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Announcements

Accreditation Outreach:
Round 3 is underway (October – December)

 Brief overview of Domains 7-9

 Strategic Plan

 Workforce Development Plan

 Quality Improvement Projects

 Status Update:

o Sneak Peek: Newsletter & Calendars

o Website Scavenger Hunt/Mascot

o Program/Employee Spotlight

o PHAB Application Submission:  December 2016
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Accreditation updates will be sent to your Inbox in a newsletter format
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Accreditation Mascot
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What’s my 
name?
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Program/Employee Spotlight

Featured for October: 

Accreditation:                     

Jennifer Pennell

Who will be next?

http://cms.sbcounty.gov/dph-accreditation/Home.aspx
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PHAB Application

We are on target to 

submit our application 

to PHAB  in 

December 2016
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How to Select Documents

PHAB Accreditation does NOT cover:

• Individual patient care &  

associated interventions

• Programs for the reimbursement for 

health care services

• Social services & educational 

support programs 

• Individual professional & facilities 

licensure &  certificate programs

• Animal health
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This step is critical!  

How to Mark-up Documents

Circle  and 

ALL areas that meet the Domain Standards 

and Measures.  These areas should correlate 

to the specific page number and paragraphs 

indicated on your Subject Matter Expert 

Cover Sheet.
RD 2

RD 3

Public Health
Accreditation



SAMPLE

www.SBCounty.gov

Page 19
How to Mark-up DocumentsSAMPLE Subject Matter Expert Cover Sheet

Public Health
Accreditation

Page 19



www.SBCounty.gov
Public Health
Accreditation

Leadership Responsibilities

1. Be familiar with PHAB requirements

2. Work with SMEs/Domain Team members to 

select appropriate documentation

3. Understand expectations for SMEs & 

Marked-Up documentation

4. Allow time for SMEs to attend 

meetings/trainings & work on Accreditation 

activities

5. Approve New/Revised documents 

provided by SMEs in SharePoint

6. Electronically approve (via e-mail) SME 

mark-up documents for those that previously 

evaluated as Fully/Largely & forward to the 

Accreditation Team for replacement
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Document Workflow

START

HERE

Subject Matter Experts (SMEs) select, 

mark-up & submit document to PM/PC 

for approval to attend workshop

NEW/REVISED DOCUMENTS

PM/PC approves documents via SharePoint

(training provided in October)

Domain Champion (DC) Review

Administrative Champion (AC)

Review

Accreditation Team 

Document Evaluation

SMEs write Narratives if their document 

is selected for submission to PHAB

Accreditation Team professionally 

marks-up/packages documents

Administrative Champions present 

packaged documents to peers for final 

approval to upload to PHAB

Documents evaluated as 

Fully/Largely with proper mark-up 

proceed to Ranking SME attends workshop with PM/PC 

approved documents.  Accreditation 

team member approves document to 

be uploaded by SME to SharePoint

SME uploads original & marked-up 

document to SharePoint via the  

SME Cover Sheet

DOCUMENTS PREVIOUSLY 

EVALUATED AS FULLY/LARGELY

PM/PC provides SME with list of 

documents that previously evaluated as 

Fully/Largely meeting requirements 

(PM/PCs received their list at the 

trainings last week (9/2016))

PM/PCs & SMEs review these 

documents to determine if mark-ups 

need work.  SMEs make revisions.  

PM/PCs approve documents for SMEs 

to bring to workshop.

SMEs attends workshop with PM/PC 

approved documents.  If Accreditation 

team members approve documents 

SME sends to PM/PC for electronic 

approval.  If not approved, SME 

repeats prior steps.

PM/PC electronically approves these 

documents via e-mail & sends to 

Accreditation Team member to REPLACE 

in SharePoint

Public Health
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https://sp2013.sbcounty.gov/sites/dph/CP/PHAB/SitePages/PHABMainPage.aspx
https://sp2013.sbcounty.gov/sites/dph/CP/PHAB/SitePages/PHABMainPage.aspx
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E-mail – New Document EXAMPLE 

1) For a NEW document, you will receive an E-mail that contains links to the following:

a. Marked Up Document

b. SME Coversheet

Click on the links to open the documents

www.SBCounty.gov
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SME Cover Sheet - EXAMPLE
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Marked-Up Document - EXAMPLE
Page 26



How to Approve - EXAMPLE 
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From the SME 

Coversheet 

page, 

Under Current 

View, Use the 

Drop Down 

Arrow to 

Change from 

View 1 to  

Completeness 

Review. 
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You will see this screen if it is a NEW document. 
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How to Approve - EXAMPLE 
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For NEW documents, you have 2 options:

Option 1: RETURN TO SME

If you determine that the mark-up document is not clear, you need additional information or 

you have comments you would like your SME to incorporate, provide them with clear 

instructions about the desired changes and hit the Return to SME for Additional Information 

button.  SharePoint will automatically send the SME an e-mail with your comments and 

instructions.
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How to Approve - EXAMPLE 
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Option 2: 

