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Background: 
The MetroHealth System is one of the largest, most comprehensive health care 
providers in Northeast Ohio, serving the medical needs of the Greater Cleveland 
community for 175 years. More than 500 primary care and specialty care physicians 
practice within The MetroHealth System. Affiliated since 1914 with Case Western 
Reserve University School of Medicine, MetroHealth is a center for medical research 
and education, with all active staff physicians holding Case faculty appointments.  

The MetroHealth System is composed of a major medical center, a rehabilitation 
hospital, two long-term care/skilled nursing centers, an outpatient surgery center, and a 
network of community-based health care centers.  

MetroHealth Medical Center, located on the near west side of Cleveland, is a leader in 
trauma, emergency and critical care; women’s and children’s services, including high-
risk obstetrical care and neonatal intensive care; comprehensive medical and surgical 
subspecialties; heart and vascular care; cancer care; senior health; stroke and 
rehabilitative health care services.  MetroHealth Medical Center offers the most 
advanced techniques in treating complex medical problems.  

MetroHealth Medical Center provides care to nearly 28,000 inpatients, including more 
than 3,400 newborns annually.  More than 700,000 visits are recorded each year in the 
medical center’s outpatient centers.  Patient visits to the emergency department exceed 
100,000.  

CSP Specifications: 
Include pricing to be firm for a term of 3-year(s) “Initial Period” with an option to extend 
for 2 additional 1-year(s) under the exact pricing, terms and conditions as agreed upon 
in this agreement and correlating addendums or attachments if applicable. 
 
 
 
 
 
 
 
 
 



 

 

 
SCRIBES RFP REQUIREMENTS 

 
 
EXPECTATIONS 
 
MHS is seeking to improve the efficiency and patient flow processes for ED, Outpatient, 
and Inpatient encounters.  The purpose of this document is to provide interested and 
qualified vendors with sufficient information to enable them to propose an offer for these 
services. 
 
MHS may contract with a vendor for the provision of medical scribes, to assist with 
many of the clerical activities associated with providers practicing emergency medicine 
in an emergency department setting as well as providers in various primary care and 
specialty clinics and inpatient services.  They will function under the direct oversight and 
control of a provider who will review and approve all documentation.  The scribes will 
obtain and present to the provider results of clinical testing, gather laboratory results 
and other reports and/or records as required by the provider.  Scribes may make and 
answer telephone calls as directed by the provider. 
 
MHS seeks to have scribes available for a minimum of 5, 8 hour shifts/day, with the 
option to increase utilization as needed. 
 
It is the expectation that the vendor selected will be responsible for all costs associated 
with the scribes, including health screening in compliance with MHS policy, mandatory 
in-service, uniforms and parking. 
 
The vendor selected must meet the specifications and requirements contained in this 
RFP. 
 
SCRIBE REQUIREMENTS: 
 
Please explain how your organization will meet and perform the following requirements:  
 
a. Scribes must be proficient in medical terminology. 
 
b. Scribes must be high school graduates AND either currently enrolled in or have 

completed one year of post-graduate education.  Pre-medical/science students are 
preferred but not required. 

 
c. Scribes must be proficient in (English) grammar. 
  
d. Scribes must be physically able to work freely, lift  5 pounds and push 10 pounds 

(excluding patient care activities) and shall not have visual, hearing or physical 



 

 

impairment that would preclude the ability to perform said duties, and scribe must 
be able to be in immediate vicinity of assigned physician at all times. 

 
e. Scribes must demonstrate ability to type 60wpm with 90% accuracy. 
 
f. Scribes must demonstrate professionalism and an attitude of respect in all 

dealings with patients or staff. 
 
g.   Scribes will document:  history and physical exam as it is being performed by ED  
        physician.  
 
h. Scribes will transcribe all ancillary test results and the interpretation of those results 

by the physician, including labs, imaging, ECG’s and ABG’s.  Scribes will perform 
ancillary tasks as directed by the provider, including the provision of comfort 
measures for patients. 

 
i. Scribes will record the physician’s consultations with family members and/or other 

physicians/ social workers/specialty services/interpretation services, including time 
and date stamp. 

 
j. Scribes will provide prior medical records that include PMH, prior labs, ECG and 

radiographic studies for comparison for physician’s review. Scribes will access 
medical records from other institutions as requested. 

 
k. Scribes will assist with medication reconciliation documentation. 
 
l. Scribes may document procedures and treatment performed by the provider or any 

other healthcare professional, including nurses, nurse practitioners, residents and 
physician assistants. 

 
m. Scribes will check on the progress of labs, x-ray and notify physician of ancillary 

tests or consultant’s documentation as it becomes available. 
 
n. Scribes will add chart narratives, such as course of events within the ED, re-

evaluations, re-interpretations of vital signs, physical exam, medical decision-making 
or other parameters as described by the physician. 

 
o. Scribes will document procedural “time-out” and informed consent as done by the 

physician. 
 
p. Scribes will record physician-dictated diagnosis, prescription and patient instructions 

for discharge and follow-up. 
 



 

 

q. Scribes will alert physician when chart complete or if portions incomplete (ie., ROS 
for level of service). 

 
VENDOR REQUIREMENTS 
 
Please explain how your organization will meet and provide the following:  
 
a. The vendor must be both licensed by and located within the continental United 

States of America. 
 
b. The vendor must provide the following “coverages”:  professional liability, insurance, 

unemployment insurance, social security, workers’ compensation, in compliance 
with MetroHealth standards as required. General and Professional liability of $1M 
per incident and $3M in annual aggregate. 

 
c. The vendor is responsible for all costs associated with second and further rounds of 

recruitment and training and Quality Assurance. 
 
d. The vendor shall provide a Chief Scribe/Supervisor who is responsible for ensuring 

scheduled coverage, monitoring scribe performance and performing quality 
assurance audits as specified by MetroHealth Medical Center. 

 
e.  Scribes assigned to MetroHealth will be required by Human Resources to go through 
new   
     employee screening.  This will include background checks, TB testing, and drug 
screening. 
     Parking passes and ID badges will be assigned during this process.  (The only cost 
to the  
     vendor will be for parking services which is currently $15.72 bi-weekly)  
      
f.   Scribes assigned to MetroHealth will also be required to attend new employee 
orientation.  
 
 


