
Daily Status Calls-Notes and Action Items 

 

9/11/2020 Action Items  

Kandy 

• Precillia review to Mer 
• Tell Christine to make second interview rounds and narrow it down 
•  

Marnie/Brook 

• Get reviews to Mercedes (April, Kati D, Rebecca Mateos) 
• Talk to Katie Benitez and Jen Vasilio about getting all EDC and internal queries done by EOB 

today or EOB tomorrow 

Mercedes 

• Work with Shannon to get freezer excursion reported to the sponsor 
• Have Shannon talk to Dr. Pero about freezer being unplugged and moved, and the 

consequences it caused 
• Have Shannon expense her hotel room 
• Call DFW candidates  
• Resend W9 email 
• Send out email for mat rsv sites to send email when baby is born, RD, SOM’s, etc. 
• Send an offer to Kati D’s referral and FW admin 

9/10/2020 Action Items 

Marnie/Brook 

• Marnie to follow up with Kate Weems again, discuss her attitude and phone etiquette 
(conversation with Mercedes yesterday) find out what’s going on with her- where’s the “old 
happy Kate”. 

• Brook to reach out to Kate Weems to schedule one-on-one introduction and request Complion 
training- Brook will get a feel for what’s going on with Kate as well. 

• Stay on top of Chrystal today to ensure recruitment scheduling goals are being met, per Kristi’s 
instruction and if not, what’s her game plan:   

o This week- Houston 40, FW 60, Keller 60 
o Next week- Houston 100, FW 60, Keller 60 
o Following M-W- Houston 100, FW and Keller at least schedule 25 per day. 

• Follow-up with Chrystal to see if they have reached out to other offices in the building to recruit. 

Kandy 

• QC MAT RSV charts in FW 
• Continue reviewing resumes and will forward those recently reviewed to Kristi/Mercedes  



Mercedes 

• Follow-up with candidates (Lori/Kati D referral- will make offer) 
• Shadow Angi and Alicia in Keller- review some of their charts  

----------------------------------------------------------------------------------------------------------------------------------------- 

 

9/9/2020 Action Items 

 

Mercedes  

• Reach out to Katie Buchanan to get a job description to send to Anne as a Research Assistant  
• Get with Angela to go through all maternal visits and see that they are being completed 

correctly  
• Contact hospitals to see what we have to request to get the congenital heart screening 

document that has Pulse Ox on it  
• Follow-up with maternal sites to get IMPALA updated  

Marnie/Brooke  

• Ensure the review that was completed with Anne yesterday was sent to Katie Buchanan for filing  
• Speak with Anne about regulatory background  
• Kandy review to Mercedes  
• Reach out to Jen Vas to see if FW needs another mini fridge/-20 freezer for FW 
• Talk to Jennifer Valo about maintenance Project Manager role- starting next week 

o Need to get with Dana on templates and checklists for the role  
• Send email to project managers (Jennifer, Jill and Dana) reminding them to introduce 

themselves when reaching out for the first time, be kind 
o Role is to build a relationship between the sites  

• Send out a company wide email regarding Project Managers  
o Dana over adult COVID 
o Jill over Maternal studies 
o Jennifer Valo over maintenance studies  

• Send a shout out for Kati D enrolling 4 maternal patients yesterday  

Kandy 

• Create job description/step by step guide as to what makes a good Research Assistant  
• Precillia review to Mercedes  
• Jennifer Payne review to Mercedes  
• Will look at resumes  
• Get mini fridge and freezer from room 4 in FW to Arlington 2nd location  
• Prioritize Becca on getting the job outlines for positions 
• Reach out to Jill to see if she had 



• Look for staff on Indeed, etc for the following openings 
o CRC for Plano, Arlington, RA (Arlington), Keller, FW  
o Recruiter for HOU 

• Follow-up with FW to see if Thea hand cut was written up  

 

9/8/2020 Action Items 

Mercedes 

• Send Dana the job description for the PM role for starting tomorrow, she needs to send a daily 
report everyday before she’s done, create a checklist from the script, and SIV’s should be first 
priority (by the 23rd or before), and if she can’t get to the source she needs to wave the white 
flag so we can have Becca step in and do it.  Have convo with her about working from home and 
kid’s distractions. 

