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Introduction

What is a Site Point of Contact?

A site point of contact (POC) is a person who serves as the coordinator or focal point of information
concerning the Bureau of Health Workforce (BHW) programs and activities at an organization. The
organization typically has employees interested in or actively participating in one or more BHW
programs. The BHW utilizes POCs in cases where information is time-sensitive, and accuracy is
important.

A single organization may have multiple POCs depending on the programs the organization is involved in
and the role of the identified POCs. Specifically, the BHW is interested in POCs who:

* Own, oversee, or manage a significant portion of their organization and/or understand and can
answer questions about organization policies and operating procedures.

* Manage and can confirm employment status, work schedules, and/or absences of employees
within their organization.

* Hire and/or recruit new employees for the organization

What is a Site?

A “site” is a specific location at which an employee fulfills a service obligation for a BHW program. An
organization may consist of one or more sites and a POC can be registered as a POC for one or more
sites within the same organization.

What is the BHW Program Portal for Site Points of Contact?

The BHW Program Portal for Site Points of Contact facilitates the completion of important BHW program
activities and serves as the method by which the BHW contacts POCs in cases where information is
time- sensitive and accuracy is important. More information about these programs is available by
visiting the BHW website. The following programs are currently supported by the Program Portal:

¢ National Health Service Corps

*  Nurse Corps



https://www.hrsa.gov/
https://www.nhsc.hrsa.gov/
https://bhw.hrsa.gov/loansscholarships/nursecorps

Registration and Log In

The BHW requires that all site POCs create a BHW Program Portal account. Creating and activating an
account allows a POC to perform self-service tasks for their site and helps to support their employees
fulfilling BHW program service obligations. A POC can access the Program Portal here. This section of
the user guide will highlight how to create and log into your Program Portal account.

Creating an Account

To create a program portal account, you must first receive an invitation to join a site’s network by an
administrative Site POC. Once you have received and confirmed the invitation, navigate to the portal
home page, and complete the required fields below.

SignUp Sign Up
Create your Partal Aceount Please sef yaur security question Q
Firsc Name Security Question
Michasl What is your favorite pet's name? r
Lase Mars Security Answer
Robinson Buddy
Email

Sign Upe

Password Requirements
Passwiord

A password must contain:
«  Minimum of eight (8) characters
«  Mumerical digits (0-9)
*  English upper-case characters [(A-2)
*  English lower-case characters (&2
¢ ipecial characters (e.g, @,1,5,%)

“ A password ray not contain:

«  Acharacterrepeated more than once
in suCcession

Already have a Customer Servce Portal Account? @

Sign In ¢  Firstar last name
. Username

Figure 1 Creating an Account

Logging In

Once an account for the Program Portal has been created and activated, you can log into the portal
from the Site Points of Contact sign in page.

Enter the email address and password you used when creating your account. If you forget your
password, you can reset it by selecting the FORGOT YOUR PASSWORD link.


https://programportal.hrsa.gov/

Figure 2 Sign in

Failed Log in Attempts

If the email and password combination is incorrect, the system will display a warning message. After
three (3) unsuccessful login attempts your account will be locked and cannot be accessed until the
password is reset using the FORGOT YOUR PASSWORD link.

Forgot Your Password

If you forget your account password or would like to reset it, select the FORGOT YOUR PASSWORD link. You
will be required to enter your email address and an answer to your security question in the fields
provided to reset your password.

First-Time Log In

If you are logging into the portal for the first time, you will be taken directly to the Account Profile page
(See: Updating Personal Information section) in order to verify that your account details are correct.
After you have verified the information found in your account, please select the Rules of Behavior
checkbox, then select Save




Figure 3 Account Profile



Home Dashboard

As a Site POC you are responsible for completing various site & clinician related activities. Some of these
responsibilities include managing your sites operating procedures, validating employment status,
confirming work schedules, and even hiring/recruiting new employees.

The POC Program Portal home page will help to facilitate each of these Site POC responsibilities. Use
left-hand menu to navigate to the sub-pages of the POC Portal. The sections below will break down each
of the POC Portal pages in detail.

Figure 4 Home

My Sites Table

One of the primary functions of the BHW Program Portal for Site Points of Contact is to allow you, as a
POC, to view information about your site network and the various programs your site supports. This
section outlines the functionality allowing you to view your site information.

10



Featured at the top of the Site POC Portal landing page, the My Sites table displays a listing of all the
sites for which you are identified as a Site POC. Selecting View All Sites will open an expanded view of
the sites listed within your network.

The Connections Column is a new addition to the table that highlights the number of HWC Users who
have connected to a site listed in your network.
Figure 5 My Sites table

The table displays the following information about each of your sites:

* Site Name: The name of the site recorded by the BHW
* Address: The physical address of the site recorded by the BHW
*  Active Affiliation: Displays the BHW programs for which the respective site actively supports
*  Alerts: Displays the urgent actions required of the site

0 Adding Points of Contact to a site

0 Managing expiring job opportunity positions
O Recertifying a site’s program affiliation
o]

Updating your incomplete site profile

Why Don’t | See My Sites?

The My Sites table only displays sites where you have been confirmed as a POC. You are not
automatically added as a POC for any site based on your account information alone. There are three
ways that you can be added to a site:

11



You are added as a POC by the BHW

2. You are added as a POC by another POC at the site. The POC can use their Program Portal
account to add you as a POC for the site. Reference the Managing Site Points of Contact - Adding
a POC section of this guide for more information.

3. You submit a site application. If you apply for a new site, you will automatically be added as a
POC for that site. (Note: This applies to NHSC affiliated sites only)

Viewing Your Sites

To view additional information about a specific site or perform self-service activities, select the site’s
name from the My Sites table. You will be redirected to the respective site’s dashboard which displays a
summary of information pertaining to the site and provides access to various levels of self-service
functions such as:

*  Managing your Site Profile

* Creating Job Opportunities

* Viewing your Clinician Roster

* Managing Site Points of Contact

* Viewing & Completing Activities, Requests, and Site Visits
e Submitting Program Portal Inquiries

Figure 6 Site Dashboard banner

My Sites » Site Dashboard

Site Dashboard

Commuity of Hope, Inc. - The Commons HPSA Scores @

“ @ 2375 Elvans Rd, SE, Washingtan, DC 20020 e Primary Care

Location ID Site Type Site Status ©
- 6518963321 NHSC: Federally Qualified ° Dental
Create Connector Profile Health Centers (FQHC)
Murse Corps - Not Requested
° Mental Health

Request Nurse Corps Status

Rural Designation Site Classification NHSC Expiration Date

Mot Available Private Non-Profit Mot Available

For more in-depth information pertaining to the self-service actions above, please visit the Sites section.

Activities Table | Viewing and Completing

As a Site POC you will periodically be asked to perform tasks to help verify that your site and the
clinicians serving in BHW programs are within compliance of each program’s regulations. The activities
that are listed within this table include: Employment Verification Forms (EVFs), In Service Verifications
(ISVs), Suspension & Site Status Change requests, and Site Visits.

Activities that become available for completion will appear within the Activities section of the Site POC
12



portal. This section is divided into two tables:

13



1. Open Activities: This table displays tasks that are pending completion. This list is a combination
of all the tasks from all your sites

2. Completed Activities: — This table displays tasks that were recently completed by a Site POC. To
view a complete list of tasks, select the “View all Activities” link below the table.

a Note: After completing an activity, it may take up to 5 minutes for the updated status to
be reflected in the table.

[Activities

Open Activities

ACTIVITY TYPE =  SITENAME = ACTIVITY DESCRIPTION = STATUS &  LAST UPDATED -~ DUEDATE =
Site Visits Unity Health Care- Minnesota Avenue Health Ce... Response for site visit on 05/01/2012 Issues lden... 05M16/2018 D&M5/2018
In Service Verification Unity Health Care- Upper Cardozo Health Center Verification submitted by Sara Elashaal Subrmitted 05/11/2018 05/04/2018
Suspension Request ... Unity Health Care- Patricia Handy Place Maternity, Paternity, or Adoption Leave Suspension Requ.. In Progress 05/11/2018 0518/2018
Suspension Request ... Unity Health Care- Brentwood Square Health C... Maternity, Paternity, or Adoption Leave Suspension Regu... Initiated 05/04/2018 0s/M18/2018

Uniity Health Care- Federal City- CCNV- Hameles..,  Maternity, Paternity, or Adoption Leave Suspension Requ...  Initiated 05/18/2018
Unity Health Care- 801 East Homeless Center Maternity, Paternity, or Adoption Leave Suspension Requ... Initiated 05/04/2018 05/M18/2018

Completed Activities

ACTIVITY TYPE =  SITENAME = ACTIVITY DESCRIPTION = STATUS & LASTUPDATED » COMPLETED BY =

In Service Verification Unity Health Care- Brentwood SquareHea...  Verification of Sara Elashaal approved by Aysha Corb.. Approved 05/15/2012 Aysha Corbett

In Service Verification Unity Health Care @ Anacostia Health Cen...  Verification of Sara Elashaal approved by Vernita Bric.. Approved 05/11/2018 Vernita Brickhouse

In Service Verificatior Unity Health Care- Minnesota Avenue Hea...  Verification of Emily Ramshur completed by Vemita .. Completed osM120me Vernita Brickhouse

Employment Verifica... Unity Health Care- Parkside Health Center Employment Verification for Crysta Chatman Complete 05/M11/2012 Vernita Brickhouse

Ermployment Verifica..  Unity Health Care @ Anacostia Health Cen...  Employment Verification for Amanda |ohnson Complate 05/11/2018 Vernita Brickhouse

Figure 7 Activities table

The Activities table contains the following information about your activities:
*  Activity Type: The type of activity that is pending completion or already completed
* Site Name: The name of the site the activity is for

*  Activity Description: A short description about the activity to help differentiate activities of the
same type

* Status: The status of the activity which varies by activity type

* Due Date: The date the activity needs to be completed by (Note: Not all activities have due
dates)

Requests Table | Viewing and Completing

Another primary function of the Program Portal for Site Points of Contact is that it allows you, as a Site
POC, to perform and monitor site specific requests. The types of Portal Requests that are listed within
this table include portal inquiries, NHSC site applications and recertifications, and Nurse Corps site
eligibility verification requests for your site.

The options available depend on the job responsibilities identified as part of your Program Portal Profile.
For more information on POC roles and responsibilities, reference Appendix A: Site POC Roles and

14



Responsibilities of this guide. You can also access the Request options by selecting the site name in the
My Sites list and choosing from the options located on the site dashboard screen.

Note: After submitting a new request, it may take up to 5 minutes for the updated status to be reflected
in the table.

Requests

Open Requests

REQUESTID = REQUEST TYPE = SITENAME = STATUS = LAST UPDATED -

77469 Inquiry Unity Health Care @ Anacostia Health Center Open 032018

Completed Requests

REQUESTID +  REQUESTTYPE = SITENAME = STATUS = LAST UPDATED -
Inquiry Unity Health Care- DC Genersl Closed

72287 Inquiry Unity Health Care- DC General Closed

60971 Inguiry Unity Health Care- Southwest Health Center Clased

SE081 Inguiry nity Health Care - So Others Might Eat (5.0.M.E.) Closed 021372017

Figure 8 Requests table

The Requests table contains the following information about your activities:
* Request ID: The ID tracking number of the request
* Request Type: The type of request that is pending completion or already completed
* Site Name: The name of the site the request is for
»  Status: The status of the request which varies by activity type
* Last Updated: The last time that the request was changed

15



Portal Messages

Portal messages are the primary means by which the BHW will communicate with Site Points of Contact.
Messages may be about changes to your site, upcoming dates of importance, task notifications, or
application updates.

