REGISTRY STANDARDS OF EXCELLENCE IN SUPPORT OF
Provider Recruitment
	Level
	Standards of Excellence
	IPOM

Activity
	Self Assessment

Fully     Partially       Could       Cannot   No Plans

Meet        Meet            Meet          Meet     to Meet
	Next Steps/

	I
	1. Identify registry customers.  
	3.2.2
	
	
	
	
	
	

	
	2. Develop registry enrollment forms, marketing materials and provider recruitment packet.
	3.2.2
	
	
	
	
	
	

	
	3. Identify registry users and use demographic information to direct customer service efforts 
	3.2.2
	
	
	
	
	
	

	II
	1. “Brand” registry by using name on promotional materials. 
	3.2.2
	
	
	
	
	
	

	
	2. Establish coalition of registry stakeholders.  Identify recruitment objectives, and add recruitment language to agreements 
	3.2.2
	
	
	
	
	
	

	
	3. Develop (or add to) a website to market your registry
	3.2.2
	
	
	
	
	
	

	
	4. Develop demo/presentation that highlights registry benefits and functions.
	3.2.2
	
	
	
	
	
	

	III
	1. Use a database to compile provider information/track contacts.
	3.2.2
	
	
	
	
	
	

	
	2. Conduct in-person visits to provider offices and/or group presentations 
	3.2.2
	
	
	
	
	
	

	
	3. Develop marketing plan for registry promotion 
	3.2.2
	
	
	
	
	
	

	
	4. Provide marketing and customer service training for registry staff 
	3.2.2
	
	
	
	
	
	

	
	Translate registry marketing materials into key foreign languages for parents
	3.2.2
	
	
	
	
	
	


REGISTRY STANDARDS OF EXCELLENCE IN SUPPORT OF
Training Preparation
	Level
	Standards of Excellence
	IPOM

Activity
	Self Assessment

Fully     Partially       Could       Cannot   No Plans

Meet        Meet            Meet          Meet     to Meet
	Next Steps

	I
	1. Prepare instructor materials, handouts, training outline and determine length of training at basic and advanced levels.
	3.2.2
	
	
	
	
	
	

	
	2. Develop/use a  form to assess provider technology readiness
	3.2.2
	
	
	
	
	
	

	
	3. Assess provider office environment prior to training 
	3.2.2
	
	
	
	
	
	

	
	4. Determine the level of access for  different users and adapt training 
	3.2.2
	
	
	
	
	
	

	
	5. Develop strategy and data entry protocol for entering historical immunization records
	3.2.2
	
	
	
	
	
	

	II
	1. Develop training participants’ handouts.
	3.2.2
	
	
	
	
	
	

	
	2. Develop a data entry protocol for entering historical records into the registry.
	3.2.2
	
	
	
	
	
	

	
	3. Develop registry software user manual and data entry guidelines
	3.2.2
	
	
	
	
	
	

	III
	1. Develop comprehensive training curriculum to define registry functions, staff roles, procedures 
	3.2.2
	
	
	
	
	
	

	
	2. Identify and train lead trainers at large or remote sites; Conduct refresher trainings as needed.
	3.2.2
	
	
	
	
	
	

	
	3. Develop a training database of your registry software. 
	3.2.2
	
	
	
	
	
	

	
	4. Take digital photos of office/ clinic set-up, equipment and staff for provider enrollment database.
	3.2.2
	
	
	
	
	
	


REGISTRY STANDARDS OF EXCELLENCE IN SUPPORT OF
Hands-on Registry Software

Training
	Level
	Standards of Excellence
	IPOM

Activity
	Self Assessment

Fully     Partially       Could       Cannot   No Plans

Meet        Meet            Meet          Meet     to Meet
	Next Steps

	I
	1. Provide overview materials about registry 
	3.2.2
	
	
	
	
	
	

	
	2. Explain the sequence of using the registry 
	3.2.2
	
	
	
	
	
	

	
	3. Review all software functions taught at the training
	3.2.2
	
	
	
	
	
	

	
	4. Integrate data entry quality assurance (QA) into training. 
	3.2.2
	
	
	
	
	
	

	II
	1. Conduct periodic skills test for previously trained users 
	3.2.2
	
	
	
	
	
	

	
	2. Conduct a secondary or advanced-level training 
	3.2.2
	
	
	
	
	
	

	
	3. Complete, and update periodically, a  site-specific registry implementation plan
	3.2.2
	
	
	
	
	
	

	III
	1. Develop and use an interactive, web-simulated tutorial for data entry.
	3.2.2
	
	
	
	
	
	

	
	2. Form a software user’s group and/or refer new trainees to the group or online forum.
	3.2.2
	
	
	
	
	
	


REGISTRY STANDARDS OF EXCELLENCE IN SUPPORT OF
Training Follow-up and

On-Going Support

	Level
	Standards of Excellence
	IPOM

Activity
	Self Assessment

Fully     Partially       Could       Cannot   No Plans

Meet        Meet            Meet          Meet     to Meet
	Next Steps

	I
	1. Develop a Help Desk user support and training protocol 
	3.2.2

3.2.4
	
	
	
	
	
	

	
	2. Evaluate all new user trainings 
	3.2.2

3.2.4
	
	
	
	
	
	

	
	3. Establish a protocol to respond to users within 1 business day. 
	3.2.2

3.2.4
	
	
	
	
	
	

	
	4. Distribute periodic customer satisfaction surveys
	3.2.2

3.2.4
	
	
	
	
	
	

	II
	1. Create a comprehensive Help Desk/technical support training procedure
	3.2.2

3.2.4
	
	
	
	
	
	

	
	2. Develop a template for routine follow-up questions. 
	3.2.2

3.2.4
	
	
	
	
	
	

	
	3. Develop a registry training follow-up schedule for your Help Desk and trainers 
	3.2.2

3.2.4
	
	
	
	
	
	

	
	4. Develop methods to announce new registry system features and upgrades
	3.2.2

3.2.4
	
	
	
	
	
	

	III
	1. Develop a database to track user calls to Help Desk and assess effectiveness
	3.2.2

3.2.4
	
	
	
	
	
	

	
	2. Use a protocol to integrate information sharing between users, trainers and technical support.  
	3.2.2

3.2.4
	
	
	
	
	
	


IPOM Activity Area:


3.2.2 Recruit, support and retain providers in the registry
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IPOM Activity Area:


Recruit, support and retain providers in the registry


Training, help desk and other resources to support participating providers
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