• Ask Marnie if she sent the SIP email. 

Kandy 

• Work on Univision thing 
• Get reviews to Mercedes 

9/4/2020 Action Items 

Kandy 

• Radio script/TV ad, send to K/M/O 

Olivia 

• Send VRG logos to Kandy 

9/3/2020 Action Items 

Mercedes 

• Get Angela ready to go remote next week 
• Get resume from Kati Dykes to call and interview 

Marnie 

• Let Kate know that writing emails or slacks about x, y, z is a time-waster and she is spinning her 
wheels. She is not in a position to be giving her opinion of what we should be doing as a 
company (take the study, don’t take the study, site too busy, questioning why the owners are 
asking her to do a reg packet as a priority when the reg letter said it could be done in 10 days, 
etc.). Writing these long emails is taking time away from all the other stuff she should be doing 
and is super stressed about.  She is OOTO until Tuesday.   

• Send an email company-wide looking for very strong CRC’s and shout out to everyone about 
how we are building infrastructure, etc. 

• Type up email regarding mileage 



• Get with admins at each covid site about purchasing bins/baskets (make sure they look ok/nice) 
for bottled water and pre-packaged snacks to have available for patients during high enrolling 
study days (order everything online to always have available and in sight for patients) 

Kandy 

• Get with Christine to talk to Tran about the space (hire more staff, control employees better, 
not having to go up and down stairs to see patients,  

• Send Telemundo pricing to us 
• Get HOU ad to us today 
• Talk to Christine about getting their OT under control once enrollment stops 
• Have Jerred create a cheat sheet for all sites regarding saving an email in a pdf 
• Tell Becca to keep her emotional feelings out of emails, try to stick to the facts 
• Christina-review, need to get it ready, address the toll issue 
• Talk to Jill about PM role and getting her moved over, also about making sure christina is being 

trained and shadowed 

9/2/2020 Action Items 

Mercedes 

• Talk with William about his recommendations for QC employees 
• Log into Firecrest to see if we have a radio ad already approved by Pfizer 
• Talk to Haily, Elyza, and Jessica today so we can make a decision on Erin 
• Oversee the Inv onboarding email 
• Pending visits in CC in ARL the last couple of days 
• Send an email chain to get status update at end of each day, how many they got to, etc.  Any 

glaring findings? Set an alarm.  

Marnie 

• Talk to JV to try and consolidate all her doc appts into one day, make sure she’s clocking out for 
these appts-if it continues, let’s loop Marisa and Mercedes in.  Document and give to KB for 
filing. 

• Look at reviews and get a game plan 
• Keep an eye on Anne’s QC’ing, look at her chart that she has QC’d to check her work 
• Review Kandy’s SO verbal warning doc before submitting to K.Buch 
• Look for KB’s email and about certifications and Kate Weems email re: Inv onboarding 

Kandy 

• NTF for Keller temp log excursion 
• Look at reviews and get a game plan 
• Complete a SO verbal warning document re: Anne and have it reviewed by Marnie quickly 
• Call HOU to see what is going on with the news spot 
• Look for KB’s email and about certifications Kate Weems email re: Inv onboarding 

9/1/2020 Action Items 



Kandy 

• Look at resumes for CRC’s for almost all sites 

Kristi 

• Email KB about setting up mediation session 

Mercedes 

• Tell Jen Vas to turn in verbal to KB, not have Niki sign 

8/31/2020 Action Items 

Olivia 

• Reactivate HOU ad? 