Messages are delivered through the portal under the Messages tab. A generic email notifying you of a
new message is also sent to your work email address.

When a new message is received on the portal, you will be notified by a red counter that will appear
next to the Messages tab in the left-navigation menu.

.\!‘,' .\Jf.'\\ 12CS
A v Pl Message ¥
- A L
Jane Smith
Dashboard Urresd  Bervile Verfaaten Yor Gars Wadoie has Been Congleted o4 170
Urresd  Berviie vertoamen ter Miieie Gore Fas beer budbarmed for Review 4T 20
Unvesd  Barvice verdaasen fer Gare Miaie i Overdes Lol bl ]
H Urvess  Revinser Baryiis VerP<mas br Gare Ritele o Dus o4 taTon
- ° e Urcssd  Emplayment varmi stan fer Jarry Faeter i camplers 413900
Utresd  Engioymert veristar fer Jarry Faster reeds 1o be sompoied 41z 20
Urresd  Berviie Yermamen bir Gaederer Lindvey A been canpieted 408 70N
- v sap
Activities
Requt.'sl_'s URFeBE  Beriiie Verme e tie Nl i Care Ri bees LLUmrmed Per Reyew o7 20
Urresd  Aamender Bersrie Verdcmen ter Taraste Agan is Orerdee A 0
Urresd  Serviie Verfaames fer Tarsste Mlasn s Overdes w40
UResd  Berviie verme anes tee Lindtey Caederss Mot Been Bumied for Naview ezzon
Uewebd  Raminder Barviie Vermiaaias fed Tarsats Amyan m Dus «Tidon
Urvesd B epieymant vartu MG Ter w iy 000 4 dpiats anmn
Sea;:h fo; Candida[es Urensd  Empiayment Vardu stan Ter Purremte Teett ber o Campats eI
Wrre s Ergiepmarnt variu BT 1o w iy 000 Nesde te Be (argieted 7 0N

Figure 9 Messages

Viewing Your Portal Messages

To view your Portal messages, select the MESSAGES link located in the left-navigation menu. This will
open the Messages page which displays the entire history of your messages in a paginated list. The
newest messages are on the top of the list, and unread messages are marked with a symbol. To read a
message, select the name of the message to view it.
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Search for Candidates

One of the primary recruitment tools available to Site POCs is the Candidate Search functionality. This
allows verified Site POCs to search a database of potential candidates to fill job vacancies at their site. A
few of the key features are highlighted below:

1. Basic & Advanced Search Tool: Users can customize their search criteria to locate
specificclinicians that are capable of filling job vacancies at their site.

2. Program Affiliated User Profiles: The Health Workforce Connector allows users to create
personalized profiles that are publicly searchable by Site POCs. These profiles contain
information on a health clinician’s experience, education, and other relevant information that
highlights their competencies.

3. Site Recruitment Tool: Site POCs at medical facilities can search for users across the
database of clinician profiles to fill an open position at their respective site.
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Figure 10 Candidate search
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Opportunities

One of the primary benefits of the Site POC Portal is that it allows Site POCs to create and manage job
opportunities at a site that you are affiliated with.

The ability to create and manage job opportunities depends on the roles and responsibilities identified
as part of your Program Portal Profile. For more information on POC roles and responsibilities, reference
Appendix A: Site POC Roles and Responsibilities of this user guide.

Creating Job and Training Opportunities

To create or advertise a new job or training position, select the CREATE NEW OPPORTUNITY button on the
left-hand menu. When editing or creating a job or training position, you will be required to provide
supporting information about the opportunity such as the position description, location, work schedule,
qualifications, salary, benefits, and relevant dates.

The posting start and expiration dates will determine the timeframe when the position will be visible on
the Health Workforce Connector.

Crmmte boew Oprgrame ity

e  Opportunity Type*

e ‘Work Schedule® (e.z2., Full-Time or
Part-Time)

e Discipline®

o Specialty

e Site Location*

e Job Description®

e Posting Start Date*

e Posting Expiration Date* (Expires > . - . R
120 days after the start date) : _ = = =)

® ProjectedHire Date

o Qualifications

e  Annual Salary Range

e Benefits

* - requiredfields denoted with an

ey

asterisk

Figure 11 Create an Opportunity

Managing Job and Training Opportunities

Select the Manage Opportunities tab to view, edit, close, or repost job openings for the site. Job
openings for a site will be posted publicly on the Health Workforce Connector. Only POCs who indicate
that they hire and/or recruit new employees for the organization can manage current job opportunities
at their site.
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The Manage Opportunities table displays a history of all positions posted for the site. This includes the
entire list of open positions that are currently being advertised by the site. Additionally, the table also
shows a list of all expiring, expired, and closed job opportunities at your site.

Site POCs are also able to view a comprehensive list of job seekers or students who have expressed
interest in an advertised position on the Health Workforce Connector. Selecting the link under the
Candidates column and then an applicant’s name within the pop-up will redirect the user to the
respective user profile containing their personal information and qualifications.

To sort the job opportunities by status or location, simply use the filter tool located at the top of the
page.

“‘HRSA Site Points of Contact

Manage Opportunities
Christina Turnage "
¥ Filter
Boai ~
Rekibai Results per page Status Dppartunity Type Location
Home s |- 3 Selactedd . 3 Selacted - 100 Selected -
Actiities
Request Y s a & i ” a
R s Status 3 Discipline Specialty & Work Schedule & Type & Location = Ewxpiration 3 Updated «  Candidates &
Messages
s @ RG EEER s Pracmionss Family Pracice Full Tiene Clinéeal ULocation RS 2N v
N T Rotation
Search for Candidates
RG BN e Pracitionss Family Praciice Full Tirne Clindeal SELocations 120172009 [ty
Opportunities i Licccent Rotation
o |G Murse Practitioner  Family Practice, Prychistry  Full Time Job 1 Location tarzams NS
e New Cpportunity [ ceen ]
Cemite Hew gl d 0001120 Physician Assistant Family Practice, Prychistry
M. Mnaps Opport nitia £RG m Murse Practitioner Famity Practice Full Time Clindcal S6locations  D&/ZB20MS [T
00000036 Rouation
Sites ~
CRG m Murse Practitioner  Family Pracice Full Time Clinécal 1 Location 10RME LTINS o
ccourd ~ 00000152 Roaation
Aceourt Profile o EEER o vurse specisise Full Time Or Parc Clinial  Sloamans  CRAOVZOIS w0
e Time Roation

Figure 12 Manage Opportunities

Figure 13 Candidates
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Edit an Opportunity

To edit a job opportunity, select the ID of the position and then click EbiT button. You will be redirected
to the Edit Opportunity screen where you can modify the job opportunity details such as the:
opportunity type, work schedule, discipline, specialty, work location, job description, posting start date,
expiration date, hire date, qualifications, salary range, and any additional benefits. Select save to
confirm your changes.

Repost an Opportunity

To repost a job opportunity, select the ID of the position and then select the REPOST button. You will be
redirected to the Create New Opportunity page with the fields prepopulated with the job details you
wish to repost. Feel free to make any additional modifications before selecting save

Close and Opportunity

To close an open opportunity, select the ID of the position, and then select the CLOSE button. Please
provide a reason for closing the position when prompted and select the save button to successfully
close the position. The position will be closed immediately and will no longer appear on the Health

Workforce Connector.

View Cpportunity

1D |B-00033554

Status [ Open |

Opportunity Type Job

Work Schedule Full-time

Discipline Dentist

Specialty General Practice, Geriatrics, Pediatrics

Discipline 2 Murse Practitioner

Specialty 2 Adult, Family Practice, Geriatrics, Pediatrics, Psychiatry, Women's Health

Location Fort Belknap Service Unit - Fort Belknap Hospital {CAH)
+ Show More

Posting Start Date 05/15/2018

Posting Expiration Date 09/12/2018

Description
fdsafdsa

Figure 14 View Opportunity
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Sites

One of the primary functions of the BHW Program Portal for Site Points of Contact is to allow you, as a
POC, to view information about your site and the various programs your site supports. This section
outlines the functionality allowing you to view your site information.

My Sites Table

Featured at the top of the Site POC Program Portal landing page, the My Sites table displays a listing of
all the sites for which you are identified as a Site POC. Selecting VIEw ALL SITES will open a larger view of
the sites within your network.

Home

My Sites

Susan Swanz The Site POC Portal allows you to complete important program actidties. Select a site to view the Site Dashboard
Dashboard ~ SITENAME = ADDRESS % ACTIVE AFFLIATION % ALERTS|
Billings Area Indian Health San Orftice Billings Area Cffice 2900 4th Avenue North o
B Home Billings. MT
Blackfeet Senvice Unit  Blackfeet Community Health Station TE0 New Hospital Circle PO, Box 760 NHSC, NURSE Corps o
Artivities Browming. MT
Blackfeer Sendce Unit  Blackfest Community Hospital TED New Hospital Circle PO, Box TE0 MHSC, NURSE Corps 1]
Requests Browning. MT

Blackfeet Senvice Unit  Heart Butte Health Station B1 Disney Street P.O. Box B0 NHSC, NURSE Corps o

Messages Heart Butte, MT

Crow Sendce Unit  Crowe f Northern Cheyenne Health Station {Outpa 1010 South 7650 East PO Box @ NHSC, NURSE Corps o
Search for Candidates Crow Agency, MT

Crow Senvice Unit  Crow / Northern Cheyenne Hospital {CAH) 1010 South 7650 East PO Box & NHS5C, MURSE Corps o
Op portunities ~ Crow Agency, MT

Crony Senvice Unit  Lodge Grass Health Clinic 3461 Harding Avenue PO, Box Ad NHSC o

Create New Opportunity Lodge Grass, MT

Crow Service Unit  Pryor Health Station PO Box & NHS5C, MURSE Corps o
Pryor, MT

Manage Opportunities

Figure 15 My Sites table

The My Sites table displays the following information about each of your sites:
* Site Name: The name of the site recorded by the BHW
* Address: The physical address of the site recorded by the BHW
* Active Affiliation: Displays the BHW programs for which the respective site actively supports
* Alerts: Displays the urgent actions required of the site
0 Adding Points of Contact to the site profile
0 Managing expiring job positions

O Recertifying a site’s program affiliation

Create New Site
To see and manage additional sites, they must first be created in the BHW Program Portal. Below are
the steps to create a new site:

1. Click on CREATE NEW SITE in the left-navigation menu

0 This option is only available to Site POCs with the Administrator role.
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Sites v

My Sites

Manage Site POCs

Create New Site

Figure 16 Create New Site location

2. Enter basicinformation about the site
a Enter the physical address of the site
* Address Line 1 must be the street address of the site, such as “101 Main St”).

= Address Line 2 may include a suite, floor, office, or other additional information.

* The physical address of the site will assist in identifying eligible HPSAs for that
area.

Create New Site

Creating a new site will allow you to manage its participation with the National Health Service Corps and Nurse Corps, depending on its eligibility and the programs’ periods to

accept requests.