APPROVE the document and Send To Domain Champion for Scoring

If you determine that the mark-up document is clear and you approve of the document being 

submitted for further evaluation and hit the Send To Domain Champion for Scoring button.
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E-mail – Revised Document EXAMPLE 

1) For a REVISED document, you will receive an E-mail that contains links 

to the following:

a. Marked Up Document

b. SME Coversheet

Click on the links to open the documents

www.SBCounty.gov
Public Health
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How to Approve - EXAMPLE 
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From the SME 

Coversheet 

page, Under 

Current View, 

Use the Drop 

Down Arrow to 

Change from 

View 1 to  

Completeness 

Review. 
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How to Approve - EXAMPLE 
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You will see this screen if it is a REVISED document. 
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How to Approve - EXAMPLE 
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For REVISED documents, you have 3 options:

Option 1: RETURN TO SME

If you determine that the mark-up document is not clear, you need additional information or 

you have comments you would like your SME to incorporate, provide them with clear 

instructions about the desired changes and hit the Return to SME for Additional Information 

button.  SharePoint will automatically send the SME an e-mail with your comments and 

instructions.
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How to Approve - EXAMPLE 
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Option 2: 

APPROVE the document and send to Accreditation Staff (MINOR Revisions)

If you determine that the mark-up document is clear, that the SME incorporated the minor 

revisions, and you approve of the document being submitted and hit the Continue Processing 

by Accreditation Full-Time Staff button.
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Option 3:

APPROVE the document & Send To Domain Champion for Scoring (MAJOR Revisions) 

If you determine that the mark-up document is clear and you approve of the document being 

submitted for further evaluation and hit the Send to Domain Champion for Scoring button.
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Revisions
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Revisions
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MINOR Revisions Include:

• Document needed to:
• have a logo added

• be signed

• be dated

• Document needed a cover sheet with 
an explanation provided

• Sign-In, Agenda or Meeting Minutes 
were added



Revisions

MAJOR Revisions Include: 

• It is a New Document that is replacing an existing 
document (old document is not going to be used)

• It is a revised document that required major changes 
such as DRAFT became Finalized, Addendums added, 
supporting documentation added, policy change, etc.

www.SBCounty.gov
Public Health
Accreditation
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Open Communication

Please make sure you communicate with your staff!

When in doubt, contact an Accreditation team member!
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PHABulous Insight

Ms. Kathy Vincent

• Works as a consultant on public health issues

• Veteran PHAB Site Visitor

• Served on PHAB’s Standards Development Workgroup

• Prior to retirement, served as the Senior Deputy to the State Health 

Officer for the Alabama Department of Public Health for 18 years

• Member of the Association of State and Territorial Health Officials 

(ASTHO), the National Academy of State Health Policy & the 

American Public Health Association (APHA)

• Past chair of the Public Health Leadership (PHL) Society & the Public 

Health Foundation (PHF) Board of Directors

Page 42



www.SBCounty.gov

Page 43
Documentation Tips for Health Departments

Make things easy for your site visitors

• Clear/organized presentation of materials

• Documents should be: 

 Signed/dated

 Current & in use

 Uploaded correctly (no sideways or hard to read 

documents)

 Authentic – logos, letterhead, signatures, etc.

 Final - No DRAFT documents

• Check for typos, especially dates

• Make sure ALL acronyms are clearly spelled out and defined
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More Documentation Tips…

• Examples should match the guidance requirements for the 

measure

• Site visitors will not spend much time (3-5 minutes 

maximum) looking at a single piece of documentation

• Concise description of the submitted documentation that 

sets the context and clarifies how it meets the measure 

requirements

• Use of a cover page to set the stage for what follows

• If uploading multiple documents to meet a requirement, 

explain how they tie together to meet the requirement
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More Documentation Tips…

Meeting Minutes Should:

• Be signed/dated

• Have names/titles/organizations represented when showing 

collaboration or elected officials  

• Include sign-in sheets & agendas 

• Be detailed enough to demonstrate the measure
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More Documentation Tips…

• Read the PHAB Standards & Measures 

• Pay attention to the: 

• Purpose/Significance/Required Documentation/Guidance language

• Word “MUST”

• Be concise, submit only what is requested – more is not better!

• Highlight Key Points

• Submitting links is good, but be sure they work!

• Use PDF format 

• Use different programs throughout instead of focusing on only a few

• Population Public Health Focus

• Tell our story
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Site Visitor Assessment Tool 

Site visitors will stop reviewing 

documents as soon as they find 

conformity with the measure
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Final Tips

• If you are missing part/all of the documentation, explain why

• State where you are in developing, reviewing, preparing for the 

process, annual review and/or report requested

• Health Departments DO NOT have to be perfect!  
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Thank You!

T E A M W O R K
I can do things you cannot, you can do things I cannot; together we can do great things – Mother Theresa

Page 50