Mercedes 

• Tell Erin we are still interviewing  
• Pending visits in CC 

Kandy 

• Have Cordy do the first vaccine on the phone with her 
• Dallas-IRB documentation emails 
• Keller phlebotomist email-follow up with Katie (Cara Lopez-rate) 
• Let Olivia know if we need to activate HOU ad tonight 
• Help with Katie B email re: investigators  

8/27/2020 Action Items 

Mercedes 

• Reach out to Erin re: medical records 
• Go through Kate’s email and reach out to Becca about source (Pfizer Mat RSV and COVID) 
• Kate-OT approved, talk to her about training William 
• Final interview/vet Erin McLeod, approval to hire for FW, 57k 

Olivia 

• Reach out to JV, DD re: new roles 
• Send role email to Kandy to the chain 
• Oversee covid-19 recruitment numbers while Kristi is out 

Kandy 
• Reach out to Christine, Lizatte, Jill re: new roles 
• Go to sub-I mess of an email and handle Marnie’s sites also 
• Angi training for Pfizer mat rsv over the weekend 
• Reach out to KB in KEL about EDC entry 



8/26/2020 Action Items 

Mercedes 

• Reply to email KEL about month to month lease 
• Change in OM to always schedule PSSV’s as early in the window as possible 

Marnie 

• Pending visits in CC-see Mer’s email (DAL, ARL, HOU) 
• Check on unblinded situation for KEL 
• Work with Jen Vasilio about Saturday clinic for covid-19 
• Need to make KEL and FW understand that in order to get the $500 stipend, they need to work 

whatever it takes (late nights and Sat clinics) to get close to their enrollment goal each week 

Kandy 

• Pending visits in CC-see Mer’s email (DAL, ARL, HOU) 
• Call Kate and ask her to resubmit PSF for COVID-19 (from CC) ASAP 

o IRB approved autoimmune diseases, incl T1 diabetes (but this is incorrect and needs to 
be removed) 

• Work with Chrystal to figure out how to identify and contact any subjects we inadvertently PS 
failed bc of T1 diabetes and re-PS for scheduling 

8/25/2020 Action Items 

Mercedes 

• Call Deedra and offer ARL 
• Get with Marnie and decide who needs to get added to Keller PSSV  

Marnie 

• JV-speak about racial comment, have a verbal coaching/mentoring moment (racial tendency and 
negative attitude towards leadership) (ex. Slave driver and “being illegal” vs undocumented) 

• Get with Mer and decide who needs to get added to Keller PSSV 
• Let Alma know that Mer will handle BUR tomorrow 
• Get with your COVID sites and have them call and move up anyone who is scheduled past two 

weeks out, bc study might close  
• Work with FW on getting more scheduled to get 60 this week, have Chrystal email Meagan and 

ask her to check the info@ven email every 24 hours and forward all participant emails each day 
(whenever Meagan plans to work (at night, mid-day, whatever).  If Chrystal or other recruiters 
need to login to get emails sooner, the password is Research1! 

• Be the VRG employee whisperer!!! haha 

Kandy 

• Get with your COVID sites and have them call and move up anyone who is scheduled past two 
weeks out, bc study might close  



• Work with JP on SAE narrative 

8/24/2020 Action Items 

Kristi 

• Task Becca with calling healthcare facilities surrounding KEL, FW, HOU for reaching out to their 
employees about the study, all school districts (for their employees), churches, daycare 
employees 

Mercedes 

• Make sure KEL schedules PSSV this morning (make sure to tell them to mention access to 
minorities and healthcare workers) 

• Call Arturo to speak on behalf of FW and KEL and minorities 
• Pending visits in CC Aug 20th 

Olivia 

• Boost old HOU ad on FB 
• Do HOU ad again for CRC 

Marnie 

• Check on PSSV time today for Novavax (make sure to mention access to minorities and 
healthcare workers), grab JV or Angela for any VRG specific questions 

• Offer the $500 weekly stipend to all FW clinic employees willing to work OT/Sat clinics to get 
these 60 in, manager needs to collect the employees’ names and submit these stipends to 
payroll at each run, cc Kristi, Olivia, Mercedes, so payroll knows its legit 

• Thea-speak to her about urgent matters, she should have told us RIGHT way, we could have had 
all weekend to schedule and plan for this week.  This is a HUGE deal. Verbal warning. Now we 
might have lost 20 pts for this week.  This was hundreds of thousands of dollars on the line. If 
she emailed it on Friday, the email needs to be forwarded to us. 