4. POC Information

2. Confirm Details 2. Similar Site(s) Found

1. Location Details

Location Details

All fields are required unless noted as optional.

Address Information

Location Name Also Known As (Optional)
AddressLine1

Address Line 2 (Optional)

City State/Territory ZIP Code

‘ | Select a State V‘ I

Figure 17 Create New Site - Address

b Enter a Mailing Address if it is different than the site’s physical address, such as a PO
Box.
¢ Enter contact information.
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d Provide any unique identifiers that applicable.

= These will assist in identifying eligible HPSAs.

Mailing Address

+~ | Same as Location Address

Contact Information

Website Email Address

Phone Number Ext. (Optional) Fax Number (Optional)

Site Unique Identifiers

DUNS # (Optional) BHCMIS ID @ (Optional) CCN @ (Optional) ASUFAC @ (Optional)

DUNS # must be 9 digits BHCMIS D is typically less than 24 characters CCN is typically 6-10 characters ASUFAC is typically 6 characters

BPHC (Optional)

BPHC # must be in the format: BPS-XXX-
#uAta# and XXX must be H80, H1C, or LAL

Figure 18 Create New Site - additional site information

e Click CONTINUE once the necessary information has been provided.
3. Confirm the accuracy of the information you provided.
e Go back to the Location Details page to correct any errors.
e If the map pin location is not correct, you have an opportunity to explain why when
seeking site participation in a program.
4. Review the list of similar sites to ensure that you are not creating a duplicate site record.

e Similar sites may be geographically nearby, may have a similar site name in the same
state, or may share the same site identifier (such as BPHC ID).

e If yoursite s listed, select it in the table to learn more about becoming affiliated with
that site, rather than creating a new one.

e If yousite is not listed, select Site Is Not Listed in the table and click CONTINUE.
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Similar Site(s) Found

We have identified one or more sites that are similar to the site information you have entered. Please review the list of sites below to ensure you are not creating a
duplicate site.

To view additional information on the location, click on the site name. If one of the sites in the list is your site, please select the radio button next to it; if not, select "site is
not listed" and continue.

SELECT LOCATION NAME ADDRESS = PROGRAM STATUS

CHILDRENS PEDIATRIC AMB CARE CTR 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Inactive
Nurse Corps Status: Not Requested

DC GENERAL AMBULATORY CARE CTR 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated
Nurse Corps Status: Not Requested

DC GENERAL PHARMACY 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated
Nurse Corps Status: Not Requested

District of Columbia Department of Health - TB 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Inactive
Control and Chest Clinic Nurse Corps Status: Active
INTEGRATED CARE CENTER 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated

Nurse Corps Status: Not Requested

SOUTHEAST STD CLINIC 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated
Nurse Corps Status: Not Requested

United Planning Organization Comprehensive 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Active
Treatment Center Nurse Corps Status: Active
Unity Health Care- DC General 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated

Nurse Corps Status: Not Requested

WIC @ DC GENERAL 1900 Massachusetts Ave SE, Washington, DC 20003 NHSC Status: Terminated
Nurse Corps Status: Not Requested

Site Is Not Listed

Figure 19 Create New Site - similar sites found

5. Add any additional POCs that should be affiliated with the new site.

e Only existing Site POC can be added during this step. To invite a new Site POC, first
create the new site and then use the Manage Site POCs interface to add a new POC.

6. Click Create Site when done. You will be directed to the Site Dashboard of the new site.

Viewing the Site Dashboard

To view additional information about a specific site or perform self-service activities, select the site’s
name from the My Sites table. You will be redirected to the respective site’s dashboard which displays a
summary of information pertaining to the site and provides access to various levels of self-service
functions such as:

* Managing your Site Profile

* Creating Job Opportunities

* Viewing your Clinician Roster

* Managing Site Points of Contact
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*  Completing Activities, Requests, and Site Visits
*  Submitting Program Portal Inquiries

T Site Dashboard

Susan Swanz

Billings Area Indian Health Service Office HPSA Sceres ©
Dashboard -

@ Bngs Awa e T 00 A Nt Biings AT £3101 . Primary Care
il BHWID Site Type site Status @ . Dt
i @ Manags SAe Profile e i i Al v SO . Nental Health
Bt site - Slte Classificat) MHSC Expiratien Date

Reapply Fromti P e [
Opportunitles - s s
Activities Opportunities
C ACTIVITY TYPE SITE NAME 2 ACTIATY DESCRIPTION & STATUS ¢ LAST UPDATED » 1
S
24 33 1R CLTEnY Fa 37y e AVl

Slees -

Manage Dppotunities

Requests

Py S REQUESTID & REQUESTTYPE &  SITENAME & STATUS & LAST UPDATED + Clinician Roster

Viu 59 Nt Cuarertly hiave By B8N FEHEL

View Clinkoian Rootes

Site Visits

Pending Visits Site POCs

TVPE ¢ SCHEDULED DATE . STATUS @  boer 4
rprtly e sy pending Me il pchedubed Eryaesd Calinfiowes

Past Visits

TYPE & OATE « STATUS 2 LA

W0 ey T S,

Manage Site POCs

Ask a Question

Admin Site

The current site you are viewing Is the
admin site

Figure 20 Site Dashboard

Create Site Profile Wizard

If you have not already created a site profile for your site, there will be a CREATE SITE PROFILE button
located at the top of the site dashboard. Select this button to begin the creation process and follow the
step-by-step creation wizard to complete the process. After you have created your site profile, your site
will be searchable within the Health Workforce Connector.
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B Create Site Profile

Create Site Profile x

Stepl

Site Details

AR figkdn pre sguined uninsr Sobed gy aplony!

Heurs of Operation Facliity Size @ Humiber of Patients Served Annually @
Language Spoken by Paticnts Services Provided

Add Custom Language Add Custom Services Provided

(Chpdicmal) (Cptismal)

Site Contact Information

Al Bk et i onfis s Sobed as optonal

Phame Mumber Ermail Address Website [ Dptizmnal]
N25] 456-78 50 hriadrmailfinalor.com whares ks g o
Fax Mumber (Optisnal] DUNS # [Dpticnal)

Figure 21 Create Site Profile

Managing Your Site Profile

Your site profile displays comprehensive information pertaining to your site such as specific site details,
headlines & descriptions, contact information, social media links, site images and more. Your site profile
information is also publicly available to users who search for jobs and sites on the Health Workforce
Connector. To update your site’s profile information, select the MANAGE SITE PROFILE button located at
the top of the site dashboard.
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B Manage Site Profile
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Figure 22 Manage Site Profile

The various components of your site profile are outlined below:

Site Headline and Description: Brief headline, description, and key highlights in relation to your
site

Site Details: Hours of Operation, Facility Size, Number of Patients Served, Languages Spoken,
Services Provided

Site Contact Information: Site Phone Number, Email Address, Website, Fax Number, DUNS
Number

Training Opportunities: Specify the types of training opportunities offered at the site. This
content acts as a permanent placeholder for sites to advertise their training offerings and will
benefit both students & Grantee POCs alike.

Additional Benefits and Services: Specify the additional benefits and/or services that your site
provides

Site Brochure: Attach a personalized marketing brochure to promote additional site information

Social Media and Relevant Links: Include links to LinkedIn, Facebook, Twitter, YouTube, or
other webpages

Site Images: Include multiple site images to display alongside your site’s profile on the HWC

Note: After creating or updating a section of the site profile, it may take up to 12 hours for the system to
reflect your changes.
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Viewing the Clinician Roster

Select the VIEW CLINICIAN ROSTER to view a list of all BHW clinicians who are currently fulfilling a service
obligation at your site. Clinicians who are not part of a BHW program will not be shown.

Clinician Roster

SITE INFORMATION
Basic Site Information
BHW ID

Site Name
Billings Area Indian Health Service Office

Address

Billings Area Ofice
2900 4th Avenue MNorth
Billings, MT 59101

Highest HPSA Scores
NHSC

Highest Dental HPSA Score
Highest Mental Health HPSA Score

NURSE Corps

Highest HPSA Score

ROSTER

This site has no clinicians in semvice.

The clinician roster lists all NHSC and NURSE Corps clinicians who are currently fulfilling their service obligation at your site. Clinicians which are not part
of the NHSC or NURSE Corps will not be shown here

BE3696

A
MAA

NAA

Figure 23 Clinician Roster

The clinician roster lists the following information about each clinician in service at your site:

* Name

* Discipline
* Specialty
*  Program

*  Work Schedule (i.e., Full-Time or Part-Time)

e Start Date

* Obligation End Date — the date by which their program service obligation will be fulfilled

Note: If your site does not currently have any clinicians in service, a message display stating that the site

has no clinicians in service

Site Visits

Select the SITE VisITs link to view pending and past site visits for the site. Site visits apply only to NHSC
approved sites and are conducted on a regular basis to ensure compliance with NHSC rules and
regulation. For more information about visits, please see the NHSC Site Reference Guide.

See Appendix C for the Site Visits Pending Responses section.
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Managing Site Points of Contact

Select the MANAGE SITE POCs tab to edit, add, or remove points of contact from your site. Selecting the
tab will take you to a page that displays a holistic table of all the points of contact associated with your
site’s network, as well as, their active roles, site affiliation, program affiliation, contact information, and
portal account status.

IManage Site POCs

NAME “ ROLES % SITE AFFILIATION %  PROGRAM AFFILIATION % EMAIL % STATUS % LAST LOGIN
Susan Swanz {Me) Administrat... 15 Sites NHSC, NURSE Corps S757367F28B657023D@EXAMPLE com Active 05HM5/2018
Andrew Delgado Administrat.. 4 Sites NHSC 7D4D16E18BOB31142E@EXAMPLE. com 01/26/2018
Crystal Colliflower Administrat.. 18 Sites NHSC, MURSE Corps 232367DEDGCO788499@EXAMPLE com 12/28/2017
Darren Crowe Administrat.. 4 Sites NHSC, NURSE Corps EC3434EBDEEBAAG2D1 @EXAMPLE.com 04/23/2018
Edson Jefferson Personnel V.. 4 Sites NHSC 728COCALDAD 776BCODEXAMPLE rom 044182018
Gregory Smith Recruiter 3 Sites NHSC 7C21FB7COCD3C256CC@EXAMPLE com N/A
Jacquelyn James Administrat... 3 Sites NH5C, NURSE Corps B71DEZFB4FBD2AZ2300@EXAMPLE com D4r24/2018
Jolyrn Davis Administrat.. 1 Sites NHSC, MURSE Corps D207B659BFSESENC 28 @EXAMPLE com 04/24/2018
Joseph Dunn Personnel V.. 4 Sites MHSEC, NURSE Corps AC12ADB425BOBE1C31 @EXAMPLE com 041 6/2018
Julie Bemer Administrat.. 2 Sites NHSC, MURSE Corps 9BG7ABSOFEBAFSRAT 9@EXAMPLE tom Insctive 01/07/2013

Figure 24 Manage Site Points of Contact

The point of contact table displays the following information about the site’s points of contact:
Name of the Site POC

Roles

(0]

More information on POC roles and responsibilities can be found in Appendix A: Site
POC Roles and Responsibilities. These roles refer to the types of POCs the BHW is
interested in at each site

Site Affiliation
Program Affiliation
Email Address

Account Status

(0]

(0]

Active — An active POC has created, activated, and logged into their account within
the last 12 months

Inactive — An inactive POC has created an account, but has not activated it or logged in

Idle — An idle POC has created and activated an account, but has not logged in 12 or
more months

No Account — A POC with “No Account” has never created a Program Portal account

Last Login Date
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Editing a POC | Account Information

Select the POC’s name from the Site POC list to edit their account profile information. Modify any of the
information displayed on the page and select the ‘Save’ button to successfully update the POC. Please
note you cannot edit the work email of another POC, as this would modify their account settings and
affect their ability to log into the portal.

