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	Scheduling


	How and when to schedule events
· Use a district contact for schools like the insurance coordinator or the district nurse- that way they can send to the appropriate school contact at every location. 
· Use “Sign-Up Genius” for members to register for an appointment prior to the event (https://www.signupgenius.com/). 
· When members sign-up for an appointment in advance, whether through email or online tool, send a link that reverts back to the website where they can fill out the consent form.
· Schedule screenings at schools on days that the staff is present, but not students (Example: PD Day).
· Schedule a follow up visit for later in the year or next year while at your current screening.
· If there seems to be a lot of interest, schedule a second day to accommodate everyone.
· Start scheduling events for the LivingWell Promise Period NOW! (Oct-Dec)

	Find KEHP worksites
· If you hold a day for walk-in appointments or someone calls to schedule a walk-in appointment, ask where they work and how many people are in their office and if they would be interested in an onsite event.
· Use the “global” email address to search for locations.
· Don’t forget about city/ independent school districts
· The transportation department
· The bus garage and maintenance garages for the school systems
· Reach out to your local KRS/KTRS chapters. 

	Keep track of scheduled events
· Make an excel spreadsheet that lists out every KEHP location in your county, even if you have never been to the site. Use this list to make sure that every site gets scheduled. Include site contact information as well. 
· Use Outlook’s calendar tool or other online calendar and make it available to everyone at the health department so they know where you will be. 

	Promote events
· Send a Flyer after scheduling the event to site contact that promotes the screening. (Can be found on www.livingwell.com ) 
· Ask front office to make announcements over the intercom- initially to sign up for an appointment and then the day before as a reminder.

	Hold events at your health department
· Let your HumanaVitality/Go365 rep know that you are having a community wide event, or what your walk-in days are, and he/she can have the state send a reminder email to all KEHP members in the counties that you request.
· Host events on Saturdays to provide availability for families, or someone who can’t miss work, etc.
· Send a blurb to The Chamber of Commerce in your area about the event and they can promote it.
· Community events can be advertised through local radio and newspapers for free to promote.





	Events


	Communicate with site contact prior to event
· Send a check list of everything you need (ex. a large enough room, trash cans, a person to meet you in the morning, appointment sheet sent out, consent forms sent out etc.)
· Send out the consent form in advance for member’s to complete and include the customer service phone number. Stress that the members must have this completed prior to the screening. 
· Collect consent forms (whether electronically or hard copy via site contact) prior to the event.

	Staffing/ machine needs for an event
· Call the site the day before the event for head count to know how many cassettes you need to bring, take 10-20 extra, just in case 
· Confirm that a minimum number of participants are signed up in order to host the event.
· Utilize HD nurses through the schools, if needed.
· Bring as many machines and people to conduct the screening as needed based on the number of members signed up for an appointment.
· If you have multiple staff available during the event, designate a runner to help track down members who signed up for an appointment and to make sure consent forms are correctly filled out.

	Event Times
· Typically, shorter events held during the morning hours are the most successful (Example: 7:00-11:00 a.m.) since members should be fasting. 
· If you only have 1 machine, schedule a site for 2 days, only in the mornings, instead of staying all day.
· If you have a lot of interest, see if it is possible to arrive at the site earlier and add appointments to the beginning. 

	Make the event run smooth
· If the member forgot their information or forgot to fill out the consent form, send the member to the back of the queue to provide time to retrieve information. Move forward with the next appointments, if possible.
· If you have the staff, set up stations- someone to greet and make sure the consent form is filled out properly, someone to do the finger stick, someone to measure BMI/Blood pressure and someone to go over their results.
· Allow for walk-ins by doing 15-minute appointment time slots.
· If you are a larger health department with enough staff, attempt to do 10-minute appointment slots.
· Make a copy of the member ID card using the front office copier or a portable copier.













	Events Continued

	Go above and beyond
· Have binders for every site location that includes member’s prior results and member ID #.
· Break the ice by playing music. It also helps to fill the air for privacy.
· Break the ice when measuring waist circumference- have them spin like a ballerina. 
· Use partitions, a separate room/step outside, or a mobile station to accommodate privacy for measuring waist and weight.
· Have an onsite contact to communicate needs with- FRYSC/ bookkeeper is typically a great site contact. (If they weren’t helpful try finding a new contact there for future visits.) 
· Suggest the use of parent volunteers (or a FRYSC) to watch classrooms while they are getting screened, so they don’t have to feel rushed to get back to their classroom.
· Remind members to fast and bring a snack with them to their appointment or have small snacks, mints or juice on hand.
· Invest in a mobile unit to conduct the screenings in, like Pike County Health Department. 

