and hours of clinic Mon – Fri 4:00-7:00pm
	Days and hours of SSP: Wed 3:00-5:30pm

	Name of electronic health records system
	Practice Fusion

	Do all staff enter activity into this EHR?
	YES  

	Staff person responsible for monthly reporting
	CM

	How often does the full team meet to discuss program and client issues? Weekly 

	How do NEW CLIENTS flow through their first visit? (e.g., which staff do they see and in what order, what steps/activities does each staff person conduct?)

	· Care Navigator (CN) meets client at the door, helps complete paperwork.
· CN creates profile and checks them in. Then has client provide UA.
· CN rooms client, gives overview of clinic, starts relationship building/goal development. 
· Nurse completes screening.
· CN addresses non-medication needs and continues relationship building/goal development. 
· Provider meets with client, diagnoses, and prescribes as appropriate.
· Care Navigator sets follow up appointment

	How do RETURNING CLIENTS flow through follow up visits?

	· CN greets client, rooms, and gets urinalysis if needed.
· CN continues relationship building, addresses immediate needs, follows up on goal progress.
· Nurse screens client.
· Provider meets with client, reviews diagnosis, treatment plan, prescribes.
· CN schedules follow up visit and provides any follow up info required.

	How do you integrate mental health services into this service flow for NEW and RETURNING clients?

	Mental Health Coordinator is stationed at clinic during regular hours and can engage clients at three different points depending on staffing/volume. 1) Greet clients as they come in.  2) Participate in initial intake and follow-up. 3) Receive a warm hand-off from care navigator, nurse, or prescriber as needed.

	How do you conduct outreach at your SSP and link SSP participants into the clinic?

	Each SSP staff is trained to offer referrals to the clinic.  Mental Health Coordinator will also join the weekly SSP outreach in order to meet, engage, and assess participants with referral in mind. 