Editing a POC | Roles and Responsibilities

To change the associated roles and responsibilities that are affiliated with a POC listed in the Manage
Site POCs table, simply select the link in the role’s column located next to the POC you wish to modify.
Selecting the link will open a Roles pop-up window that allows you to multi-select various roles to tie to
your point of contact. More information on POC roles and responsibilities can be found in Appendix A:
Site POC Roles and Responsibilities.

Editing a POC | Program Affiliation

To change the program affiliation(s) that are tied to a respective POC listed in the Manage Site POCs
table, simply select the link in the program affiliation column located next to the POC you wish to
modify. Selecting the link will open a Program Affiliation pop-up window that allows you to multi-select
from the available programs (NHSC, Nurse Corps) that you can tie to a POCs portal account.

Account Profile

Roles X

Persenal infarmation Plesse select all roles which this user has acoess to
Lost Mo
v Administrator

oo v Parsonne Verifier

v Recruiter

mad @ 00 meveanywen Peess [re— 3
Save Cancel

Program Affiliation x

Please salect all programa for which this user is affilisted

— =

Figure 25 Managing a POC

Note: POCs may not be tied to STAR LRP via Program Affiliation at this time.

Adding a POC
There are 2 methods available to adding a POC to your site’s network. The first method is to add the
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POC through the Site POC database if he/she already has an existing portal account. If the POC does not
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have a portal account, the other method is to invite him/her to register for an account and join the
portal. Each method is outlined below.

Adding a POC from the Database
The first method is adding a POC from the database if he/she is already in the system (i.e., they have an
existing program portal account). To search for and add a POC from the database, please follow the
steps provided:
1. Select the SEARCH DATABASE button located at the bottom of the Manage Site POCs table
2. Provide information in at least one of the following fields:
0 POCFirst Name
o0 POC Last Name
o0 POCPrimary Email
3. Ifyou find the POC you are searching for, simply select the AssiGN POC link
4. Complete the informational fields and SAVE your changes
5. The new POC will now be listed in the Manage Site POCs table

Inviting a New POC to Join the Program Portal
The final method of adding a POC is to manually invite the new POC to join your site’s network. To
initiate the invitation process, please follow the steps provided:

1. Select the AbD NEw POC button located at the bottom of the Manage Site POCs table
2. Complete the POCs information in the field provided in the Add New POC pop-up window

O First & Last Name
o0 Email Address
o Site Affiliation(s)
O Program Affiliation(s)
0 Role(s)
3. Select SEND INVITE

4. An email invitation will be sent to the invitee, and he/she will have 7 days to join the portal
before the invitation expires. Once he/she has received the invitation and completed the
registration process, the new POC will be listed in the Manage Site POCs table

Removing a POC

To remove a POC from a site’s network, you will first need to remove all the sites that he/she is directly
affiliated with. To do this, simply select the link under the site affiliation column with respect to the
POCthat you wish to remove. Selecting the link will prompt a ‘Site Affiliation” pop-up which displays a
full listof sites(s) that the POC is directly associated with. To completely remove the POC from the site,
please follow the steps provided:

1. Manually delete each of the sites listed on the right-hand column
2. Once you have removed each of the sites listed, select SAVE
3. You will be prompted with by a pop-up window, select REMoVE POC
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4. Now you have officially removed the POC completely from the site, and he/she will no
longer reappear on the Manage Site POCs table.

Site Affiliation
Flease select all sites for which th
Search Locacion:

Selected J of 18

Select All

Billings Area Ihs - Flathead Tribal Health {Contract Health Services) Crow Service Unit-Crow/ ¢
“ Northem Cheyenne

Q PO Box 220 HPSA Scores Haspitelfah)

“ S igratius, NT Prinary Cace
Dt

Crow Service Unit - Lodge
- N i

Grass Health Clinic

Billings Area |hs - Rocky Boy Tribal Health (Contracted Services) Crow Service Unit- Pryor -

Health Station
¥ Box 664 HIPSA Scores

‘,‘ Bex Elder, MT

Remove POC p 4

Are you sure you would like to remove all site affiliations for this
user? The user will no longer be displayed on your Manage Site
POCs dashboard, and will be unable to acoess site-specific
functionality. However, you can add the user back st any time by
conducting & search through the Search Database page

==n

Figure 26 Remove a POC
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NHSC Site Application

If you are interested in your site being an approved NHSC site, submit an NHSC Site Application. Visit the
NHSC website for more information about becoming an NHSC approved site. Please be aware that the
NHSC Site Application operates on an annual cycle and may not currently be open. Please check the
NHSC website for the most accurate cycle dates.

Before you begin the online application, carefully review the NHSC Site Reference Guide, and the NHSC
Site Agreement (appendix A of the NHSC Site Reference Guide) to ensure your site meets all eligibility
and program requirements. Sites must meet all requirements listed in the NHSC Site Agreement at the
time of application and must continue to meet the requirements to maintain status as an NHSC-
approved site.

If you are applying on behalf of multiple clinical service site locations, each site location must submit a
separate application and independently meet the same eligibility criteria to be approved by the NHSC
and to be eligible for obligated clinicians to receive service credit for time spent at that clinical service
site location. Please note that approval of a main/administrative site does not indicate approval for
affiliated satellite sites in the same network.

If you have questions about the general application process or program requirements, contact your
State Primary Care Office. For technical issues in completing the application contact the NHSC Call
Center at 1-800-221-9393 or Contact the Division of Regional Operations (DRO) State Lead.
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Instructions and Check NHSC Eligibility

For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

The first pages of the NHSC Site Application are the instructions and pre-screening page. Please read all
the instructions prior to continuing with the site application. When you are ready to proceed, select the
Type of Site you are applying for from the dropdown provided. Based on your selection, you may be
asked to select a site Subtype as well. Please select the closest match to the site for which you are
applying. Certain site types may need to provide additional information.

Auto-approved site types are can begin a Site Application regardless of the Site Application period.

Other site types must apply during the NHSC Site Application cycle. See the NHSC website for
information about the annual cycle. If the annual cycle is open, you will be presented with a list of NHSC
Site Eligibility Questions. These seven “yes or no” questions will help to determine if your site’s
operating policies and procedures are in line with NHSC requirements. Please answer each of the
questions honestly for you site.

Check Eligibility

All fields are required unless noted as optional.
Type of Site Site Subtype

Federally Qualified Health Centers (FQHC) x| v Select SubType b

Required field

BHCMISID &

Figure 27 NHSC Site Application — Type of Site
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Check Eligibility

All fields are required unless noted as optional.

Type of Site Site Subtype

Community Outpatient Facility X v | Non Hospital Affiliated x v

NHSC Site Eligibility Questions

As an official representative of the applying site, please answer each of the following questions. For more information on NHSC member site eligibility requirements, please
reference the NHSC Site Reference Guide.

1. As an official representative of the applying site, have you read the NHSC Site Reference Guide and do you understand the program requirements as listed in
the NHSC Site Agreement included at the end of the Reference Guide?

Yes No

2. Is your site physically located in and does it serve the population of a Health Professional Shortage Area (HPSA) which corresponds to the services provided
at the site? &

Yes No

3. Is your site a comprehensive primary care outpatient facility, CMS Certified Critical Access Hospital or IHS Hospital? @

Yes No

4. Does your site utilize a qualified discounted/sliding fee schedule and has it been in place for at least 6 months? &

Yes No

5. Does your site deny services to an individual based on inability to pay or enroliment in Medicare, Medicaid or your state's Children's Health Insurance
Program (CHIP)?

Yes No

6. Does your site utilize a credentialing process which, at a minimum, includes reference review, licensure verification, and a query of the National Practitioner
Data Bank (NPDB)?

Yes No

7. Does your site prominently display a statement in commeon areas (and on site's website if applicable) that explicitly states that 1) no one will be denied
access to services due to inability to pay and 2) there is a discounted/sliding fee schedule available? Examples of acceptable signage and website language are
located in the Downloadable Resources section of the NHSC website under "Site Policy Poster"?

Yes No
Figure 28 NHSC Site Application — Eligibility questions

If your site is deemed ineligible, a message will display informing your site ineligibility for the NHSC, and
you will not be able to continue with the application.

% NotEligible

Based on the responses to the previous questions, this site is not eligible for participation in the National Health Service Corps (NHSC). For more information on NHSC
site eligibility and program requirements, please review our Website and the NHSC Site Reference Guide. If you have additional questions, please contact your State
Primary Care Office or the NHSC Call Center at 1-800-221-9393 or Contact Us.

Figure 29 NHSC Site Application — Not eligible message

If your site is eligible to continue, you will be presented with the Confirm Site Details page of the
application. Note: Eligibility to complete an application does not equate to NHSC approval.
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Confirm Site Details
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

Review the site’s current address(es), contact information, and unique identifiers to ensure accuracy.
After ensuring that the site’s physical address is correct, review the location of the map pin in the map
inset. If the pin location is correct for your site, select Yes. If it does not accurately reflect your site’s
physical location, select No and provide an explanation with details about where your site is physically
located, including the correct Latitude and Longitude if available.

To make changes, please click on the EpIT icon in the top right corner and make the necessary changes.
Once complete please select SAVE AND CONTINUE.

Note: If the site is co-located in a building with other clinics, please ensure there is a suite or floor
number to specify the location of the site.

Confirm Site Details # Edit

Please review the following site details to ensure accuracy. To make changes, please click on the edit icon in the top right corner and make the necessary changes. Once
complete please select Save and Continue.

Note: If the site is co-located in a building with other clinics, please ensure there is a suite or floor number to specify the location of the site.
Physical Address

Name Also Known As

User Guide Site Not Available

AddressLine1
10000 Independence Ave

Address Line 2

Not Available
City State/Territory ZIP Code
Washington District of Columbia 20000

Approximate Location

ra Standardized Address Latitude Longitude

Independence Ave, 38.88751003 76.97394185
Washington, DC 20003

Jepe nde™“  Is the map pin location accurate?
Independence Ave S Incep
Yes No

hington

Go gle Map data ©2021 Google  Terms of Use

Figure 30 NHSC Site Application — Confirm address and location
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Check for Existing Sites

For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

After confirming the site information, the system needs to ensure that the applying site is not a
duplicate of a site that already exists in the BHW Management Information System Solution. The name,
address, and certain unique identifiers provided will be run through the database to determine any
exact or similar matches.

Review the list of sites to ensure you are not applying using a duplicate site.

Similar Site(s) Found

We have identified one or more sites that are similar to the site information you have entered. Please review the list of sites below to ensure you are not creating a
duplicate site.

To view additional information on the location, click on the site name. If one of the sites in the list is your site, please select the radio button next to it; if not, select "site is
not listed" and continue.

