CHW Name: ____________________
Start Date: _____________________
Supervisor: _____________________
	CHW Orientation Activities
	CHW/Date
	Supervisor /Date

	
	
	

	CHW set up voicemail message
	
	

	CHW set up Outlook email signature
	
	

	CHW has shared Outlook calendar with supervisor 
	
	

	CHW can reply to and send Outlook emails and calendar invites
	
	

	CHW can reserve rooms for patient appointments via Outlook and Success EHS.
	
	

	CHW can complete mileage documentation
	
	

	
	
	

	CHW reviewed and understands Care Coordination Scope policy
	
	

	CHW reviewed and understands Care Coordination  Referral procedure
	
	

	CHW reviewed and understands Care Coordination Enrollment procedure
	
	

	CHW reviewed and understands Care Coordination Documentation procedure
	
	

	CHW reviewed and understands Care Coordination Home Visit & Safety procedure
	
	

	CHW reviewed and understands Care Coordination Discharge procedure
	
	

	CHW reviewed and understands Care Coordination Hospital procedure
	
	

	CHW reviewed and understands Care Coordination On Call procedure 
	
	

	CHW reviewed and understands Care Coordination MARC procedure 
	
	

	CHW reviewed and understands Care Coordination RDAD procedures 
	
	

	CHW reviewed and understands 90-day and Annual evaluation process, including Performance Improvement Plan and progressive discipline process
	
	

	
	
	

	CHW can explain what Medicaid is, who may qualify, how to apply
	
	

	CHW can explain what Medicare is, who may qualify, how to apply
	
	

	CHW can explain what Marketplace/ACA insurance is, who may qualify, how to apply
	
	

	CHW can explain what Disability is, who may qualify, how to apply
	
	

	CHW can explain what Food Stamps are, who may qualify, how to apply
	
	

	CHW can explain what Section 8 is, who may qualify, how to apply
	
	

	CHW can explain what United Way 2-1-1 is, and how to use it
	
	

	
	
	

	CHW Training/Agency Visit Checklist
	CHW/Date
	Supervisor /Date

	Kansas City CARE Clinic Orientation (HR) 
	
	

	Site specific orientation and training (coordinated with partner agency)
	
	

	Metropolitan Community Colleges CHW Course (community) – get with supervisor on this
	
	

	North Kansas City Hospital Diabetes Class (community) – get with supervisor on this 
	
	

	Healthy Homes (community) – get with supervisor on this 
	
	

	Mental Health First Aid (community) – get with supervisor on this 
	
	

	Riding the bus  (independent learning)
	
	

	Dietary Management Class – Dr. Blair – get with supervisor on this 
	
	

	Presentation: Documentation for Community Health Workers (Supervisor)
	
	

	Presentation: Public Benefits for Community Health Workers (Supervisor)
	
	

	Handout: Mandated Reporting for Community Health Workers (Supervisor)
	
	

	Presentation: Conflict Management (Supervisor)
	
	

	Presentation: Cultural Diversity (Supervisor)
	
	

	[bookmark: _GoBack]Presentation: CHWs v. other health professionals (Supervisor)
	
	

	Handout: Outlook 2010 (independent learning)
	
	

	Handout: Outlook 2010 calendar (independent learning)
	
	

	Presentation: SMART Goals (Supervisor)
	
	

	Presentation: Workplace Boundaries (Supervisor)
	
	

	Presentation: Self-awareness and non-verbal communication (Supervisor)
	
	

	SUCCESS EHS (Supervisor)
	
	

	Blue Print Care Navigator (Supervisor)
	
	

	Online Poverty Simulation (independent learning): http://playspent.org/ 
	
	

	Coverage to Care: If you have health insurance, how do you use it? (independent learning)
https://www.cms.gov/About-CMS/Agency-Information/OMH/OMH-Coverage2Care.html#resources 
	
	

	Khan Academy/Brookings Institute videos (independent learning)
· Intro to Healthcare: https://www.youtube.com/watch?v=mG_BZ8GgqJU&index=1&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy  
· Medicare: https://www.youtube.com/watch?v=q8olT3TyHm8&index=2&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· Medicaid: https://www.youtube.com/watch?v=AXv9B0bcZ1A&index=3&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· The Uninsured: https://www.youtube.com/watch?v=glMvD6x4vqw&index=4&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· Paying for Medicines: https://www.youtube.com/watch?v=6unzbhlxXxM&index=5&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· Paying for Medicines, cont: https://www.youtube.com/watch?v=5ahti9i1eFM&index=6&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· What goes into a medical bill: https://www.youtube.com/watch?v=ZXUpfcTvSaI&index=7&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· Healthcare costs: https://www.youtube.com/watch?v=R64jeug8HOU&index=8&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
· Private Health Insurance: https://www.youtube.com/watch?v=W6gKc7Yjig8&index=9&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy 
Healthcare for the chronically ill: https://www.youtube.com/watch?v=ZbAh3QoKd3U&index=10&list=PLsJKnLqU_J3VvjKvJ9EyIs0oxWwYCVQRy
	
	

	· 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	CHW Skills Checklist 
	Shadowed by/Date:
	Supervisor Approval/Date:

	Cold calls/outreaching clients: CHW is able to introduce their self; explain why they are calling; explain their role and their program; engage the client in services.
	
	

	Cold calls/outreaching clients: CHW is able to introduce their self; explain why they are calling; explain their role and their program; engage the client in services.
Assessing clients: CHW is able to explain the purpose of the needs assessment; introduce the needs assessment to the client; ask appropriate questions in each domain; rate answers; document correctly in BluePrint.
	
	


	
	
	

	
	
	

	Assessing clients: CHW is able to explain the purpose of the needs assessment; introduce the needs assessment to the client; ask appropriate questions in each domain; rate answers; document correctly in BluePrint.
Creating care plan: CHW is able to explain the purpose of the care plan; identify activities and resources to offer the client based on the needs assessment; write SMART goals in collaboration with the client; document correctly in BluePrint.
	
	


	
	
	

	
	
	

	Creating care plan: CHW is able to explain the purpose of the care plan; identify activities and resources to offer the client based on the needs assessment; write SMART goals in collaboration with the client; document correctly in BluePrint.
BluePrint: CHW is able to explain their workflow with clients at referral, outreaching, enrollment and discharge; CHW can scan documents into BluePrint; CHW can print care plan; CHW can document all workflows correctly in BluePrint.
	
	


	
	
	

	
	
	

	BluePrint: CHW is able to explain their workflow with clients at referral, outreaching, enrollment and discharge; CHW can scan documents into BluePrint; CHW can print care plan; CHW can document all workflows correctly in BluePrint.
Documentation: CHW is able to explain the purpose of documentation; explain and use the PIF format; provide an example of an enrollment note; write a discharge note; complete an encounter note.
	
	


	
	
	

	
	
	

	Documentation: CHW is able to explain the purpose of documentation; explain and use the PIF format; provide an example of an enrollment note; write a discharge note; complete an encounter note.
Other EMRs: CHW is able to use EMR to look up clients’ chart; document referral, enrollment and discharge notes; use tracking board, face sheets and/or reports to identify clients.
	
	


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



