Y O

OPEN DOOR CLINIC

¥ &

Increasing Access to Healthcare

Volunteer
Orientation Manual

Open Door Clinic’s Administrative Offices in Middlebry



Welcome!

Our goal at the Open Door Clinic is to help patients access quality medical care with respect and dignity. Our
volunteers are our lifeblood. Without their talents and tireless generosity, we would be unable to serve our
community.

Our Staff:

Heidi Sulis, MPH: Executive Director. Heidi has been working in health care since 1985. She began her career at the American
College of Nurse-Midwives and from there spent three years working for the Frontier Nursing Service in southeastern Kentucky.
From 1989 to 2011, she managed the Department of Community Health Outreach at Porter Hospital. Prior to joining the Open
Door Clinic staff, Heidi worked at Bristol Internal Medicine, volunteered at clinics and served on ODC's Board of Directors. Heidi
earned her Bachelor’s Degree in Anthropology and English from Wellesley College, and a Master's Degree in Public Health from
Yale Medical School.

Jody Brakeley, RN: Clinic Manager and Nurse Case Manager. Jody grew up on a farm in Bridport, earned her BSN at the
University of Vermont. She has been a nurse in hospitals and primary care practices in Addison County for 35 years. Jody
manages the day-to-day medical operations of the clinic, runs our Middlebury clinics and provides case management for
patients.

Melanie Clark: Certified Vermont Health Connect Navigator. Melanie assists individuals and small businesses in understanding
their health care options, provides information regarding plans and helps individuals choose the plan that best fits their

needs. Previously, Melanie worked with the ODC for 13 years as the Tobacco Prevention Coordinator for Addison County, focusing
on tobacco prevention and control initiatives.

Heidi Considine, RDH: Dental Hygienist and Dental Case Manager. Heidi has always been fascinated with the medical field and
has a deep appreciation for the human body and how complicated it can be. She helps people be aware of their oral health status
and how to improve it. Heidi holds a Bachelor of Science from the University of Vermont and a degree in Dental Hygiene from
Vermont Technical College. She has been working as a dental hygienist since 2009.

Julia Doucet, RN: Outreach Nurse and Nurse Case Manager. In addition to managing the Vergennes clinic and providing case
management for patients, Julia runs health outreach clinics throughout Addison County, especially targeting migrant farm
workers. She is conversational in Spanish and has lived and worked in Mexico and Central America.

Adam Fasoli, DMD: Volunteer Dental Director. Adam graduated from Middlebury College with a BA in Religion in 2004, and from
Tufts School of Dental Medicine in 2010. He always knew that he wanted to have a career in healthcare, but did not discover
dentistry until after he graduated from Middlebury; he cannot imagine being in another profession.

Christiane Kokubo: Communication Specialist. Chris received a degree in Journalism from the University of Sao Paulo (USP) and
in Hospitality Management from Senac University, both in Brazil. She is happy to be back to the ODC after a year-long leave of
absence, during which time she and her husband took an epic journey driving 30,000 miles from Vermont to Sao Paulo. They
promoted a $1/km fundraising campaign for the ODC while traveling.

Josh Lanney: Patient Services Coordinator. Josh assists with the coordination of patient care services. He is responsible for
organizing patient visits and coordinating volunteer interpreters. A native of New Hampshire, Josh graduated with a double major
in Music and Spanish and a minor in Geography from Saint Michael’s College. He has previously been involved with Vermont's
migrant worker population as part of Migrant Justice and as a founder of the student organization Juntos at Saint Michael's and
the University of Vermont. He is also a professional pianist and a ski coach at Stowe.

Terence D. Naumann, MD: Volunteer Medical Director. In addition to volunteering at the ODC and at the People’s Health and
Wellness Clinic in Barre, Dr. Naumann has been a part time clinical faculty member at UVM College of Medicine since 1985. Dr.
Naumann has served on several UVYM Department of Family Practice committees and on the Board of Vermont Managed Care. He
lives in Richmond with his wife, Ann, a physical therapist at UYMMC who also volunteers at the ODC, and their three children,
Maria, Jesse and Alex.
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Patient Eligibility

In order to qualify for the services of the Open Door Clinic, patients must:
i Be uninsured
1 Be underinsured with an insurance deductible equal or greater than 10% of the family’s annual income
1 Have a household income 300% or below the federal poverty level (FPL)

Patients covered by Medicaid or Medicare are considered insured and are not eligible for our services.

Volunteer Eligibility

The Open Door Clinic requires that all medical volunteers:

Complete a volunteer application

Sign and include the confidentiality form with the application

Hold current Vermont licenses

Provide the clinic copies of relevant licenses, credentials and any requested supporting documentation\
Complete an orientation session, online or in person
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After receipt of the volunteer application, designated clinic staff will screen all potential volunteers by
contacting references provided, completing a National Practitioners Databank Query and State of Vermont
Professional License Query.

The Open Door Clinic now participates in the Federal Tort Claims Act (FTCA) Free Clinic Insurance Program
that provides malpractice insurance to volunteer healthcare providers free of charge to the clinic. All
healthcare providers must be approved by the FTCA before they can provide care in the clinic.
Administrative volunteers are covered by the Open Door Clinic’s professional liability insurance.

The Open Door Clinic requires that all non-medical volunteers:
1. Complete a volunteer application
2. Sign and include the confidentiality form with the application
3. Complete an orientation session, online or in person

After receipt of the volunteer application, designated clinic staff will screen all potential volunteers by
contacting references provided.

Clinic Sites & Hours
Open Door Clinic’s administrative offices: 100 Porter Dr., Middlebury, VT 05753

Middlebury Clinic
Both the administrative office and Middlebury clinical space are donated by UVM Health Network - Porter
Medical Center.
The Middlebury clinic is located at 110 Porter Drive, Middlebury.