SELECT

LOCATION NAME “

ADDRESS %

PROGRAM STATUS

CHILDRENS PEDIATRIC AMB CARE CTR 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Inactive

20003 Nurse Corps Status: Not Requested
DC GENERAL AMBULATORY CARE CTR 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003 Nurse Corps Status: Not Requested
DC GENERAL PHARMACY 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003 Nurse Corps Status: Not Requested
District of Columbia Department of Health - TB 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Inactive
Control and Chest Clinic 20003 Nurse Corps Status: Active
INTEGRATED CARE CENTER 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003 Nurse Corps Status: Not Requested
SOUTHEAST STD CLINIC 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003 Nurse Corps Status: Not Requested
United Planning Organization Comprehensive 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Active
Treatment Center 20003 Nurse Corps Status: Active
Unity Health Care- DC General 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003 Nurse Corps Status: Not Requested
WIC @ DC GENERAL 1900 Massachusetts Ave SE, Washington, DC NHSC Status: Terminated

20003

Nurse Corps Status: Not Requested

Site Is Not Listed

Figure 31 NHSC Site Application — Similar sites found

Click on the site name to view the site’s profile on the Health Workforce Connector. Select a site’s row in
the table for information about how to become affiliated with the site.
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Also Known As Physical Address NHSC Nurse Corps HPSA Scores

. Active Primary Care

Washington, DC 20003

Dental

Mental Health

Once you have been added as a POC at this site, the site will appear in your "My Sites" list on the portal homepage. If you are unable to reach any of the listed POCs at your
site or the site information is incorrect, please contact your BHW Division of Regional Operations (DRO) state lead.

NAME PHONE NUMBER EMAIL
[ {000) 000-0000 AF34F3A224ADAC3316@EXAMPLE.com
— w00 w020

Figure 32 NHSC Site Application — Existing site selected

If one of the sites in the list is your site, consider which site record should be used to apply to NHSC. If
not, select Site Is Not Listed and then SAVE AND CONTINUE.
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Services and Staffing

For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

All sites must identify the set of Services Provided at the site.

Selecting Primary Mental/Behavioral Health Care services may require additional data and/or
documentation to confirm the site’s eligibility.

Services and Staffing
All fields are required unless noted as optional.
Services Provided

Select the type of comprehensive primary medical, mental/behavioral health and/or dental health care services provided onsite by checking all that apply.

Primary Medical Care Primary Mental/Behavioral Health Care Primary Dental Care
General Primary Care General Mental Health Care General Dentistry
Family Medicine General Substance Use Disorder Treatment Pediatric Dentistry
General Internal Medicine Medication Assisted Treatment (MAT) Program
General Pediatrics Opioid Treatment Program (OTP)

Geriatrics

Obstetrics/Gynecology

Women's Health

Figure 33 NHSC Site Application — Services Provided

Sites that are auto approved have no further requirements on this page. Other site types must provide
certain NHSC Data Table information here.

Continue by selecting SAVE AND CONTINUE. You may continue without completing all the data entry but
will not be able to submit the Site Application until all Data Table information is entered.

41


https://nhsc.hrsa.gov/sites/default/files/NHSC/nhsc-sites/nhsc-site-reference-guide.pdf

Staffing

Enter the number of full time equivalents (FTEs) staff for each of the services below.

MEDICAL SERVICES

PHYSICIANS MEDICAL SUPPORT PERSONNEL
TYPE FTES TYPE FTES
Family Practitioners Nurse Practitioners/Physician

Assistants

General Practitioners | | Certified Nurse Midwives ‘ ‘
Internists. | | Nurses ‘ ‘
Obstetricians/Gynecologists | | Other Medical Support Personnel

Pediatricians | | Total Medical Support Personnel 0.000
Psychiatrists | |

Other Physician Specialists | |

Total Physicians 0.000

TOTAL MEDICAL SERVICES FTES

Figure 34 NHSC Site Application — Staffing part one
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ANCILLARY SERVICES DENTAL SERVICES

TYPE FTES TYPE FTES
Laboratory Services Personnel Dentists
Pharmacy Personnel Dental Hygienists
X-Ray Services Personnel Dental Assistants, Aides, Technicians,
and Support

TOTAL ANCILLARY SERVICES FTES 1 TOTAL DENTAL SERVICES FTES

MENTAL AND BEHAVIORAL HEALTH SERVICES

TYPE FTES

Mental Health & Behavioral Health
Specialists

Mental Health & Behavioral Health
Support Personnel

TOTAL MH & BH SERVICES FTES

TOTAL OF ALL SERVICE STAFFING

Notes (Optional)

Figure 35 NHSC Site Application — Staffing part two
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Behavioral Health
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

Sites that are auto approved will not complete this page. For other site types, information about the
Primary Mental/Behavioral Health Care services at the sites is necessary for NHSC to confirm the
eligibility of those services at the site. Failure to complete the section thoroughly may lead to NHSC
approving the site for other services, but not these.

Continue by selecting SAVE AND CONTINUE.

Behavioral Health
All fields are required unless noted optional and must be completed to apply for NHSC Mental and Behavioral health approval.

Section I. Core Comprehensive Behavioral Health Service Elements
The following three sets of services must be provided onsite; these services cannot be offered through affiliation.

1. Are Screening and Assessments provided on-site? @&

Yes No

2. Are Treatment Plans provided on-site? &

Yes No
3. Is Care Coordination provided on-site? @

Yes No

Figure 36 NHSC Site Application — Behavioral Health section one
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Section ll. Additional Comprehensive Behavioral Health Service Elements

The following five sets of services may be provided onsite or through formal affiliation. For services not provided directly, the site must demonstrate a formal affiliation
agreement with a facility to provide these services. Affiliation agreements must be active and signed by both parties. See Sections IV and V for instructions.

1. Will this location provide Diagnhosis? ©
Yes No

2. Will this location provide Therapeutic Services for: @

2a. Psychiatric Medication Prescribing and Management

Yes No

2b. Substance Use Disorder Treatment

Yes No

2c. Short/Long-Term Hospitalization

Yes No

Custom Service (Optional)

\ Add

3. Will this location provide Crisis/Emergency Services? &

Yes No

4. Will this location provide Consultative Services? @

Yes No

5. Will this location provide Case Management? &

Yes No

Figure 37 NHSC Site Application — Behavioral Health section two

Section lll. Certification of Compliance with Behavioral Health Clinical Practice Requirements

Certify that the behavioral health site adheres to the clinical practice requirements for behavioral health providers under the NHSC and supports NHSC participants in
meeting their obligation related to the clinical practice requirements.

1. This location offers employment opportunities that are Full-Time? &

Yes No

2. This location offers employment opportunities that are Part-Time? &

Yes No

Section IV. Additional Comprehensive Behavioral Health Service Elements

For each of the services under Section Il provided off-site, identify the affiliated entity that provides the off-site service(s).

AFFILIATED ENTITIES Add Affiliated Entity

NAME ADDRESS SERVICES COVERED REGARDLESS OF PAYMENT? AFFILIATION DATE

Figure 38 NHSC Site Application — Behavioral Health sections three and four
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Add Affiliated Entity Information x

Name and Address

Location Name

Address Line 1

Address Line 2 [Cptional

city State/Territory ZIP Code

Select a State ~

Services Information

services Covered Under Affillation

Date Affiliation Agreement Executed

Services avallable under this agreement are offered to all without regard for the ability to pay?

Yes No

Add Entity Cancel

Figure 39 NHSC Site Application — Behavioral Health affiliate entry

Documents can be added by drag-and-dropping them onto the designated area of the screen or by
clicking the SELECT OR DROP FILE HERE button and selecting the file from your computer.

*  Documents that have been uploaded can be removed only until the Site Application is submitted
*  Maximum file size: 5SMB

* Acceptable file types or extensions: bmp, doc, docx, gif, jpeg, jpg, msg, pdf, png, ppt, pptx, rtf,
tif, txt, xls, xlsx

Section V. Add Documentation of On-Site Services and Formal Affiliation Agreements
For each of the services under Section | that are provided on-site, upload documentation of services.
For each of the services under Section Il that are provided off-site and affiliated with sites identified in Section IV, upload all active formal affiliation agreements.

Allowable Document Types
« Formal Affiliation Agreement €@
s On-Site Services Documents

« Other Behavioral Health Document

@ Select or Drop File Here

Figure 40 NHSC Site Application —Behavioral Health section five
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Payments and Insurance
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

Sites that are auto approved will not complete this page. Other site types must provide certain NHSC
Data Table information here.

Continue by selecting SAVE AND CONTINUE. You may continue without completing all the data entry but
will not be able to submit the Site Application until all Data Table information is entered.

Payments and Insurance
All fields are required unless noted as optional.

Coverage Types Accepted

Medicare Medicare Number

® Yes No | ‘
Medicaid Medicaid Number

@ Yes No | ‘
Children’s Health Insurance Program (CHIP) CHIP Number

® | Yes No i

General Payment Information

According to the site's Sliding Fee Discount Program, what is the nominal fee (which would be less than the fee paid by a patient in the first sliding fee
discount pay class above 100% of the Federal Poverty Guideline (FPG)). &

Does the applying site have a current clinical recruitment and retention plan on file and available for NHSC review upon request? &

Yes No

Additional Information (Optional)

Figure 41 NHSC Site Application —Payments and Insurance part one
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Patient and Visits by Primary Insurance Type

The following data tables are required and must be completed with the most recent six months of reporting data. Please reference the NHSC Site Reference Guide,

Appendix D for detailed instructions on completing all of the below data tables.

6 Month Reporting Period
n-

PATIENTS BY PRIMARY INSURANCE TYPE

INSURANCE MEDICARE MEDICAID 'OTHER PUBLIC PRIVATE SFS SELF PAY & TOTAL
A (S N S B UV | oo | [ ]
PATIENTS
% % % % % % %
CALCULATED TOTAL
PATIENT VISITS BY PRIMARY INSURANCE TYPE
INSURANCE MEDICARE MEDICAID ‘OTHER PUBLIC PRIVATE SFS SELFPAY @ TOTAL
eorvers o | o | e ] | oo | o]
% % % % % % %
CALCULATED TOTAL
Figure 42 NHSC Site Application — Payments and Insurance part two
Patient Service Charges, Collections, and Adjustments
PAYMENT SOURCE FULL CHARGES (A) AMOUNT COLLECTED (B)

MEDICARE

MEDICAID

'OTHER PUBLIC

PRIVATE INSURANCE

SELF PAY &

il 0

TOTAL

il i

Figure 43 NHSC Site Application — Payments and Insurance part three

48




Self-Pay Adjustments

TYPES ADJUSTMENTS (C)

SELF-PAY SLIDING FEE ADJUSTMENTS ‘ ‘

OTHER SELF-PAY ADJUSTMENTS (i.e. Self-Pay Bad Debt) ‘ ‘

TOTAL

Patient Applications for Sliding Fee Schedules (SFS)

TYPES NUMBER OF APPLICANTS

SFS APPLICATIONS APPROVED

SFS APPLICATIONS NOT APPROVED ‘ |

TOTAL

Figure 44 NHSC Site Application —Payments and Insurance part four

Documents can be added by drag-and-dropping them onto the designated area of the screen or by
clicking the SELECT OR DROP FILE HERE button and selecting the file from your computer.