• Get Janssen game plan going for season 2 participants (49 pts, 3 hours visits, starting Sep 7th?) 
• Let your sites know, anything that would be printed and put in hard reg binder, needs to be 

uploaded to Complion 
• Pending visits in CC Aug 20th 

Kandy 

• Find another HOU CRC 
• Send over recent onboard lists 
• Speak with Alma about helping in FW until we have someone else hired 
• Get on Dallas/Arlington email to figure out sub-I signatures 
• Let your sites know, anything that would be printed and put in hard reg binder, needs to be 

uploaded to Complion 
• COVID 1001 DOA log updates-HOU 
• Pending visits in CC Aug 20th 



8/21/2020 Action Items 

Kristi 

• Send email out to all remotes to see if they need a new scanner 

Olivia 

• Amend Indeed ad to include ARL 
• Send email to JV with updates 

Marnie 

• Go read Olivia’s Becca email carefully 

Kandy 

• Order the drop-down desks 
• Get with all sites about ordering scanners 
• Work with Shannon on sending PD’s to the IRB, and creating a dummy chart 
• Talk to Christine  

o Turn in the $1000 bonuses to payroll each payroll week and she can cc 
Kristi/Olivia/Mercedes so payroll knows it’s legit 

o See about putting someone in Tran’s office to get more covid pts scheduled 
o Work on messaging and over scheduling to compensate for huge no shows 
o Call Garza’s pts who have appts to see if they want to come to VRG after for an appt 
o Lottery thing 
o Offer pizza 
o Order the fridge 

8/20/2020 Action Items 

Kandy 

• Call HOU RD to see if interested in contract QC position, get rate, ask about travel to DFW if she 
were to get the RD position 

• Get HOU to create a schedule for COVID enrollment 
• Create a site plan to recognize holes 

Marnie 

• Get office organized, get desk setup-bring in Angela’s son to help with all of this 
• Create a site plan to recognize holes 
• Speak to Katie about overseeing both sites for a few weeks 

Mercedes 

• Get Brook’s offer out 

8/19/2020 Action Items 



Kristi & Olivia 

• Speak with Becca about new role  

Kandy 

• Find an employee to hire to upload Complion for COVID-19 
• Find or delegate someone to find a high-speed/high volume scanner to purchase for sites that 

need it 
• Finish write up and send to everyone for review 
• Get with HOU regarding 5 pending visits in CC from 8/17 

8/18/2020 Action Items 

Mercedes 

• Pending visits in CC since 8/12.  Yesterday, there are still 25 pending visits. If sites do not know 
how to complete these, reach out to Angela for guidance. 

• Think about Regional Director vs Support Specialist title, and who, internally, would be a good fit 

Marnie 

• Talk to your COVID sites 
o As soon as they have a no show, call the recruiter and tell them to fill the spot 
o Schedule 20 Mon and 20 Tues, and 8 pts for Wed (in case recruitment cannot replace 

N/S’s on Mon/Tues) If we hit our 40 by Tues, then move Wed’s 8 pts to the following 
week. 

o Pull up CC and account how many are short 
• Pending visits in CC since 8/12.  Yesterday, there are still 25 pending visits. If sites do not know 

how to complete these, reach out to Angela for guidance. 
• Talk to Jennifer Vasscilio about possibly going to HOU 
• Talk to maternal calls, on call phones need to be with them at all times.  Mom’s are starting to 

deliver.  Patients, staff, doctors are to ONLY call on call phone. Not personal phones! 
• Follow up with newhire (Angi’s friend—can’t remember her name) 
• Think about Regional Director vs Support Specialist title, and who, internally, would be a good fit 

Kandy 

• Talk to your COVID sites 
o As soon as they have a no show, call the recruiter and tell them to fill the spot 
o Schedule 20 Mon and 20 Tues, and 8 pts for Wed (in case recruitment cannot replace 

N/S’s on Mon/Tues) If we hit our 40 by Tues, then move Wed’s 8 pts to the following 
week. 

o Pull up CC and account how many are short 
• Pending visits in CC since 8/12.  Yesterday, there are still 25 pending visits. If sites do not know 

how to complete these, reach out to Angela for guidance. 
• Talk to maternal calls, on call phones need to be with them at all times.  Mom’s are starting to 

deliver.  Patients, staff, doctors are to ONLY call on call phone. Not personal phones! 



