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Guidance on 
Member File Reviews and Site Visits 

High Risk
Moderate Risk
Low Risk
12 months
15 months
18 months

1 site visit
1 site visit
1 site visit

3 file reviews
2 file reviews
File review
NACHC will conduct at least one member file review AND at least one site visit to every Community HealthCorps program within an 18-month period.  The frequency and scheduling of file reviews and site visits are dependent upon a program’s risk assessment designation, as outlined above. 
When possible, NACHC will conduct a pre-site visit file review for programs that have a scheduled site visit in a given program year. NACHC will send out a pre-site visit documentation request form prior to the site visit that lists the documentation to be reviewed.  

In the event that a program does not have a site visit within a given program year, NACHC will request the following documentation for all current program year and previous program year members to measure such program against the same standards as visited programs during the annual risk assessment:

· Eligibility verification forms (all members)
· Approval(s) of exit(s) for compelling personal circumstances (all members)
· Agreements to Change Contracted Exit Date 
· Copy of official signed timesheets (greater of 5 members/20% of members enrolled in current program year; 3 members enrolled in previous program year)

NACHC will also interview the greater of 5 members/20% of members enrolled by online survey and/or telephone, using a set of questions similar to the member interview tool used during a site visit. NACHC reserves the right to contact the remaining members via survey or phone call irrespective of their participation in a site visit.
NOTE that programs that have a high risk rating on the risk assessment in the area related to member file management will be required to continue to submit full member files for review. 
NACHC reserves the right to conduct additional site visits and/or desk-based program reviews, as needed, to ensure that program expectations are met and to comply with associated laws, regulations and provisions.
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