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Role Activity Assessment Tool
Which roles align with the list of tasks and processes?
1. Add tasks you would like to include                                                                              
2. Edit tasks to clarify expectations specific to your practice

3. Edit the roles to represent your core and extended team members

4. Note current role and function in one colored pen
5. Note using second colored pen best role for optimization based on education, license and training
Complete as a team or individually for the purpose of identifying opportunities for:
· Reducing duplication of tasks
· Optimizing roles : everyone working to their highest level of training, licensure, education
· Defining roles and job descriptions
Enhanced Access and Communication








	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Schedules patients with a personal clinician for continuity of care
	
	
	
	
	
	
	
	
	
	
	
	
	

	Coordinates visits with multiple clinicians and/or diagnostic tests and procedures
	
	
	
	
	
	
	
	
	
	
	
	
	

	Triages how soon a patient needs to be seen including a process for after hours care
	
	
	
	
	
	
	
	
	
	
	
	
	

	Monitors access to appointment,  backlog and wait time using telephone and email requests
	
	
	
	
	
	
	
	
	
	
	
	
	

	Monitors and triages secure patient portal messages
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides advice on clinical issues via telephone or portal messaging
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identifies and arranges for language services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Collects patient demographic and insurance information, including preferred method of communication
	
	
	
	
	
	
	
	
	
	
	
	
	

	Helps patients activate their Personal Health Record by signing up during office visit
	
	
	
	
	
	
	
	
	
	
	
	
	


Population Management (provide outreach using registries and reports to close care gaps)






	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Uses population registry reports to monitor a panel of patient’s health and risk status and close care gaps. Communicates with many patients at once via bulk outreach letters and portal messaging (e.g. reminders for preventive care visits ,testing, screening gaps)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides outreach services to patients overdue for visit to follow up management of chronic condition(s)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identifies and refers patients who might benefit from care management support and community services 
	
	
	
	
	
	
	
	
	
	
	
	
	


Planned Care











	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Identifies and flags patients who are due for age appropriate screenings and immunizations during scheduled visit. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ensures/monitors that evidence-based diagnosis and treatment guidelines are used for clinically important conditions 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Uses standing orders and/or protocols for managing uncomplicated conditions or closing preventive care gaps 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ensures that patients get needed pre-visit tests for annual and wellness appointments
	
	
	
	
	
	
	
	
	
	
	
	
	

	Manages patients medication refills needs 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Contacts patients between visits for care management follow up
	
	
	
	
	
	
	
	
	
	
	
	
	

	Discusses and documents advance directives with patients
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tracks and coordinates all laboratory | imaging tests and pathology until results are available to the clinician. Flags overdue and abnormal results
	
	
	
	
	
	
	
	
	
	
	
	
	

	Follows up with patients on all abnormal test results
	
	
	
	
	
	
	
	
	
	
	
	
	

	Notifies patients/families of all normal test results
	
	
	
	
	
	
	
	
	
	
	
	
	


Self-Management Support

	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Assesses and documents patient/family readiness to change, confidence and self-management abilities
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides education and support  in the language or medium that the patient/family understands
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides health coaching, teach back education,  and self-care tools to help patients manage their chronic conditions in language or medium patient understands
	
	
	
	
	
	
	
	
	
	
	
	
	

	Utilizes appropriate screening tool to asses patients barriers to care and achieving goals (e.g. mental health, transportation, cost)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Connects patients/families to self-management support programs in the community
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides a written care plan to the patient/family. Includes action plan for lifestyle modification.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides patient with a summary of the encounter with care instructions at the end of the visit (paper, electronic)
	
	
	
	
	
	
	
	
	
	
	
	
	


Medication Management












	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Ensures patients obtain prescribed medications (utilizing e-prescribing technologies or other means). Includes assessment of barriers taking meds as prescribed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ensures that all patient medications are documented and reconciled each visit
	
	
	
	
	
	
	
	
	
	
	
	
	

	Educates patient on medication administration, reason taking, side effects using patient friendly lists and information
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reviews patients payer specific formulary to ensure coverage or identify generic alternatives
	
	
	
	
	
	
	
	
	
	
	
	
	

	Evaluates patients record to identify  potential drug/drug interaction, allergies and contraindications
	
	
	
	
	
	
	
	
	
	
	
	
	

	Communicates with pharmacies (e.g. when meds discontinued to avoid refills)
	
	
	
	
	
	
	
	
	
	
	
	
	


Clinical Documentation of Care 











	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Documents, maintains, and reviews problem list with patients
	
	
	
	
	
	
	
	
	
	
	
	
	

	Consistently documents and reviews age-appropriate risk factors 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Documents narrative progress notes in a structured manner
	
	
	
	
	
	
	
	
	
	
	
	
	

	Performs and documents age appropriate standardized developmental testing
	
	
	
	
	
	
	
	
	
	
	
	
	

	Documents individualized treatment plan 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Notifies team member when patient needs a visit follow up for chronic condition or new diagnosis (e.g. depression)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Accurately documents prevention services completed
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identifies and documents allergies and adverse reactions 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Documents social determinants of health in history section on all patients
	
	
	
	
	
	
	
	
	
	
	
	
	

	Completes risk assessment and documents any counseling given (e.g. smoking cessation, diet, depression)
	
	
	
	
	
	
	
	
	
	
	
	
	


Care Management and Coordination












	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Conducts pre-visit planning that includes clinician reminders using care gap data
	
	
	
	
	
	
	
	
	
	
	
	
	

	Documents patient stated treatment goals and individualized plan of care
	
	
	
	
	
	
	
	
	
	
	
	
	

	Assesses and documents patient progress toward achieving goals and barriers
	
	
	
	
	
	
	
	
	
	
	
	
	

	Contacts patients who do not keep important appointments
	
	
	
	
	
	
	
	
	
	
	
	
	

	Reviews and improves patient level clinical quality measures, ensuring accurate documentation
	
	
	
	
	
	
	
	
	
	
	
	
	

	Identifies patients who have received care in another facility 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides or coordinates follow-up care to patients/families who have been discharged from hospitals/ERs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Manages referrals to specialists and community based resources, ensuring relevant clinical information is provided
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides on-going support to patients with chronic disease or high risk for adverse event, between office visits
	
	
	
	
	
	
	
	
	
	
	
	
	

	Manages patient flow (floor coordinator) and supports care coordination across multiple teams
	
	
	
	
	
	
	
	
	
	
	
	
	


Behavioral Health Care











	
	Receptionist
Front Desk
	LPN

LNA
	CMA
MA
	RN
	Triage RN
	Care Coordinator
	Care Manager
	SW

Case Manager
	NP

PA
	MD
	BH Specialist
	Clinic Admin
	Other

	Screens patients for BH conditions using standards
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides services, treatments and supports  to help patients with non crisis focused behavioral health conditions
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides services, treatments and supports  to help patients in behavioral crisis
	
	
	
	
	
	
	
	
	
	
	
	
	

	Provides services, treatments and supports  to help patients with serious mental illness and substance dependent
	
	
	
	
	
	
	
	
	
	
	
	
	

	Refers patients to BH services outside of our practice
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Sources Adapted for NTTAP TBC Collaborative Assessment Tool:  E. Wager Team Based Care Model, T.  Bodenheimer Share the Care, Cambridge Health Alliance Care Team Guide, LEAP project,  TDI Medical Home Clinical Microsystem Assessment Tool

