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Staff and volunteer reporting of training and activity 

SMP Policy

All SMP volunteer coordinators and volunteers report SMP volunteer recruitment, public awareness and education activities in the SHIBA online system and in SHIPtalk.  

SHIBA online reporting system:
In the SHIBA online reporting system, volunteer coordinators and volunteers report training hours and client contacts.  All training hours and client contacts are reported immediately and no later than the 10th of the following month.  

Training hours are reported in the Timesheet.  

Client contacts are reported on the client contact form.  The client contact form is used to report any one-to-one activity with a client or their representative in-person, on the phone, via email or mail, etc. Always include SMP fraud prevention education when talking with a client and check on the form under “other” that “Fraud Error and Abuse Prevention/Education” was delivered.

SHIPtalk:
All volunteer recruitment activities, public awareness, group education, advertising, community events, email education, etc. are reported in SHIPtalk on a public activity and media report (PAM). Contact Christine Carillo Christine.carillo@doi.idaho.gov  to learn how to complete the PAM. 

There is a process for registering to log in to the two information management systems, and training on how to use the two systems.  

SHIBA online reporting system:

SMP Volunteer Coordinators and volunteer recruits follow the same process to become registered to use the system.  

1) A.   After being recruited as the volunteer coordinator, fill out the online volunteer application
at: http://www.doi.idaho.gov/shiba/Vol/login.aspx where it says “click here” to submit a volunteer application.

B. After recruiting a volunteer, have the volunteer fill out and submit the on-line volunteer application at: http://www.doi.idaho.gov/shiba/Vol/login.aspx where it says “click here” to submit a volunteer application.

2) Immediately email Christine Carillo at SHIBA Christine.carillo@doi.idaho.gov and report your name, or in the case of a volunteer, tell her the name of the volunteer you intend to have authorized to enter data on the SHIBA online system.  Copy Pam Catt-Oliason, SMP Director, pam.catt-oliason@aging.idaho.gov on this email.

3) Once you or the volunteer has completed the online application process, SHIBA will get an email from the system, provide you or the volunteer with a login and password, and notify you or the volunteer that this has been accomplished. Ask Christine for a copy of the application.

4) After you receive the application follow up with an interview and reference checks. Furnish your volunteer with the SMP Volunteer Handbook, the job descriptions, and follow the Volunteer Rick and Program Management and SMP Orientation guidelines on the SMP Volunteer Program webpage at http://aging.idaho.gov/smp/SMP%20index.html , to assist you with orientation of your volunteer.

5) You may begin training the volunteer at this time.
  
6) For SMP volunteers, whose role is to give group presentations, conduct counseling or complex issues, you will need to arrange a criminal back ground check with finger printing.  This should be conducted by your agency.

7) After you have completed the back ground check and fingerprinting, and therefore qualified your recruit to be a SMP volunteer, you will need to provide proof that the volunteer was finger printed and passed the background check. 

8) Your employer needs to verify with SHIBA that your volunteer has been fingerprinted, and verify that volunteer has passed the criminal background check. An official from your agency can email this verification to:
Christine Carillo
SHIBA Senior Health Insurance Office Specialist
Christine.carillo@doi.idaho.gov
and send a copy to Pam Catt-Oliason, pam.catt-oliason@aging.idaho.gov

SHIPtalk system:

Contact Christine Carillo Christine.carillo@doi.idaho.gov to register for the SHIPtalk system.


