Paperwork Process
Giving Paperwork
Types of Members:
· BP or spouse employee age < 40 complete a Health Background Information (HBI) questionnaire
· BP employee or spouse age 40 an over complete HBI and physician’s clearance form

· Contractor any age completes a HBI, physician’s clearance and a contractor form
· New Era Life competes a HBI, and physician’s clearance
· Interns < 40 complete Intern ParQ before their assessment, interns 40+ submit physician’s clearance
Once the correct forms are given to the person, explain to them that after the forms are completed and turned in, we will: a) send them an email link to the assessment schedule or b) help them set up the appointment if they don’t have access to the BP intranet.
Receiving/Filing paperwork (all staff)
· First thing you do when a prospective member hands you paperwork is stamp the date on each form and add a mark on the paperwork traffic sheet (located at the front desk)on the correct date. This is how we track incoming paperwork quantity.
· If a person turns in all the paperwork that was required for them to complete, then their paperwork goes in the “completed paperwork file.”
· If someone hands you in only some of their paperwork then whatever piece they hand you goes in the incomplete paperwork under the correct letter for their last name.

For example: If a BP employee under the age of 40 hands in an HBI form filled out, their paperwork is complete because that’s all that was require of them. So their paperwork goes into the completed paperwork file folder. If a BP employee over the age of 40 hands in an HBI with nothing else, their paperwork isn’t complete therefore you file it by their last name in the incomplete paperwork folder because they still need to hand in a physician’s clearance form.
· If the person’s paperwork is complete,  the next step is to send them online scheduling link to set up their assessment or help them set the appointment if they do not have access to the BP intranet.

Preparing paperwork (Wellness Administrator)
· Once you have a small stack of paperwork in the completed paperwork file folder, you can start processing it. Get out some screening sheets and manila folders to collect the necessary info from the HBI.
· When you copy down the info you need on the screening sheet, take a manila folder and write down the name (last name first), member type and date on the folder and place the paperwork inside of it. Repeat this process until the stack is all processed and then file the folders in the processed paperwork drawer by last name.
· Towards the end of every work day you will go to the online assessment schedule link and look up who is coming in for an assessment the next day and send the assessment reminder in an email. If it is a spouse you may have to pull out their file and call them.

On Assessment Day (Wellness Administrator)
· Look up who’s coming in for the assessment on the assessment link and pull out their folder from the processed paperwork drawer, by last name.

· Have them look over and sign the waiver that’s on the back of the screening sheet.

· After the assessment has been completed their file goes in the completed assessment file (input folder).

After the Assessment is completed (Wellness Administrator)
· At the end of the week or on the following Monday, take out the stack of people who completed their assessment and enter in each person’s necessary information on the HBI spreadsheet located on the shared drive.
· When you are finished inputting, open the “welcome to the wellness center” word document file and email all of the new members that joined that week.

· Once you’ve emailed the new members, separate the folders according to member type and alphabetize each stack. 
For example: you will have a separate stack for contractors, bp employees, and spouses. Alphabetize each stack so you will have an easier time filing.

· When you separate and alphabetize each stack, file each folder away by last name according to their member type in the permanent file cabinets.

· At the end of each month, open the spreadsheet titled “paperwork traffic” and enter in the amount of paperwork that came in each day so you’ll have a total for the month.

· Repeat entire process forever and ever!