1 Tuesday evenings from 6pm to 9pm

1 One Friday morning a month from 9am to noon
Vergennes Clinic
The Vergennes clinical space is donated by UVM Health Network - Porter Medical Center — Primary Care
Vergennes, formerly known as Little City Family Practice. This clinic is located at Little City Family Practice, 10
North Street, Vergennes.

1 Two Thursday evenings a month from épm to 9pm

Services are by appointment only!
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The Role of the Nurse Case Managers

The nurse case managers work both in the office during the day and at all clinics to provide continuity of care to
our patients. They oversee hands-on patient education, resource coordination, consultations with medical
specialists and coordinate follow-up care for each patient.

The nurse case managers run each clinic and are aware of resource availability. Please discuss medical
recommendations or paperwork questions with them. It is important that each patient check out with them
before leaving their appointment.

The nurse case managers will meet with patients regarding follow-up appointments and tests, referrals,
medications, financial issues, or to discuss other health issues such as smoking cessation, nutritional support,
or to schedule health maintenance exams.

The Role of the Nurses
All of our clinical nurses are volunteers with a vast array of skills and experience.

Clinic Preparation

Please arrive at least 15 minutes prior to the start of clinic. If you would like to join us, we provide dinner for our
volunteers beginning 30 minutes prior to the start of clinic. A copy of the appointment schedule is available
from the nurse case manager to help anticipate the flow of the evening.

Primary Responsibilities
1. Assess each patient’s vital signs and document on Clinic Office Visit note and on vital signs flow sheet.
Vital signs include: height, weight, BMI, blood pressure, pulse, respirations, temperature if patient has
signs and symptoms of an infection
2. Perform medication reconciliation, verifying each patient’s medication, dose, and frequency. If a patient
is taking all medications as prescribed please document this, as well as any discrepancies, in the
nursing section of the clinic visit note.
Assess and document medication allergies and specific reactions to each.
Assess and document ETOH and tobacco use and patient’s desire to quit.
Assess and document the dates of patient’s last tetanus and flu vaccine.
Perform PHQ-2, and if score is more than 3, perform PHQ-9.
On the clinic visit note, document the nature of the visit with a brief history and sign your name.
If an interpreter is necessary, document this in the appropriate space.
9. Perform a vision assessment if a green vision sticker is on the clinic visit note.
10. Administer vaccines as ordered.
11. Assist Provider as necessary.
12. Clean and prepare each exam room with necessary supplies.
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Post-Clinic
Help the case manager clean up exam rooms and put away supplies. Assist in collecting and disposing of all
trash.

Sign Up
If possible, please sign up to volunteer at another clinic before leaving.
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The Role of the Physicians and Nurse Practitioners

Our primary care providers are expected to provide high quality, respectful, compassionate, culturally
competent care to each patient. Our patient population includes native Vermonters as well as a large number
of migrant farm workers both seasonal and semi-permanent. Providers often have 30 minutes or more with
each patient to help deal with the extra time requirements of working with patients who often haven't seen a
provider for a long time, and for the extra time required for foreign language interpreting.

Patient concerns include the typical family medicine diagnoses of health maintenance, depression, HTN, DM
and overuse injuries. Providers should familiarize themselves with the services we provide in-house, such as
physical therapy, nutritional counseling, mental health counseling, prescription assistance, pharmacist led
medication management, smoking cessation assistance as well as a Vermont Health Connect Navigator.
Attention to oral health care is encouraged as our new dental care program addresses both preventative and
restorative dental care issues. Referrals to all subspecialists can be arranged when indicated. As you may very
well be the only health care provider that the patient sees this year, attention to the whole patient is
appropriate.

Since all of our patients are uninsured or underinsured, providers must be certain that if any prescriptions are
written, that the patient can afford them. This can be helped by selecting an Rx from the $4 per month list at
local pharmacies and by asking the patient if they will be able to afford it. Marbleworks Pharmacy offers Open
Door Clinic patients a discount on prescriptions as well. Our patients do not incur charges for lab and x-ray
services and potentially expensive referrals can often be provided at no or reduced charge to the patient.
Providers should discuss any patient financial barriers with the Nurse Case Manager at clinic who can often
help find solutions. Follow up visits should be arranged at appropriate intervals.

The Nurse Case Managers run each clinic and are aware of resource availability. Please discuss medical
recommendations or any questions with them. It is important that each patient check out with them before
leaving their appointment. The Nurse Case Managers will meet with patients regarding follow-up appointments
and tests, referrals, medications, financial issues, or to discuss other health issues such as smoking cessation,
nutritional support, or to schedule health maintenance exams. They also assess every patient for their health
insurance options.

Please arrive at least 15 minutes prior to the start of clinic. If you would like to join us, we provide dinner for our
volunteers beginning 30 minutes prior to the start of clinic. A copy of the appointment schedule is available
from the Nurse Case Manager to help anticipate the flow of the evening.

The nurses will check in each patient and put them in an exam room. Anticipated supplies will be set up. If
additional resources are needed, the nurse or Case Manager can assist you in accessing them.

Record-keeping
We use a paper clinic visit note for each patient visit documenting in the SOAP note format. Please remember to
complete and sign each note before the end of the evening.

Often a patient’s chart has lab/radiology results attached to the front. Providers review these labs with the

patient and document this in the appropriate space. If further action is required, this should be documented on
the lab/radiology report.
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Medications

The Open Door Clinic and Marbleworks Pharmacy work together to try to make medications as affordable as
possible. ALl ODC patients receive a discount on prescriptions that are filled at any of the three Marbleworks
Pharmacies (Middlebury, Bristol, and Vergennes). Many medications for chronic conditions are available
through low-
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