Exam Tech Checklist
Opening
· Boil Hot Water & Stock Cups
· Turn on all lights
· Turn on Music
· Turn on all computers, set Dr.’s to proper screen
· If CA away – check & change messages & count float
· Check Tray in DR.’s office
· Know Theme & Supplement on sale
· Place the days clinical schedule on wall between Rm. 1/2  & 3/4 
· Double check that all clinical are pulled and ready for shift
· Open door at 6:40 am
· Huddle with DR.’s

Prime Time
· Answer phones
· Help patients front desk requested & welcomes
· Perform all PE,CE, NP exams and anything that the DR.’s request right away
· Show traction
· Upload all X-rays, bio-structure and scans onto the computer
Down Time
· Walkabout every hour to ensure the office is tidy
· Stock and organize station
· Neverending List
· Prepare Anniversary Reports
End of Day
· File al NP sleaves and files from the day
· Clean & Straighten up Reception area, Hot seats, Adj. rooms, Front hall, Supplement Shelves, Lending Library & Kids area
· Turn off X-ray & Scanner computers
· Make sure all clinical is prepped for next day(check to see if anything has been added)
· Put all next day reports in “Today” slot at front desk
· Turn off all computers
· Dump hot water & wipe down counter
· Turn music off
· If front desk away complete front desk close by preparing deposit ,prepare next day huddle sheet & doing EOD reports
· Turn off Lights
· Set Alarm
Report Time
· Help team with set up & clean up
· Be accessible after Dr finishes with D/R to Scan guests
· Help with Financials
Team Meeting
· Help team with set up & clean up
· Be prepared with all info you will need (Scripts, etc.)
Weekly
· Stock exam rooms with everything needed
· Put any inventory needed onto a list or let office manager know
· Get dirty laundry ready for Brown’s and put away clean laundry (Mon & Thurs)
· Change towels in washroom
· Prepare Magazettes
· Weekly Communication Sheet finished and placed on Dr.’s desk by end of Thursday



