SOP Starter Kit for AI Notes
This document offers a template and best practices for creating a Standard Operating Procedure (SOP) for your team's use of AI Notes. Customize it to suit your clinic's specific needs, internal policies, and compliance requirements.

Purpose
The purpose of this SOP is to establish a clear and consistent process for using AI Notes to streamline documentation, ensure accuracy, and stay compliant with clinical and regulatory standards.

Scope
This SOP applies to all clinicians, therapists, and staff members using the AI Notes feature within the Checkpoint platform to document client sessions.

Roles and Responsibilities
· Clinicians/Therapists: Responsible for inputting accurate and sufficient information into AI Notes, reviewing the generated draft for accuracy, and finalizing the note.
· Supervising Clinicians: Responsible for overseeing the use of AI Notes, providing guidance to team members, and ensuring notes meet quality standards.
· Clinic Administrator/Super User: Responsible for training new staff, acting as the primary contact for AI Notes questions, and helping to refine the SOP.

Procedure
Step 1: The Input Process
· When to Use AI Notes: Utilize AI Notes for documenting all standard therapy sessions.
· Input Requirements:
· Input a minimum of 3-5 key bullet points or a short paragraph summarizing the session.
· Ensure the input includes the following mandatory information to generate a high-quality draft:
· Client's presenting issue(s): What were the main topics discussed?
· Therapeutic interventions used: What specific techniques did you apply? (e.g., CBT, Motivational Interviewing, Grounding exercises)
· Client's response to interventions: How did the client engage or react?
· Assessment of progress: Briefly state the client's overall progress toward their treatment goals.
· Plan for the next session: What are the next steps?
· Best Practices for Input:
· Use clear, concise language.
· Avoid using Protected Health Information (PHI) within the initial input if possible, unless necessary to describe a specific event. The full note will be generated securely.
· Review the input for spelling and grammar before generating the note.
Step 2: Reviewing the Generated Note
· Read the Entire Note: Do not assume the generated draft is perfect. Read through the entire note to ensure it accurately reflects the session.
· Check for Factual Accuracy: Verify that all details, such as interventions used and client's reported feelings, are correct.
· Verify Compliance and Quality:
· Ensure the note meets all internal and external compliance standards (e.g., Medicaid, insurance provider requirements).
· Confirm that the tone and content are appropriate and professional.
· Make Edits as Needed: Edit any parts of the note that are inaccurate, incomplete, or require additional context. You are the final authority on the content of the note.
Step 3: Finalizing the Note
· Sign and Lock: Once the note has been thoroughly reviewed and edited, sign and lock the note within the Checkpoint platform.
· Timeliness: All session notes must be finalized within [e.g., 24, 48] hours of the session.

Training and Support
· Initial Training: All new hires will receive a one-hour training session on this SOP and the use of AI Notes.
· Ongoing Support: For questions or concerns, please contact the designated System Controller.
· Feedback: Clinicians are encouraged to provide feedback on the AI Notes feature and this SOP to [e.g., the System Controller, management] so that we can continue to refine our processes.

Policy Updates
This SOP will be reviewed annually or as needed when new features or compliance requirements arise. All staff will be notified of any changes to this procedure.