* Documents that have been uploaded can be removed only until the Site Application is submitted
*  Maximum file size: 5SMB

* Acceptable file types or extensions: bmp, doc, docx, gif, jpeg, jpg, msg, pdf, png, ppt, pptx, rtf,
tic, txt, xls, xlsx

Upload Documents

Upload all current required sliding fee discount program documents. Please note all documents must use most recent Federal Poverty Guidelines. Please see the most
recent NHSC Site Reference Guide for details about NHSC's SFS program requirements.

Required Documents

+ Discounted/Sliding Fee Schedule (SFS)

» Discounted/Sliding Fee Schedule Policies

+ Patient Application for the Discounted/Sliding Fee Schedule

» Schedule of Fees

@ Select or Drop File Here

Figure 45 NHSC Site Application — Payments and Insurance part five
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Telehealth

For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

Please specify whether your site provides telehealth services at your site. Continue by selecting SAVE
AND CONTINUE.

Telehealth Questions
All fields are required unless noted as optional.

Does your site utilize telehealth for the provision of comprehensive primary care (including medical, dental, or behavioral health)? &

Yes X | v

If so, please specify which one(s) from the following

Medical
Dental
Behavioral

Required field

If your site utilizes telehealth, is it a distant or an originating site? @

Distant and Originating x | v

If your site is a distant site, which site serves as an originating site (i.e. name of site and address)?

If your site is an originating site, which site serves as the distant site (i.e. name of site and address)?

Figure 46 NHSC Site Application — Telehealth
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Identify POCs
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

The Current Points of Contact displays the Site POCs currently affiliated with the site.

The Proposed Points of Contact, if any are added, will have a request to become affiliated with the site
sent only if the Site Application is approved.

Note: You may only edit information for a site point of contact after they have confirmed their
association with your site.

Continue by selecting SAVE AND CONTINUE.

Identify POCs

We encourage each service site to provide a minimum of two points of contact (with the exception of solo private practices). At least one of these contacts must serve as a
"Recruiter”. If approved as a site, the "Recruiter” will be listed on the Health Workforce Connector.

Please note: You may only edit information for a site point of contact after they have confirmed their association with your site.

Current Points of Contact

NAME = ROLES PROGRAM AFFILIATION EMAIL 3 STATUS %

User Guide Administrator NHSC OEF7863A6534DC4B19@EXAMPLE.com
Nurse Corps

Proposed Points of Contact + Add PoC

NAME = ROLES PROGRAM AFFILIATION EMAIL = STATUS = ACTIONS

No Points of Contact Have Been Added Yet

Figure 47 NHSC Site Application — Identify POCs
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Review HPSAs
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

The Identified HPSAs table displays the HPSA designations that matched based on the site's location and
geocoded address and/or based on any unique identifier(s) (e.g., BCHMIS, CCN, ASUFAC) provided in the
site details section of the application.

You may optionally Recommend Additional HPSAs if you believe that the site is eligible for any HPSAs
that are not identified above. To add a HPSA suggestion:

1. Use the HPSA Find Tool to location HPSAs for your site
2. Enteror copy the HPSA ID into the field provided
3. Select the ADD button to add the HPSA suggestion.

If you have questions about HPSAs, please contact your State Primary Care Office. Continue by selecting
SAVE AND CONTINUE.

Enter HPSA Information

Identified HPSAs

Below are the HPSA designations identified for this site based on the site's location and geocoded address and/or based on any unique identifier(s) (e.g., BCHMIS, CCN,
ASUFAC) provided in the site details section of the application.

HPSAID = HPSA NAME “ AUTO-HPSA % SCORE % HPSA DISCIPLINE + STATUS

1116249808 Low Income-Brentwood No 18 PRIMARY_CARE Designated

Recommend Additional HPSAs

You may recommend additional Health Professional Shortage Area (HPSA) IDs that were not identified above and are applicable to your site based on verified information
found using the HRSA Data Warehouse HPSA Find tool. This field is not required for submission of the NHSC Site Application. NHSC and State Primary Care Office staff will
verify this information and add all applicable HPSA IDs to the application during the review process. If a HPSA does not exist for the physical location of the applying site,
the site application will be denied. For additional assistance in identifying HPSA IDs, contact your State Primary Care Office.

Enter the HPSA ID

Add

If this field does not recognize one of your proposed HPSAs, please continue with the application. The proposed HPSAs will be reviewed by a DRO representative and
verified for use.

Figure 48 NHSC Site Application — HPSAs
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Upload Documents
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

Sites that are auto approved do not have any documentation requirements. Other site types must
provide all supporting documentation here.

A single upload may satisfy one or more document types, but documentation may be easier to compile
and review if separated into different files for each document purpose.

Documents can be added by drag-and-dropping them onto the designated area of the screen or by
clicking the SELECT OR DROP FILE HERE button and selecting the file from your computer.

* Documents that have been uploaded can be removed only until the Site Application is submitted
*  Maximum file size: 5SMB

* Acceptable file types or extensions: bmp, doc, docx, gif, jpeg, jpg, msg, pdf, png, ppt, pptx, rtf,
tif, txt, xls, xIsx

Continue by selecting SAVE AND CONTINUE.

Upload Documents
Please upload each of the below required documents for review as a part of your NHSC application.
Files may not be larger than 5MB (megabytes) and may only be of the following file formats: bmp, doc, docx, gif, jpeg, jpg, msg, pdf, png, ppt, pptx, rtf, tif, txt, xlIs, xlsx.

Required Documents

« Policies on Patient Non-Discrimination @

+ Photograph(s) of Posted Signage @

+ Proof of Access to Ancillary, Inpatient, or Specialty Care

« Recruitment and Retention Plan @

@ Select or Drop File Here

Figure 49 NHSC Site Application — Upload Documents
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Review and Submit
For all steps in the NHSC Site Application, refer to the NHSC Site Reference Guide for additional guidance
on eligibility and required documentation.

The final step in the NSHC Site Application process asks you to review the NHSC Site Agreement in full.
Please read through the agreement and select the boxes certifying the information in the application is
correct and that you represent your site.

To complete the application, sign the application by entering your password in the space provided and
select the SusmIT button.

NHSC Site Agreement

National Health Service Corps (NHSC) approved sites must meet all requirements stated below at the time of application and must continue to meet the requirements in
order to maintain status as an NHSC-approved site.

Please thoroughly review the NHSC Site Agreement to ensure your site agrees to maintain compliance with all listed requirements before certifying and signing the
agreement.

This Agreement certifies that the site named on this application meets all NHSC requirements as outlined below, and |, User Guide am authorized to
provide such certification for the above named site.

Figure 50 NHSC Site Application — Site Agreement part one

| certify that User Guide Site currently meets all requirements listed in the NHSC Site Agreement above and will continue to meet these requirements in order
to maintain status as an NHSC-approved service site. | also verify that all the information given in this NHSC Site Application is accurate and complete to the best of
my knowledge and belief. | understand that it may be investigated and certify that the information given in this request is accurate and complete to the best of my
knowledge and belief. | understand that it may be investigated and that any false statement herein may be punished as a felony under U.S. Code, Title 18, Section
21001 and subject me to civil penalties under the Program Fraud Civil Remedies Act of 1986(45 CFR 79). | understand that submitting my request does not guarantee
its approval, and that it requires review for compliance with my obligation and program policies.

| certify that |, User Guide, have express authority to act on behalf of the organization as a designated official to provide such certification for the above named
site.
Electronic Signature

Enter your BHW Site Administrator's portal password to complete your
electronic signature.

Submit

Figure 51 NHSC Site Application — Site Agreement part two
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https://nhsc.hrsa.gov/sites/default/files/NHSC/nhsc-sites/nhsc-site-reference-guide.pdf

Upon submission, you will be returned to the Site Dashboard with a confirmation banner. The
submitted Site Application information can be found by clicking ViIeEw NSHC SITE App.

Success The NHSC Site Application has been submitted. x

My Sites > Site Dashboard

Site Dashboard

User Cuide Site HPSA Scores @

~ 9 10000 Independence Ave, Washington, DC 20000

Location ID Site Type Site Status @

6444101038 Not Available
Create Connector Profile -
" ’ ’ " 5 Mental Health
Request Nurse Corps Status Rural Designation Site Classification NHSC Expiration Date
Not Available Not Available Not Available
View NHSC Site App

Primary Care

Dental

Figure 52 NHSC Site Application — Successful submission
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What to Expect Next

After your application is submitted, both your State Primary Care Office and the NHSC will review your
application to determine your eligibility. The complete review process generally takes one to two
months to complete. You will be notified through the Program Portal when a decision on your
application is reached.

State PCO Review

The appropriate State Primary Care Office has an opportunity to review the NHSC Site Application and
provide a recommendation as to whether the NHSC Site Application should be approved.

NHSC Review

NHSC Regional Operations staff will review the site information, selections, and documentation to
decide on NHSC eligibility of the site for each of the Services Provided selected.

Resubmitting the NHSC Site Application

If NHSC staff need additional information, they may return the Site Application to the Site POCs for
revision and resubmission.

* Site POCs will receive a portal message notifying them of this event.

* AView Communications page will provide any notes from the NHSC staff members.
* All Site Application data can be updated as needed.

* The Site Application must be submitted again to continue the review process.

Pending Site Visit

If NHSC staff determine that a Site Visit must be performed before a decision can be made, the Site
Application will be marking as Pending Site Visit. NHSC staff will reach out to Site POCs to schedule an in-
person or virtual visit.

* Site POCs will receive a portal message notifying them of this event.
* The Site Application cannot be revised while the Site Visit is pending.

*  After the Site Visit, NHSC staff will complete their assessment of eligibility and decide
on the Site Application.
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Approval Period and Recertification

Your approved NHSC Site Application is good for three years from the date of its approval. At the end of
three years, your site’s approval with NSHC will expire and your site will no longer be able to support

NHSC programs. To prevent this from happening, submit a NHSC Site Recertification prior to your site’s
expiration.

Only POCs who have indicated that they own, oversee, or manage a significant portion of their
organization and can answer questions about organization policies and operating procedures
can submit a new site application.

The NHSC Site Recertification follows the same process steps at the NHSC Site Application.
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Nurse Corps Site Eligibility Verification Request

To be considered an eligible Critical Shortage Facility (CSF), a site must be a health care facility located
in, designated as, or serving a primary medical care or mental health, Health Professional Shortage Area
(HPSA) and must fall into one of the eligible health care facility types listed in the Nurse Corps LRP
Application and Program Guidance. Refer to this guidance to answer any questions about Nurse Corps
site eligibility and participation.

Upon receipt of an eligibility verification request, the Nurse Corps will review and verify your submitted
information. Be advised, if the program needs further information, someone may reach out to you
through this eligibility request.

Nurse Corps Site Type
Select the CSF Type that best describes the site. Refer to the Nurse Corps LRP Application and Program
Guidance for CSF Type definitions. Select the Profit Status of the site.

Continue by selecting SAVE AND CONTINUE.

Propose NC Site Type

All fields are required unless noted as optional.

Please select your facility's Critical Shortage Facility type and indicate your profit status.

