
CCBHC Launch Checklist 

Thriving in the CCBHC Model: Prepare Your Team for a Successful Transition

Congratulations on receiving a Certified Community Behavioral Health Clinic (CCBHC) Expansion Grant 
from The Substance Abuse and Mental Health Services Administration (SAMHSA)! This is a very exciting 
time for your agency, as well as, the individuals and community you serve. Organizational change of this 
magnitude comes with great challenges as well as great rewards. 

To assist you in preparing for this change we have developed a complimentary CCBHC Launch Checklist. 
Below is a list of 10 steps you should take to prepare your organization for the launch of its CCBHC 
program, including your first submission of CCBHC outcomes data. The tasks below will prepare you to 
become a successful CCBHC. 

Qualifacts offers its customers a complete package of CCBHC Strategy Implementation Resources 
including a sample marketing kit, project plan template, communication plan template, and one on one 
consultation for EHR configuration and set up. To learn more about our CCBHC offerings contact us today, 
call (866) 386-6755 or email info@qualifacts.com.

Suggested Members: 

• CCBHC Program Manager or Director

• Reporting or Analytics Professional 

• Training Professional 

• Representative from HR
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Assemble a CCBHC Readiness Team  
Once you receive the grant, the first step is to assemble a CCBHC Readiness Team. This team will assist 
in completing the tasks required to prepare the organization to get certified as  CCBHC, as well as, 
submiting the first CCBHC outcomes data.

• CFO

• COO

• Clinical Director

• Peer Professional 
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Complete an Assessment of Staffing Needs
The CCBHC treatment model requires specific types and credentialed staff to be in place before becoming 
certified as a CCBHC. Take inventory of the current staff and compare it to the requirements of the CCBHC. 
In addition, the agency will need greater open access to care which can mean more or different operating 
hours. You may also anticipate an increase in intakes. For this purpose, assess the capacity of the front desk 
and intake personnel. Will you need more? Will they need to work different hours?

• How many more Prescribers will be required?
-  Will they need MAT certification? 

• How many more Case Managers will be required?
-  Will current role change? Will caseloads increase?

• Do we have enough Intake personnel?
• Do we have enough Front Desk personnel?
• Will we need new job descriptions or need to modify current job descriptions?
• Where will we find Peer Support Professionals ?

Assemble a Peer Advisory Board
As a CCBHC, you may need to assemble and maintain a peer advisory board. This advisory structure 
provides methods for consumers, persons in recovery, and family members to provide meaningful input to 
the board about the CCBHC’s policies, processes, and services.

• Develop a profile of a strong advisory board member
• Develop policies, by laws, and processes for the advisory board
• Develop strategies for keeping advisory board members engaged

Assemble a Library of Current Workflows
With the transition to a CCBHC comes the need to collect new clinical outcomes. The more efficiently these 
outcomes are woven into the clinical workflows, the more apt Providers will be to collect the data and the 
better outcomes will be. In order to make possible changes to the workflows for the collection of CCBHC 
data, you will need to fully understand the current clinical workflows. 

• Documentation of current workflows will be required so agency can then re-engineer workflows for 
collecting CCBHC data if necessary

Set Up CCBHC Outcomes Reporting and Analytics Tool(s)
Establish the baseline for CCBHC outcomes so that you can measure improvement as the CCBHC matures. 
To do so you will need to set up or build CCBHC reports and dashboards that will provide transparency into 
the CCBHC outcome performance. 

• Set up or build the CCBHC Outcome reports
• Configure CCBHC dashboards
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Complete a Technology Inventory and List of Technology Needs 
The CCBHC has specific requirements that include the ability to support specific clinical workflows and, 
if PPS, specific billing processes. Assess your current technology to ensure you have all the features and 
functionality needed to support the CCBHC. 

• Clinical Record and RCM: Quality Outcomes Platform, eRX, integrated PDMP, EPCS, interoperability, 
Crisis workflows, MAT workflows, integrated treatment plans, integrated care workflows, and APM 
billing

• Reporting and Analytics Tool - outcomes reporting, cost reporting, and service usage
• Practice Management - technology to run the day-to-day administrative tasks 

Develop a Project Plan
When launching a new CCBHC it is advisable to create a project plan of all of the tasks and deliverables 
required to meet the compliance requirements of a certified community  behavioral health clinic. You can 
use a project plan software app or simply use Excel to capture all the tasks and deliverables. Each task 
should include a brief description, person responsible, target due date, percent complete, actual due date, 
and a place for comments. Below is a sample of some of the tasks we recommend you track.  

• Procurement of any additional or new technologies
-  Configuration, set up, and implementation of technology

• Assemble and update clinical and billing workflows
-  Communicate new workflows

• Configure EHR to support data collection with new workflows
• Complete a training plan

-  Create or update training materials
-  Prescriber training
-  Case Manager Training

• Staffing needs and update Job Descriptions
• Complete the marketing plan
• Complete the communication plan 

Develop an Organization Change Training Plan for CCBHC staff
When transitioning from a community behavioral health center to a CCBHC, you will need to manage the 
organizational change itself. Besides technical training on the requirements of the CCBHC, you will want to 
train organizational change as well. 

• Train on PDSA
• Train on the CCBHC criteria for each domain
• Train on the concept of open access (“No wrong door”)
• Train on new programs of services such as MAT or Crisis services (if you don’t already provide)
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Where To Go From Here 

Our innovative EHR systems enable you to 
focus on what’s important — client care — 

while integrating effectively, managing risk 
and staying ahead of the ever-changing 

regulatory landscape. For technology that 
simplifies the complexity you manage every 

day, contact us today for a demo. We wish your 
team continued success in your CCBHC journey!

For many organizations, adapting to a CCBHC will mean greater need for integration and 
data sharing, new workflows, expanded documentation needs and changing payment 
models. To be successful, CCBHCs and organizations that work with them must integrate 
systems effectively, measure and drive performance, and ensure easy access to data to make 
decisions. 

The road to becoming  a CCBHC is one with many twists and turns and Qualifacts would like 
to be a partner on your journey to success. We have helped over 100 agencies adapt to the 
demands of becoming a CCBHC.

Develop a Communications Plan 
Once the agency received the CCBHC grant, you will want to communicate it within and outside the 
organization. This is part of the change management strategy. Develop a communication plan that 
includes dates and persons responsible for developing messaging for different audiences and distributing 
the communication.  

• Agency Announcement: Communicate the change to all staff, including the Board of Directors. Include 
what becoming a CCBHC means for the agency, the community and the clients you serve.

• Client Announcement: Communicate the change to all current clients and alumni. Inform them the 
agency be offering new programs  and services, list what they will be, and include  how they can learn 
more. 

• Press Release: Author a press release to share on newswires, social media, the agency website and 
agency newsletter.

Develop and Execute a Marketing Plan for New Programs and Services
Build it, market it, and they will come. Your CCBHC needs to let the community know that it will soon be 
offering new programs and services as part of the continuum of care. 

• Market to current clients and alumni via email, brochure, postcards, letters, etc.
• Market to the community via the agency website and social media pages