	Follow up after an event
· Send out evaluation survey via email to the health department staff member who went to the screening and use results to improve next year’s events. Include in this survey, how many screenings were performed, who was the site contact, what was the room like, any problems or concerns etc. 
· Keep track of site locations and number of screenings performed so you can send to your HV/Go365 representative each month.

	Promote Humana Vitality/Go365 and other Health Department Programs
· Hand out flyers about HumanaVitality/Go365 points. Request a bulk amount of flyers from your HV/Go365 rep. 
· Promote DPP - DPP is a free program and member can receive 350 points for completing the first 6 months. Create a flyer that promotes DPP at your health department or other local provider to give to members who are at risk. 
· When scheduling the screenings, let the site contact know they can have a HV/Go365 rep come onsite and give a group presentation prior to the screenings to drum up interest. 
· Talk about how to earn points or the rewards you can get in the program instead of making small talk. The more excited people are about the program and using the program, the more likely they are to get a screening and convince their friends to do the same. 

















	CDP / Billing


	Ensure you have accurate member data
· Make sure you can read the members hand writing during their appointment time
· Have a health department staff member write down the member’s information for them. 
· Make a copy of the member’s ID card and license to ensure you have the correct information. Use the schools copier machine or use a portable one, like a doxie (http://www.getdoxie.com/) ($149).
· Make sure you have contact information for the member, if you need to contact them about missing or inaccurate member data, or use the site contact to get in touch with a member. 

	Make sure you are only screening KEHP members
· Require their member ID card or a print out of their member ID from their online account. They can call and request an ID card from customer service, which takes about 2 weeks. 
· If a member calls to get their ID number have them ask for their group number as well. The KEHP Group ID number is 735528.
· If they just have their member ID number and no card, check their Anthem ID card so you can verify they are KEHP by the KEHP logo. 

	Enter data efficiently 
· Make changes to the consent form based on suggestions from the staff that enters the data from the screenings. 
· If you have support staff or a clerk entering the data, make sure they have a copy of the CDP slides and the form for trouble shooting/correcting rejects (in folder from training and on www.livingwell.ky.gov). 
· Use the same people to enter data. 
· Block off certain days of the week to enter data from screenings. 
· Try to get screenings entered in a timely manner. 
· If you get a real-time reject make sure you are looking at both the DOB and the member ID number to make sure they are an exact match and there are no typos.

	Check CDP Reports 
· Review Report 2685 weekly. Members who show on this report will end up on the monthly billing report and you will receive payments for these members. 
· Review Report 2686 weekly. Make sure that you keep this report cleaned up. Correct entries as soon as possible to ensure the member gets credit for the screening and the health department gets paid. Delete entries if needed. 













	General / Everything Else


	Other health department programs that benefit KEHP members
· Diabetes Prevention Program and Diabetes Self -Management Education 
· ”Quit Now” smoking cessation program 
· Onsite flu shots
· “Walk with Ease” arthritis program
· Blood Pressure program
· Exercise classes held at the health department. Request a Beacon from your HV/Go365 rep so members can earn points. ($60 per Beacon.) 
· Bring health department flyers to sites when you are there for the screenings to hang at the front office or on the community bulletin board. 

	Address budget concerns
· Offer biometric screenings to non-KEHP member at a cost.
· If you thought about acquiring a second Cholestech machine, some vendors will provide a free machine with the purchase of a certain number of cassettes or a contract to purchase a certain amount of cassettes. 

	Other
· Work with the surrounding health departments in your area; if you are a smaller health department talk about the possibility of sharing machines. 
· Keep in constant contact with your HumanaVitality/Go365 rep. Schedule a planning meeting with them and the team at your health department to prepare for the next LivingWell Promise. 
· Visit the Health Department Champ Page on the LivingWell Website for additional resources: https://livingwell.ky.gov/pages/Health-Department-Champs.aspx 
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