Type of Critical Shortage Facility &

Select a Type b

Profit Status

Select a Profit Status e

Figure 53 Nurse Corps Site Eligibility — CSF Type
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https://bhw.hrsa.gov/sites/default/files/bureau-health-workforce/funding/nursecorps-lrp-guidance.pdf
https://bhw.hrsa.gov/sites/default/files/bureau-health-workforce/funding/nursecorps-lrp-guidance.pdf
https://bhw.hrsa.gov/sites/default/files/bureau-health-workforce/funding/nursecorps-lrp-guidance.pdf
https://bhw.hrsa.gov/sites/default/files/bureau-health-workforce/funding/nursecorps-lrp-guidance.pdf

Confirm Site Details

Review the site’s current address(es), contact information, and unique identifiers to ensure accuracy.
After ensuring that the site’s physical address is correct, review the location of the map pin in the map
inset. If the pin location is correct for your site, select Yes. If it does not accurately reflect your site’s
physical location, select No and provide an explanation with details about where your site is physically
located, including the correct Latitude and Longitude if available.

To make changes, please click on the EpIT icon in the top right corner and make the necessary changes.
Once complete please select SAVE AND CONTINUE.

Note: If the site is co-located in a building with other clinics, please ensure there is a suite or floor
number to specify the location of the site.

Confirm Site Details # Edit

Please review the site details and update as necessary. If the location is not accurate under Approximate Location, please include a description of the correct location,
including the correct Latitude and Longitude if available.

Physical Address
Name Also Known As
User Guide Site Not Available

Address Line 1
10000 Independence Ave

Address Line 2

Not Available
City State/Territory ZIP Code
Washington District of Columbia 20000

Approximate Location

" Standardized Address Latitude Longitude

Independence Ave, 38.88751003 76.97394185
Washington, DC 20003

(oend€™ |5 the map pin location accurate?
Independence Ave 3 Indep ]

Yes No
hingtor

+

GO gle Map data £2021 Google Terms of Use

Figure 54 Nurse Corps Site Eligibility — Confirm site details
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Check for Existing Sites

After confirming the site information, the system needs to ensure that the applying site is not a

duplicate of a site that already exists in the BHW Management Information System Solution. The name,
address, and certain unique identifiers provided will be run through the database to determine any

exact or similar matches.

Review the list of sites to ensure you are not applying using a duplicate site.

Similar Site(s) Found

We have identified one or more sites that are similar to the site information you have entered. Please review the list of sites below to ensure you are not creating a

duplicate site.

SELECT LOCATION NAME “

ADDRESS 3

PROGRAM STATUS

CHILDRENS PEDIATRIC AMB CARE CTR

DC GENERAL AMBULATORY CARE CTR

DC GENERAL PHARMACY

District of Columbia Department of Health - TB

Control and Chest Clinic

INTEGRATED CARE CENTER

SOUTHEAST STD CLINIC

United Planning Organization Comprehensive

Treatment Center

Unity Health Care- DC General

WIC @ DC GENERAL

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

1900 Massachusetts Ave SE, Washington,

20003

NHSC Status: Inactive
Nurse Corps Status: Not Requested

NHSC Status: Terminated
Nurse Corps Status: Not Requested

NHSC Status: Terminated
Nurse Corps Status: Not Requested

NHSC Status: Inactive
Nurse Corps Status: Active

NHSC Status: Terminated
Nurse Corps Status: Not Requested

NHSC Status: Terminated
Nurse Corps Status: Not Requested

NHSC Status: Active
Nurse Corps Status: Active

NHSC Status: Terminated
Nurse Corps Status: Not Requested

NHSC Status: Terminated
Nurse Corps Status: Not Requested

Site Is Not Listed

Figure 55 Nurse Corps Site Eligibility — Similar sites table

Click on the site name to view the site’s profile on the Health Workforce Connector. Select a site’s row in

the table for information about how to become affiliated with the site.

60



Also Knownh As Physical Address NHSC Nurse Corps HPSA Scores

— I Acive Actve

Primary Care
Washington, DC 20003

Dental

Mental Health

Once you have been added as a Point Of Contact (POC) at this site, the site will appear in your "My Sites" list on the portal homepage. If you are unable to reach any of the

listed POCs at your site or the site information displayed is incorrect, please contact us at 1-800-221-9393 (TTY:1-877-897-9910) Monday through Friday 8:00am to 8:00pm
ET

NAME PHONE NUMBER EMAIL
_ (000) 000-0000 AF34F3A224ADAC331 6@EXAMPLE.com
I (000)000-0000

Figure 56 Nurse Corps Site Eligibility — Potential duplicate site

If one of the sites in the list is your site, consider which site record should be used to participate in Nurse
Corps. If not, select Site Is Not Listed and then SAVE AND CONTINUE.




Identify POCs
The Current Points of Contact displays the Site POCs currently affiliated with the site.

The Proposed Points of Contact, if any are added, will have a request to become affiliated with the site
sent only if the Site Application is approved.

Note: You may only edit information for a site point of contact after they have confirmed their
association with your site.

Continue by selecting SAVE AND CONTINUE.

Identify POCs

We encourage each service site to provide a minimum of two points of contact (with the exception of solo private practices). At least one of these contacts must serve as a
"Recruitment Contact". If approved as a site, the "Recruitment Contact” will be listed on the Health Workforce Connector.

Please note: You may only edit information for a site point of contact after they have confirmed their association with your site.

Current Points of Contact

NAME = ROLES PROGRAM AFFILIATION EMAIL 3 STATUS <

User Guide Administrator NHSC OEF7863A65340C4B19@EXAMPLE.com m
Nurse Corps

Proposed Points of Contact + Add POC

NAME * ROLES PROGRAM AFFILIATION EMAIL = STATUS = ACTIONS

No Points of Contact Have Been Added Yet

Figure 57 Nurse Corps Site Eligibility — Identify POCs
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Review HPSAs

The Identified HPSAs table displays the HPSA designations that matched based on the site's location and
geocoded address and/or based on any unique identifier(s) (e.g., BCHMIS, CCN, ASUFAC) provided in the
site details section of the application.

You may optionally Recommend Additional HPSAs if you believe that the site is eligible for any HPSAs
that are not identified above. To add a HPSA suggestion:

4. Use the HPSA Find Tool to location HPSAs for your site
5. Enter or copy the HPSA ID into the field provided
6. Select the ApD button to add the HPSA suggestion.

If you have questions about HPSAs, please contact your State Primary Care Office. Continue by selecting
SAVE AND CONTINUE.

Enter HPSA Information

Identified HPSAs

The below HPSAs have been identified as applicable to your site based on the previously entered site information. If any of these are incorrect, please review the entered
site address and Site Unique Identifiers on the Site Details page.

HPSAID % HPSA NAME * AUTO-HPSA = SCORE # HPSA DISCIPLINE = STATUS #

1116249808 Low Income-Brentwood No 18 PRIMARY_CARE Designated

Proposed Additional HPSAs

You may suggest Health Professional Shortage Area (HPSA) IDs which are applicable to site name and based on verified information found in the HPSA Find tool. The HPSA
score must a Primary Care and/or Mental Health score. This field is not required for the submission of the Nurse Corps Site Eligibility Verification. Nurse Corps staff will
verify this information and all applicable HPSA IDs to the site during the review process. If no HPSA exists for the physical location of the applying site, the site application
will be denied.

Enter the HPSA ID

| o | Add

+/ Success Anacostia ID# 7111632713 has been added below. x

Suggested HPSAs

HPSAID % HPSA NAME * AUTO-HPSA % SCORE + HPSA DISCIPLINE % STATUS = ACTION

7111632713 Anacostia No 19 MENTAL_HEALTH Designated % Remove

Figure 58 Nurse Corps Site Eligibility — Review HPSAs
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https://data.hrsa.gov/tools/shortage-area/hpsa-find

Upload Documents
No documents are required to continue, though you can upload additional documentation that may
help in the review of your facility

Documents can be added by drag-and-dropping them onto the designated area of the screen or by
clicking the SELECT OR DROP FILE HERE button and selecting the file from your computer.

* Documents that have been uploaded can be removed only until the request is submitted

*  Maximum file size: SMB

* Acceptable file types or extensions: bmp, doc, docx, gif, jpeg, jpg, msg, pdf, png, ppt, pptx, rtf,
tif, txt, xls, xIsx

Continue by selecting SAVE AND CONTINUE.

Upload Documents

Please upload any additional documentation that may be beneficial in the eligibility review of your site. This is not required for the submission of the Nurse Corps Site
Eligibility Verification.

@ Select or Drop File Here

Figure 59 Nurse Corps Site Eligibility — Upload documents
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Review and Submit

To submit the request for Nurse Corps consideration, select the boxes to certify that the information
provided is correct and that you represent your site. Then sign by entering your password in the space
provided and select the SuBmMIT button.

SUBMIT REQUEST

Nurse Corps Site Eligibility Verification Request

| certify that the information submitted on this eligibility verification request is true and accurate to my knowledge. | further understand that this information is

subject to verification by the Nurse Corps.

| certify that | am an official representative of User Guide Site and have the authority to submit this request.

Enter your Login Password to Confirm Agreement

Password

Figure 60 Nurse Corps Site Eligibility — Submit

Upon submission, you will be returned to the Site Dashboard with a confirmation banner. The
submitted information can be found by clicking VIEwW NURSE CORPS REQUEST.

Success The Nurse Corps Eligibility Verification Request has been submitted. »

My Sites > Site Dashboard

Location ID Site Type Site Status &

6444101038 Not Available
Create Connector Profile 3 m—— £
View Nurse Corps Reguest i . . i ! R
Rural Designation Site Classification NHSC Expiration Date
Not Available Not Available Not Available
View NHSC Site App

Dental

Site Dashboard
User Guide Site HPSA Scores ©
“ @ 10000 Independence Ave, Washington, DC 20000 @ Primary Care

Mental Health

Figure 61 Nurse Corps Site Eligibility — Successfully submission
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What to Expect Next

After your request is submitted, the Nurse Corps will review your site information to determine your
eligibility. You will be notified through the Program Portal when a decision on your application is
reached.

Resubmitting the Nurse Corps Site Eligibility Verification

If Nurse Corps staff need additional information, they may return the request to the Site POCs for
revision and resubmission.

* Site POCs will receive a portal message notifying them of this event.
* A View Communications page will provide any notes from the NHSC staff members.
* Allsite data can be updated as needed.

* The request must be submitted again to continue the review process.
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Account Management

Once logged in to the BHW Program Portal for Site Points of Contact, you can make changes to your
account and Program Portal Profile information as needed. This section of the user guide demonstrates
how to keep your account and contact information up to date.

Updating Personal Information

Your Program Portal account profile contains your contact information and your job responsibilities.
Once you have created and activated your account, you can update your account profile at any time. It
is important to keep your profile information up to date, as this is the information the BHW will use to
contact you about any important and time-sensitive information.

To access and update your Account Profile information, select the ACCOUNT PROFILE link on the left-hand
navigation menu.

The following information can be updated and edited as part of your Account Profile:
* Job Category
* Specific Job Title
*  Primary Work Phone Number
* Secondary Phone Number
*  Work Fax Number
*  Company Name
*  Work Address
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Account Profile

Personal Information

First Name Last Name

Job Category

Job Category Speciic job Title

Contact Information
Email © PFrimary Work Fhone Extension (optiona

S7367FZEBEATCIIDDEXAMPLE. com

Secondary Wark Phone (cptanal Extenséon (optiona Work Fax (optional

Work Location

Company Name

Aabdress Line 1

Address Ling 2 [Optionsl

city State op

Figure 62 Account Profile

Updating Account Settings

Updating your account settings allows you to edit your email address, password, and security question.
To access your account settings, select the Account Settings tab on the left-hand navigationmenu.

