Process Consultation Documents List

Listed below are documents/information needed by the consultation team members for review and study before arrival on-site for the consultation. Please forward one set directly to each of the consultants. A mailing list is attached.  

a.) Organization mission statement.

b.) Data about state and city, Medical Industry in city, Public Health Department, Non-profit Health Care, Recreation and Cultural opportunities on and of campus, other Health related businesses and services. Statement about which of these services available to employees and/or students, noting status of any professional relationships of respective staff.

c.) Data about the organization worksite or campus: departments, offices, School of Medicine? School of Public Health? What products are made, services provided or degrees are granted most often? What is unique about your worksite or campus?

d.) Copy of official organization publications – brochure, catalog, handbook, organizational chart of the department to whom the director of the organization health program (OHP) reports, any document that contain information about the health program.

e.) Data about the employees or students, ethnicity, how many in what departments or programs, commuting distances, medical access, health insurance status.

f.) Data describing the health status of the employees or students, i.e., health risk appraisals, NCHA data, CORE data, health service service user data

g.) Annual reports for past TWO years.  Statistical information (patient care data, Health Promotion and Prevention Services data, Counseling Services, etc.) for the past 3-4 years.

h.) Current budget including how the health service program is funded: fee for service, separate health fee, or allocation from organization funds, etc.

i.) Health Program vision, mission and values statement, Strategic Plan. Mission Statements for the various services with goals and objectives.

j.) Copies of 

· Health Program organization chart, including Names/title and function of health services staff members and their FTE% or hours.  (Complete job descriptions should be available for review at the time of the consultation.)

· Brochure(s) describing services, 

· Medical Access Insurance booklet/brochure describing coverage requirements for enrolled students and eligibility requirements

· Related policies.

k.) List of all departments and contact individuals with whom the Health Program Leadership maintains active relationships.

l.) List Pre-employment or enrollment requirements for employees or students (histories, physical, immunizations, drug testing, etc.).

m.) History of how the Institution has provided services to advance the health of its employees or students over the years.

n.) Results and a copy of the instrument for the most recent satisfaction survey or evaluation of services.

o.) Any other information deemed important by the institution.

p.) Please list relevant web page addresses:

http:// _________________________________________________________

http:// _________________________________________________________

http:// _________________________________________________________

http:// _________________________________________________________
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