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Introducing Mental Health Checkups to 
Office Staff

• Educate staff about the problems of mental illness and suicide in adolescents 

• Discuss how mental health check-ups can be used to identify patients who may be at-risk for mental health concerns

• Review the logistics of screening, focusing on how the process will work in your setting

• �Determine how staff members will be involved in the process and discuss what individual responsibilities they will have (see 

Screening Implementation Staffing Roles)

• Complete the Screening Implementation Worksheet

Sample Staffing Roles

Activity PCP Nurses Office Staff

Agreeing on screening protocol and ensuring that all staff members are on 
board with the procedures (when screening will be offered, to whom it will be 
offered, how the process will work, etc).

Establishing referral resources within and outside of the practice — develop a 
resource list to share with parents who receive a referral for their child. 

Maintaining and updating referral lists. 

Identifying patients that are eligible to participate and activating the process 
for those patients. 

Administering and scoring the screening questionnaire. 

Evaluate the results of the screening questionnaire with the patient (post-
screening interview). 

Provide feedback to parents about the screening results. 

Determine the next most appropriate steps for the patient (referral, follow-up, 
further assessment). 

Activate the referral/ follow-up process and discuss expectations with parents. 

Distribute educational materials to parents and patients when requested. 

Update medical records and maintain screening related materials and 
outcomes in the patient’s record. 

Make copies of tools and maintain inventory of screening related materials.  



Screening Implementation Worksheet 

Notes

1 Who will ensure that copies of screens are available 
each day for patients to complete? 

2 Who will help patients in need of assistance?

3 Who will collect screens from patients?  

4 Who will score screens?   

5 Who will attach screens to the chart or otherwise 
make sure they are available to the pcp?  

6 Who will locate patient/ parent education 
materials and referral resources? 

7 Who will follow up with patients if needed? How 
will this person know when to follow up?  

8 Who will explain results to families?  

9 Who will contact/ locate referral resources when a 
referral is needed? 

10 What will you do with the screening materials once 
they’ve been discussed with families?  

11 Who will bill/ code for completion of screens and 
for positive/ negative results? What procedure and 
diagnostic codes will you use?

12 Where will you keep supplies of screens and 
patient education materials?   

13 Who will lead staff through your rationale for 
deploying validated screening in your practice and 
otherwise inspire them about the value of screening?  

14 What is your time frame for accomplishing a 
smooth screening process?