Change Email Address
To change the email address used to log into your account, complete the following steps:

1. Onthe account settings page, under the Change Email Address section enter and confirm your
new email address and enter your current password

Select the CHANGE EMAIL ADDRESS button to confirm your changes

The new email address can now be used to access your account

Change Password
To change the password used to log into your account, complete the following steps:

1. Onthe account settings page, under the Change Password section enter and confirm your new
password; and enter your current password

Select the CHANGE PASSWORD button to confirm your changes
The new password can now be used to access your account
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Change Security Questions

To change the security question and answer used to unlock or reset your account, complete the
following steps:

1. Onthe account settings page, under the Change Security Question section —select a new
security question and answer then enter your current password

2. Select the CHANGE SECURITY QUESTION button to confirm your changes
3. The new security information will now be used to unlock or reset your account

Log Out

If you wish to end your session and log out of your Site POC Program Portal account, simply select the
LoG OuT button located under the top-right corner dropdown menu.

L Site Points of Contact Logout

Please excuse the inconvenience, but the site will be down for scheduled maintenance from 10:00 PM EDT on Friday, March 23, 2018 to 11:00 AM EDT on %
Saturday, March 24, 2018.

Home
Jerrod Welch
Dashboard ~ My Sites
The Site POC Portal allows you to complete impartant proagram actidties. Select a site to view the Site Dashboard,
B Home
SITE NAME * ADDRESS = ACTIVE AFFLIATION 5 ALERTS =
Aetivities Adams County Health Departrment 330 Vermont NHSC, NURSE Corps 1
Quingy 1L
Requests ADARS COUNTY HEALTH DERARTRMENT 1415 Vermont Street 1
Guingy IL

ADAMS

OUNTY HEALTH DEPS

AER

o1 Blessing Hospital & 14th Street L
Quingy IL

Search for Candidates Viewe All Sipac

Figure 63 Logout button
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Appendix

Appendix A: Site POC Roles and Responsibilities
The BHW is interested in POCs who perform the following duties at their sites:

e Own, oversee, or manage a significant portion of their organization and can
answer questions about organization policies and operating procedures.

¢ Manage and can confirm employment status, work schedules and/or absences of employees
within their organization.

e Hire and/or recruit new employees for the organization.

The duties that you perform at your site will determine the roles and permissions granted for you on the
portal. A single POC can have multiple roles at a site and different roles at different sites. In addition to
roles, each POC will also be associated with one or more BHW programs. The roles are the same
regardless of program affiliation. For more information regarding role-based access in the portal, please
refer to the role and responsibilities matrix on the next page.

Administrator

If you indicate that you own, oversee, or manage a significant portion of their organization and can
answer questions about organization policies and operating procedures then you will be granted the
administrator role. You will be responsible for ensuring your site’s eligibility with NHSC programs,
submitting applications and recertifications and answering any questions about your site’s policies and
procedures. The specific roles and responsibilities can be found below:

*  Registration / Login / Forgot Password

* View Home Page

* View Activities Page

* View Requests Page

* View My Messages Page

* Search for Candidates

* Opportunities | Create New Opportunity

* Opportunities | Manage Opportunities

* Sites | My Sites

* Sites | Manage Site POCs

* Sites | NHSC Site Application

» Sites | Nurse Corps Site Eligibility Verification

* Account | Account Profile

* Account | Account Settings — Change Email

e Account | Account Settings — Change Password

* Account | Account Settings — Change Security Question
* My Sites | Site Dashboard

* My Sites | Site Dashboard | Create New Opportunity
* My Sites | Site Dashboard | Manage Opportunities
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My Sites | Site Dashboard | Create Site Profile

My Sites | Site Dashboard | Manage Site Profile

My Sites | Site Dashboard | Site Recertification

My Sites | Site Dashboard | View Clinician Roster

Manage Site POCs | Update Roles (self)

Manage Site POCs | Update Site Affiliations (self)

Manage Site POCs | Update Program Affiliations (self)

Manage Site POCs | Update Roles (others)

Manage Site POCs | Update Site Affiliations (others)

Manage Site POCs | Update Program Affiliations (others)

Manage Site POCs | Edit POC (others)

Manage Site POCs | Add New POC via Email Invitation

Manage Site POCs | Search Database for Portal Users

Manage Site POCs | Assign Existing Portal User as a Site POC
Manage Site POCs | Resend Invite

Manage Site POCs | Delete Invite

View Site Visits Details (Site Dashboard)

View Requests Details (Home Page, Requests Page, Site Dashboard)
View Activities Details (Home Page Activities Page, Site Dashboard)
Complete Activity | Employment Verification (EV)

Complete Activity | In Service Verification (ISV)

Complete Activity | Suspension Employment Review

Complete Activity | Suspensions Confirmation

Complete Activity | Site Status Change Request — Confirmation Reviews (SSCR)

Personnel Verifier

If you indicate that you manage and can confirm employment status, work schedules, and/or absences
of employees within their organization you are granted the personnel verifier role. You will be
responsible for verifying participant’s employment status, work schedules and days away from the site
by completing employment and in-service verifications. The specific roles and responsibilities can be
found below:

Registration / Login / Forgot Password
View Home Page

View Activities Page

View Requests Page

View My Messages Page

Search for Candidates

Sites | My Sites

Sites | Manage Site POCs

Sites | Create New Site
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* Account | Account Profile

* Account | Account Settings — Change Email

* Account | Account Settings — Change Password

* Account | Account Settings — Change Security Question

* My Sites | Site Dashboard

* My Sites | Site Dashboard | View Clinician Roster

* Manage Site POCs | Update Roles (self)

* Manage Site POCs | Update Site Affiliations (self)

*  Manage Site POCs | Update Program Affiliations (self)

* Manage Site POCs | Add New POC via Email Invitation

* Manage Site POCs | Search Database for Portal Users

* Manage Site POCs | Assign Existing Portal User as a Site POC

* Manage Site POCs | Resend Invite

* Manage Site POCs | Delete Invite

* View Site Visits Details (Site Dashboard)

* View Requests Details (Home Page, Requests Page, Site Dashboard)
*  View Activities Details (Home Page Activities Page, Site Dashboard)
*  Complete Activity | Employment Verification (EV)

*  Complete Activity | In Service Verification (ISV)

*  Complete Activity | Suspension Employment Review

*  Complete Activity | Suspensions Confirmation

* Complete Activity | Site Status Change Request — Confirmation Reviews (SSCR)

Recruiter

If you indicate that you hire and/or recruit new employees for the organization, you will be granted the
recruiter role. You will be responsible for maintaining open positions and the site’s profile for the Health
Workforce Connector. The specific roles and responsibilities can be found below:

* Registration / Login / Forgot Password

* View Home Page

* View Activities Page

* View Requests Page

* View My Messages Page

* Search for Candidates

*  Opportunities | Create New Opportunity

*  Opportunities | Manage Opportunities

* Sites | My Sites

* Sites | Manage Site POCs

* Account | Account Profile

* Account | Account Settings — Change Email
e Account | Account Settings — Change Password
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Account | Account Settings — Change Security Question
My Sites | Site Dashboard

My Sites | Site Dashboard | Create New Opportunity
My Sites | Site Dashboard | Manage Opportunities

My Sites | Site Dashboard | Create Site Profile

My Sites | Site Dashboard | Manage Site Profile

My Sites | Site Dashboard | View Clinician Roster
Manage Site POCs | Update Roles (self)

Manage Site POCs | Update Site Affiliations (self)
Manage Site POCs | Update Program Affiliations (self)
Manage Site POCs | Add New POC via Email Invitation
Manage Site POCs | Search Database for Portal Users
Manage Site POCs | Assign Existing Portal User as a Site POC
Manage Site POCs | Resend Invite

Manage Site POCs | Delete Invite
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Appendix B: BHW Program Point of Contact Requirements

Each BHW program has its own requirements on the number and types of POCs that are needed to fully

support the participants at their sites. Currently the Program Portal for Site Points of Contact supports
the following programs:

* National Health Service Corps
*  Nurse Corps
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Appendix C: Activity Types
Employment Verification Forms (EVF)

When a clinician applies to become part of a BHW program, transfers to a new location or changes work

hours, an Employment Verification form is required. The BHW utilizes online forms only to verify
employment.

POCs who indicated that they manage and can confirm employment status, work schedules, and/or
absences of employees within their organization serve as the primary POCs for the completion of

employment verification forms. POCs who serve managers and/or site administrators serve as a backup
if needed.

To complete an employment verification form, select the activity from the activity list and complete the
following steps:

1. Review the instructions, site information and the participant information.

2. Answer the questions about the participant’s current (or future, pending) employment and
license to practice
a You may indicate that the participant does not currently have a license to practice due
to the pending completion of a residency or other similar program. This is only available
if the participant’s discipline and specialty allow are eligible for a residency program.
b If you indicate that the participant does not work at your site or does not have (or will

not have) a license to practice, the verification activity will be completed when you
attempt to continue.

Complete the employment information for the participant.
Complete any additional verification questions for the participant.
Provide any additional credentialing information for the participant.

Indicate whether you performed a National Practitioner Databank search for this participant,
and if so, what the results were.

o v s~ W

After providing all the above information, select the CONTINUE button to proceed to the next page.

Review all the verification information entered, confirm the verification request, and sign the
online form by entering you r password. Select the SuBmIT button to submit the form to the BHW.

Selecting the CANCEL button will cancel the request and no progress will be saved.
In-Service Verifications (I1SV)
For every six months of a clinician’s service, the BHW requires that the clinician report of the number of

days absent from the site to determine if the participant complies. The BHW utilizes only online forms
to perform this verification.

76



Only POCs who indicated that they manage and can confirm employment status, work schedules and/or
absences of employees within their organization can complete employment verification forms.

The BHW relies on the Site POCs to verify that the number of days absent reported by the participant is
accurate. To complete an in-service verification, select the task from the list, and perform the following
steps:

1. Review the participant information
2. Review the number of days missed reported by the participant.
3. Indicate whether the number of days missed is accurate.
a. Ifthe participant’s reportis incorrect, please provide an explanation for the participant.
Sign the form by entering your password.
5. Select the “submit” button to submit the form to the BHW.

If you indicate that the number of days missed is not correct, the participant will receive a task to
update their report.

Site Visit Pending Responses

Proposed Site Visit

When a site visit is proposed by the analyst, an activity is sent to the site to collect a response from the
Site POC. To complete the site visit response activity, select the activity from the list and perform the
following steps:

Review the site visit date and time proposed.

Select the “Accept” or “Reject” radio button accordingly.

Provide any additional comment.

Provide a detailed response on the actions taken to correct the issues identified.
Select the SEND RESPONSE button to send your response back to the BHW.

LA Sl

Site Visit Issues Identified

When a site visit is performed and issues are identified for correction at the site, an activity is sent to the
site to inform the Site POC on the actions taken to correct the issues. To complete the site visit response
activity, select the activity from the list and perform the following steps:

1. Review the site visit summary and the site visit issues.

2. Reach out to your NHSC representative via the Customer Service Portal and provide a detailed
response on the actions taken to correct the issues identified.
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