• Think about Regional Director vs Support Specialist title, and who, internally, would be a good fit 

8/17/2020 Action Items 

Mercedes 

• Confirm with Pfizer about what constitutes a week, can we get a head start on a Friday (as long 
as we don’t go over 40 the following week), what is the window of IP 

• Confirm with Pfizer that time IP needs to stay out and give proper directive to Marnie and 
Kandy, so they can let their unblinded staff know 

• Find Olivia’s email and get a plan for VRG, send to Kristi/Olivia 
• Find Olivia’s email and get a response back to Pfizer, cc Kristi/Olivia 
• CC-visits still pending from the 7th, and maybe earlier.  That’s just the last day I finally stopped 

checking. 
• Get Burt’s help to get the laptops set up in FW 

Marnie 

• Go over reconsent ICF process at all sites, not the admin’s responsibility.  The lead needs to 
manage this.  She can assign the admin to put the ICF in the chart, but the admin realistically has 
no idea if a new consent has arrived. 

• Find Olivia’s email and get a plan for VRG, send to Kristi/Olivia  
• Find Olivia’s email and get a response back to Pfizer, cc Kristi/Olivia 
• CC-visits still pending from the 7th, and maybe earlier.  That’s just the last day I finally stopped 

checking. 
• Let your SOM’s know that sometimes we need to use kindness to deal with difficult patients 

(purchase lunch, a coffee, small gift card, apologize, etc.)  Make it right when they are in the 
office, don’t wait until they leave upset and go write reviews or report us to the IRB, FDA. 
Customer service is everything. 

Kandy 

• Find Olivia’s email and get a plan for VRG, send to Kristi/Olivia 
• Find Olivia’s email and get a response back to Pfizer, cc Kristi/Olivia 
• CC-visits still pending from the 7th, and maybe earlier.  That’s just the last day I finally stopped 

checking. 
• Let your SOM’s know that sometimes we need to use kindness to deal with difficult patients 

(purchase lunch, a coffee, small gift card, apologize, etc.)  Make it right when they are in the 
office, don’t wait until they leave upset and go write reviews or report us to the IRB, FDA. 
Customer service is everything. 

• Get Dallas set up so Christina can go over and help ARL a couple of days a week 

8/14/2020 Action Items 

Olivia 

• Check on FB commenting 
• Clinical Conductor 



o Send instructions on how to pull visit statuses in CC 

Mercedes 

• Go over ediary issue with Kandy onsite in FW 
• Offer OT to anyone who can come in and get things caught up on Sat 

Marnie 

• Cordy send all logs to KD to verify it’s correct 
• Katie 

o Make sure they know to get their 64 in next week since they have no usable drug right 
now (24 leftover from this week and then the new 40 next week) 

• Dana 
o Discuss scheduling friends or couples together, then take away the other spot.  For 

example: 9 and 10 appt can turn into 2 at 9am and 0 at 10am 
• Becca-stern talking to about the behavior, she needs to be acting as a mentor at any site, never 

singling or excluding people, remaining in KEL for COVID pts 
• Nika 

o Move her to GV as soon as the new lady is ready to go on her own 
• Make sure all sites have same complion plan in place for KEL, HOU, and FW 

o Initial and dating any blanks as everything might have already been uploaded 
o Have all sites give an update by EOB 
o Tomorrow needs to be worked to get everything caught up 

• Offer OT to anyone who can come in and get things caught up on Sat 

Kandy 

• Look over KEL’s logs to ensure it’s correct 
• Make sure HOU has same complion plan in place as KEL and FW 

o Initial and dating any blanks as everything might have already been uploaded 
o Have all sites give an update by EOB 
o Tomorrow needs to be worked to get everything caught up 

