Information for Site Coordinators

e Responsive relationship building with providers and other stakeholders, as well as passionate
program promotion, are the key responsibilities for the 1st Five site coordinator.

e The site coordinator must have some understanding of the culture of medical practices and be
comfortable communicating with medical professionals. The coordinator must have
experience in early childhood and be knowledgeable about child health and development.

e Develop ongoing and current knowledge of all available community resources, intervention
services, mental health services, and other public service providers in your area. Language
interpretation services, transportation assistance, available services for undocumented
immigrant families, mental health services for children, and providers accepting new Medicaid
patients may be some of the particular resources to locate and develop in your community.

e Attend a scheduled staff meeting at targeted medical practices. Bring printed information,
such as 1st Five Provider Brochure, 1st Five Parent Brochure, Medical Provider Guide for
Developmental Surveillance and Screening, and current 1st Five Executive Summary, in
addition to giving a brief and well-prepared presentation.

e Offer a clearly defined, flexible referral process with options such as phone, email, or forms to
mail or fax. Address any HIPAA / ROI concerns.

e Take time to build relationships with medical practices. Follow up with practices that are not
yet on-board. Check in regularly with all participating practices to see how the process is
going for them and to provide feedback from families. If a glitch occurs, work as a team and
problem solve together. Consider completing a provider contact log to keep track of
relationship building activities.

e Coordinate medical practice education needs and training requests. Address billing
procedures for developmental screening.

e Build a local coalition of stakeholders, including physicians, public service providers,
educators, parents, and other community members.

e Acknowledge and respond to all referrals in a timely manner. This may be carried out through
face-to-face visits, telephone contacts, or written correspondence. Site coordinators may need
to work flexible hours in order to reach families who are not available during the day. Develop
efficient procedures for documenting care coordination services.

e Understand and prepare for possible barriers to effective care coordination in your community.
Provide feedback to stakeholders on barriers and possible solutions.



