IN CA – Checklist
OPENING

· Make tea, label and stock cups

· Turn on all lights

· Turn on music

· Turn on Detech

· Turn on correction of the week

· Turn on all computers, set Dr.’s to proper screen

· Take messages and Follow-Up

· Change message for the day

· Count your float

· Check your tray in Dr.’s office

· Check communication book

· Know theme and supplement on sale

· Open door at 6:40 a.m.

· Huddle with Dr.’s.

PRIME TIME

· Answer phones

· Help patients front desk requested and welcomes

· Pull arrived exam charts and check for paperwork

· Put chart on top of cabinet and let tech or exam Dr. know when they are ready

· Greet new patients, give paperwork

· Collect NP paperwork

· Make sure they have given all pertinent information

· Photocopy

· Put on top of filing cabinet and let Dr. know they’re ready

· Write NP into logbook and make a sleeve

· Give photocopy to OUT CA

· Make 15 min late adjustment calls – R/S or TENT R/S

· Schedule appointments

· Policy review for delinquent patients

· Lead exam patients to see OUT CA to schedule their report
· Walk about every hour, make sure office is tidy

· Give out weekly handout – with a TIC!

· Gifting to patients who referred

· NNP – make sure you record it

· Talk TIC and promotions

REPORT TIME

· Set up report in reception area

· Report x-rays up

· Full spine, c-spine and Ruck’s book on table

· Highlighter on white board

· Seat anniversary report patients in proper place

· Set up reports for Dr. outside their report room

· Set up their first report, x-rays on view box, file in door

· Finances

PROBLEM/SOLUTION ON THURSDAYS

· Bring 1st problem solution report to proper room

· Finances

M/A or R/S APPOINTMENTS (REPORTS)

· Place x-rays in recall slot

· Give chart to OUT CA

DOWN TIME

· Recalls

· Help OUT CA enter maps

· Next day reminder calls for adjustments

· Front desk request next day clinical

· Report follow-up

· NP log follow-up

· MLGS follow-up

· Stock and organize your station

· Neverending list

END OF DAY

· Make sure all M/A calls are done

· Make sure all reminder calls are done and front desk req’d

· Make sure all recalls and follow-ups are done

· Put NP’s on the white board for next day and referral name

· Put birthdays on white board for next day and front desk request them

· File all NP sleeves and files from the day

· Clean up and straighten reception area, hot seats, adjustment rooms, front hall and supplement shelf
· Straighten up lending library and kids area

· Straighten up your desk area

· Turn off reception computer and computers in Dr.’s adjustment rooms

· Dump tea and rinse thermos dispenser.  Wipe off counter if sticky

· Turn off Detech

· Turn off stereo

· Fill out timesheet and communication sheet

· Adjust petty cash

· Huddle next shift

· Turn off all lights

GENERAL 

· Have a handout and a tic for the week

· Check your recall box daily and follow up to make sure they’re getting done.  They need to be all taken care of by the end of the week – Tues afternoon is good for this

· Make sure all plans in top of tray are front desk requested 2x per week on Monday and again on Thursday

· Make sure everything in bottom tray is front desk requested 1x week on Monday

LENDING LIBRARY

· Lending library will be your responsibility
· Front desk request all library books that are due and change dates on any that want an extension

· Make any calls needed to get books back

· Overdue books will be charged $1/day

TEAM MEETING

· Be prepped with all info you will need (scripts, etc.)

· Have your unconditional TU card ready

· Bring your blue binder

· Check inventory and let OUT CA know if you need any supplements or products from staples – put on the inventory sheet

· Prepare NP referral cards for Dr.’s and put on their desk.  Document gift on chart and front desk request it in the computer.  Mail cards when you get them back from Dr. 

MONTHLY

· Print birthday list before end of the month for the following month

· Petty cash
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