Jefferson Center for Mental Health 
 CREDENTIALING OVERVIEW
Credentialing is the administrative process for validating the qualifications of licensed professionals, staff that works with consumers, and organizational members or organizations to assess their background and legitimacy.  Credentialing is a State and a Jefferson Center for Mental Health (JCMH) requirement of employment with strict deadlines which we must comply with.  The Credentialing Application is used uniformly by healthcare organizations in Colorado.  Any false information, omission of information or failure to submit requested information on a timely basis may result in termination of employment.
Therefore, it is mandatory for all employees who are employed in a clinical position at Jefferson Center for Mental Health, to complete a credentialing packet prior to their first day of employment.  It is a priority that the Credentialing Application must be completed electronically and returned with the required documents to the Credentialing Coordinator or the Jefferson Center Human Resources Department no later than one business day prior to the first day of employment.  New employees can not begin working unless the credentialing paperwork has been received by the Credentialing Coordinator.  Continued employment is contingent upon the Credentialing Coordinator receiving the completed application, any requested supporting documents within 14 days of hire as well as the application being approved by both the credentialing committee and the medical director.
We ask that you please complete the electronic application and send via email the completed copy to karenhe@jcmh.org with the required documentation no later than one business day prior to your first day of work.  We request that you complete the application electronically and not manually.  Re-credentialing is required every three years for licensed clinicians if the application is sent electronically we will have the copy saved for that purpose.  The Credentialing Coordinator will meet with each new employee at New Hire Orientation (NEO).  If the application has not been completed by the day the employee attends Orientation we will request that the employee complete the process immediately following Orientation.
The Credentialing Coordinator processes the application, verifies all the information and presents it to the Credentialing Committee within the first months of employment.  The process is an objective evaluation of current licensure, training or experience, competence, and ability to provide particular services or perform the job requirements.  The Committee reviews all the data and it may ask for additional information or will make recommendations to the Jefferson Center for Mental Health Medical Director to approve each candidate.  The process may take several weeks.  Once the Medical Director has approved each new employee’s application, the Credentialing Coordinator will send an approval notification letter within 60 days from the Medical Director’s approval date.
If you need assistance when opening, saving or attaching the completed application to an email, please contact the Jefferson Center for Mental Health Techno Hub department during regular business hours at 303-432-5195 for assistance or please contact the Credentialing Coordinator (Karen Hess @ karenhe@jcmh.org 303-432-5115).   Both the Word format and Pdf format are available for you to use.  Please do not change the format of the document.
Some of the pages have been pre-filled with the general Jefferson Center for Mental Health information to save you time please leave that information as is.  Page 3, asks for several documents, (Resume, copy of license/s, military discharge papers, private liability insurance, etc.)  All the applicable documents listed must be turned in with the completed application no later than the day of NEO.  An expired or lapsed license may result in termination of employment.
 When you open the attachment, it may be in View format, so please click on the File menu and then SAVE AS and save the document to your computer.  Please name the document:  (current Year) Your Last Name First Name CO Univ Credent Appl.  You will then be ready to start completing it electronically.  Remember to save it periodically while completing it.
Page 4 – asks for NPI # - You should receive information on how to apply for your NPI number via email shortly after you receive the information for credentialing.  If you do not receive the information please contact the Credentialing Coordinator.
Page 10 - asks about several Certifications (Basic Life Support, CPR, etc…), if you have any certifications that are current, please bring the Certificate with you to NEO and we’ll make a copy.
Page 12 – questions B, C & D must be answered, even if you are not Board Certified.  Board Certification is not licensure.
Page 14 - Section VIII - Employment history:  please start by typing your current job title at JCMH.  Type in the date of hire, first day of work or day attending orientation and leave the word “present” in the “To (m/d/yyyy)” field,  (meaning currently employed).
Page 15 – continue listing previous employers’ info in reverse chronological order, starting from most recent going back 5 years.  If there isn’t enough space to list 5 years back, please use the third attachment which is the Additional Work History page.
If your employment history has any time gaps 6 months or greater between jobs, please send me an email to karenhe@jcmh.org with a brief explanation of what you did during the time gap. Be sure to include all dates.   The Credentialing Committee reviews work history very carefully and all time during the last 5 years must be accounted for – including any military experience, public health service and/or college/university attendance.
Page 17 – all six questions on the bottom of the page must be answered.
Pages - 19, 20, 25 and 26 – all questions must be answered.  Please pay special attention to the Attestation Questions on pages 19-20, specifically question F and G.  Question F must be answered “yes” if you have felony and/or misdemeanors, currently, or anytime in your past.  Question G must be answered “yes” if you have any of the specific felonies and/or misdemeanors  (as outlined in Question G) currently, or anytime in your past.  If you answer “yes” to any of the questions you must provide an explanation.
Page 24 - please disregard and continue on to complete pages 25 and 26.
Page 26 - asks about a TB test, if you haven’t had one, it is not required by JCMH with the exception of Residential and Withdrawal Management Teams,  however all the questions need to be answered. If you’ve had a previous TB test within the last year you must provide us with a copy of the results.  If you have had a previous TB infection or symptoms you must provide a current chest x-ray.  
Our credentialing and re-credentialing program is compliant with the standards established by the National Committee for Quality Assurance (NCQA).  The policies and procedures that govern the process are described in detail in the Credentialing and Re-credentialing Policies and Procedures which can be found on-line at www.jcmh.org  The Policy makes special reference to your rights to inquire at any time as to the status of your application and your rights to appeal final recommendations made by the Credentialing Committee by contacting the Human Resources (HR) office at Jefferson Center for Mental Health.  We welcome you to our team of health care professionals and wish you success in your new position!  Thank you!                                  

Karen  Hess
Credentialing Coordinator
 karenhe@jcmh.org
303-432-5115