• Offer OT to anyone who can come in and get things caught up on Sat 

8/13/2020 Action Items 

Kristi 

• Reach out to Kandy if you haven’t received the GSK Mat recruitment email by EOB 
• Dig around CC to track recruiters’ record 

o Recruiters calling out vs taking incoming calls 

Olivia 

• FW recruiters 
o Take ad down 

• HOU Staffing 
o Take the ad down for CRC 



o Keep ad for recruiter 

Mercedes 

• Get in touch with Arturo to check on Keller’s IP 
• Talk to JV 

o First round of interviews, give her specific questions to weed out, forward her any 
contenders from Indeed 

o Respect she needs to work remote 
o Help with WEA or maternal trainings as needed 
o Get Nikki trained on medical records ASAP, so she can start taking over next week 
o Still remain MR backup 
o Start assisting with source creation and PSF review/approval 
o Mercedes will also see what things you can assist her with  
o I really think there was more—but you will need to ask Mercedes to see what we are 

missing 

Marnie 

• Email ALL SITES for ALL VISITS:  DO NOT LEAVE THE ROOM UNTIL SOURCE IS COMPLETE-Send 
email, write up if caught, FDA auditor will walk through the door at any second, high profile 
study, but this needs to be the standard for ALL STUDIES/ALL VISITS, no exceptions 

• Check Clinical Conductor still pending visits for all sites 
• Remind sites about drug waste 
• Reminder (if needed), they have spent the last 6 months with coordinators MAYBE seeing one or 

two patients a week, yes it’s busy, but come on now 
• Talk to your sites about capturing race in CC when a patient comes in-mass email is fine 
• Talk to Dr. Robbins about above issue, per Mer’s email 
• Talk to Angi, Becca, Nika, Cordy, etc, regarding gossip issue-replay she has been hired as an SOM 

for Dallas, she is training in KEL, they need to take her under her wing and mentor her 
• Talk to Nika/Cordy about 3 pts she turned down, remind Cordy she can’t make decisions without 

running them through Katie 
• Get Katie back in Keller to manage COVID trial, find coverage for Grapevine 
• Dana 

o Remind her about Nikki and the medical records 
o Pull Linda from lab and assign someone else 
o GSK MAT ICF issue email, possible trust issues with Linda and Jailyn 

• Run complion upload by Kate and Mercedes, then give directive to site 
• Chrystal-make sure FW gets the rest of their covid pts scheduled for the week 

Kandy 

• Talk to Christine 
o Create a same day list of patients to be “on call” for covid visits 

• GSK Recruitment Plans-questions-send to Kristi 
• Send email that Spanish translator doesn’t have to be on the DOA Log so sites are aware 



• Check Clinical Conductor still pending visits for all sites 
• Remind sites about drug waste 
• Reminder (if needed), they have spent the last 6 months with coordinators MAYBE seeing one or 

two patients a week, yes it’s busy, but come on now 
• F/U with HOU regarding COI for Tran 

8/12/2020 Action Items 

Kristi 

• Send Jasmine resume to Katie Buchanan 

Marnie  

• Talk to JV 
o First round of interviews, give her specific questions to weed out, forward her any 

contenders from Indeed 
o Respect she needs to work remote 
o Help with WEA or maternal trainings as needed 
o Get Nikki trained on medical records ASAP, so she can start taking over next week 
o Still remain MR backup 
o Start assisting with source creation and PSF review/approval 
o Mercedes will also see what things you can assist her with  
o I really think there was more—but you will need to ask Mercedes to see what we are 

missing 
• Talk to your sites about capturing race in CC when a patient comes in 
• Dana 

o Remind her about Nikki and the medical records 
o Make sure Nadia is being utilized to full potential 
o All COVID sites need to have a QC station prior to uploading into Complion (Alma) 

• Direct sites to do easier process for complion upload 
• Watch Thea like a hawk 

