
COPC HEALTH CENTER NAME 

ADDRESS 

San Francisco, CA  ZIP 

SCOPE OF SERVICES STATEMENT - TEMPLATE

2012

I. Goal Statement: Cut and paste your health center’s mission statement
The mission of XXXXXXX Health Center is to 

II. Scope of Service: Bullet Points are examples, insert the services offered at your health center

Primary health care services for acute and chronic medical problems of children, adults and geriatric patients

· Social Services

· Referral and liaison with adult and pediatric Mental Health Services

· Referral and liaison with Health at Home services

· Chronic Disease management program 

· Group Medical Visits 

· Healthy Living Groups

· Nurse-led diabetes educational classes 

· Family planning services

· Pregnancy testing

· Prenatal care (including high-risk prenatal consultations and deliveries and SFGH)

· Clinical Pharmacy Services

· Podiatry Visits

· Nutritionist services on site

· WIC nutrition counseling and supplemental food program

· Child Health and Disability Prevention examinations (CHDP Program)

· Immunizations (for adults and children)

III. Major Treatment Diagnoses
Obtain data from COPC Report Registry. Go to CHN Primary Care Reports > 02_Utilization_Patient_Chars > Pt_Chars_Util > Choose fiscal year and then health center. Report Top 10 diagnosis 

Top 10 Diagnoses for FY_________

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

IV. Care Providers (include FTE) 
Obtain data from Report Registry > COPC Management Team > Staffing FTE and Ratios
Medical Director

__ FTE (e.g. 1.0)
MD



__ FTE (e.g. 2.3) 
NP



__ FTE

Podiatrist 


__ FTE 

Behaviorist


__ FTE 

Nurse Manager

__ FTE

RN



__ FTE    

MEA



__ FTE

HW



__ FTE

Translator


__ FTE
Phram D.


__ FTE
V. Administrative, Clerical and other Staff (include FTE) 
Principal Clerk

1.0 FTE 
Sr. Clerk Typist

(Vacant – position frozen)

Medical Records Technician
__ FTE

Sr. Eligibility Worker

__ FTE

Eligibility Worker

__ FTE  

Porter



__ FTE

VI. Educational Requirements
Below are standard disciplines and educational requirements. Add any other disciplines and list related requirements for your health center (e.g. acupuncturist)
a. PHYSICIANS

Current California MD license, Board certified or Board Eligible in Primary Care, Annual Update classes and certification (CPR, Health and Safety, Infection Control)

b. NURSE PRACTITIONERS

Current State licensure as Registered Nurse.  Current State Nurse Practitioner Certificate.   Annual Update classes and certification (CPR, Health and Safety, Infection Control)

c. REGISTERED NURSES

Current State licensure as Registered Nurse (Public Health Nurses must have PHN certificate).  Annual Update classes and certification (CPR, Health and Safety, Infection Control)

d. LCSW (Licensed Clinical Social Worker)

Current State licensure as LCSW.

VII. Delivery of Care

Provide healthcare delivery information for your health center. Expand or edit text in red to reflect your health center’s protocols.
· Clinic days and hours of operation 
· Monday-Friday 8:30-5:00PM, closed 1-2PM
· Process for making Urgent Care appointments 
· Call clinic to schedule an urgent care appointment

· Process for providing immunizations
· Immunizations provided through regular immunization drives or scheduled by PCP

· Process for providing Diabetes Education
· On-site Diabetes Nurse Educator provides 1:1 support by referral and group classes
VIII. Accountability
Please fill in areas with XXX and where deemed necessary, expand on roles and responsibilities of Managers/Directors at your health center 

The Medical Director of XXX Health Center: 
· Lead health center performance improvement and patient safety programs 
· Set performance improvement priorities, determines qualifications and competencies of licensed clinical staff 
· Maintain appropriate quality control programs  
· Provide guidance and schedules peer reviews to ensure clear and accurate documentation of medical record

· Provide vision and leadership to motivate and direct staff of health center to achieve strategic plans of Community Oriented Primary Care (COPC) and the San Francisco Department of Public Health (SFDPH)
The Nurse Manager of XXX Health Center: 
· Evaluate clinical operations and nursing/support staff resources that impact the services of health center.  
· Collaborate with Medical Director on issues related to clinical operations, and on developing nursing practice guidelines.  
· Responsible for professional development of health center nursing staff RNs, Medical Assistants, and Health Workers.  
· Responsible for hiring, ongoing development of nursing roles, and performance appraisals of nursing staff.  
The Principal Clerk of XXX Health Center:

· Supervise processing and issuing of licenses, permits and provider numbers; ensures that 

appropriate documentation is readied for program auditors

· Provide supervision, education and development of operations staff

· Receive and investigate grievances and other complaints about registration, medical records, and/or 

clerical problems as appropriate.

· Initiate/oversee requisitions for supplies, materials and work orders for office and building 

operations

· Responsible for handling and accounting for petty cash, collection of fees and resolving funds, 

including the necessary posting, calculations and recordkeeping

Text in red is meant to assist you to provide information for Scope of Services Statement. 


Text in black is required language for COPC Scope of Service Statement.
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