Kandy 

• Talk to KEL and HOU about ediary issue 
• NIKA/ANNE:  All COVID sites need to have a QC station prior to uploading into Complion 
• Direct sites to do easier process for complion upload 
• Watch Thea like a hawk 
• Call James if you have not talked to him already about EDC (214 208 0320) 
• Complete CAPA for FW 

8/11/2020 Action Items 

Mercedes 

• Call Arturo to confirm that drug received for KEL this week, can be utilized this week 
• Make sure Angie sends resumes over 



Marnie 

• Cordy 
o Check in on her, see if there is another unblinded that can replace her so she can get 

back to recruiting 
• Talk to Nika 

o Get Anne on the phones today, along with Alaina (do not pull them off the phones) 
o Check on drug 
o Make sure they are knocking out new drug in 2.5 days (16/16/8) 
o Make sure Katie is in Grapevine on Fri afternoon, so get help from someone else if 

needed 
o Look at schedule ad drug, day by day and confirm if you need the additional help.  If not, 

then please don’t pull them (Alma, Becca, Kati D, etc.)  
o Go over ediary issue/falsifying data, etc. 

• Talk to Becca  
o Help create the schedule for KEL COVID 

• Talk to Dana 
o  Go over Mer’s email re: COVID scheduling 
o Look at schedule ad drug, day by day and confirm if you need the additional help.  If not, 

then please don’t pull them 
o Go over ediary issue/falsifying data, etc. 

• Chrystal 
o Tell her to change the visit time to 2 to 2.5 hours 
o She needs to train recruiters to start capturing race in CC 

• Talk to JV 
o First round of interviews, give her specific questions to weed out, forward her any 

contenders from Indeed 
• Talk to your sites about capturing race in CC when a patient comes in 

Kandy 

• Nikki-make sure unblinded for COVID (to free up Jailyn to see maternal pts), blinded for all 
maternal/pedi, eventual training on Medical Records 

• Talk to Nadia (with Marnie)-can we get Nadia switched to onboarding/admin duties/take tasks 
over from Katie Buchanan for the next couple of months until Dana can take it back over.  If she 
is, then please facilitate the process between KB and NM and the FW site to get this started.   

• Talk to Christine 
o About the Complion upload station 
o Go over ediary issue/falsifying data, etc. 

• Talk to your sites about capturing race in CC when a patient comes in 

8/10/2020 Action Items 

Olivia 

• Hiring-Indeed Ads-Tweak to add the following  



o HOU-CRC, FW-CRC, KEL-2 CRC, 3-5 years’ experience  

Mercedes 

• Get resume for Decatur for possible cord blood pickup and maybe CRC assisting if KD friend does 
not work out 

• Interview Eddie 
• Get Lorena onboarded for PRN calling/scheduling and cord blood pickup  
• Draft up mat rsv deviation response 

Marnie 

• Get resume over from Kati Dykes-possible CRC asst 
• Call Nika/Katie: 

o Anne needs to focus on scanning into Complion as much as possible this morning 
o Need to start scheduling starting Tues afternoon for new covid pts 

• Call FW: 
o Get a game plan in place to get Complion caught up in EOB today 
o Move patients within their window to fit more COVID pts 
o Let Dana know Mer needs to know when they have a pedi blood draw due to so many 

deviations, so she can go up and draw 
• Call Jennifer Valo that she needs to be in FW the rest of the week 
• Call Chrystal and: 

o Direct John to call for KEL 
o Cordy cannot be responsible for KEL recruitment right now 
o Tell her OT is approved for nights and weekends so we can get spots filled 
o Let her know Shannon (anyone else), must call AND schedule 
o If newbies have questions, put them on hold and ask a seasoned employee, bc everyone 

needs to be trained and, on the phones, as soon as they can 

Kandy 

• Call Shannon and have her help call for COVID sites 
• Follow up with Ashley-would she be a better fit in FW long term?  
• Jasmine follow up 
• Make sure Niki is trained on unblinded for COVID (to free up Jailyn), medical records and blood 

draws for maternal studies, train others on blood draws on pedis 


