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2/21/17
Patient Care Checklist for Reception Staff - Master

	Pre Visit (up to 1 week prior to all preventive visits)
	Visit (at check in)
	Post Visit (at checkout)
	Between Visits
Phone staff – Booking appts.

	· Prepare forms

· print Ins. waivers for  Specialty visits
· Print/pull PHA forms(age specific, new or return) 
· SWYC forms 0-5 yrs
· 0-4mo needs post pardum form also
· Pull Behavioral health Screening forms (children <18) new form 18 >
· Print Vaccine Eligibility (given first visit children <21)

· Health Care Proxy 

· Print Privacy Notice (new patients)

· Print HIPAA notice (new patients)
· Emergency Contact info

· Check Eligibility(day 1-5 forward from current date)
· Look at patient age to see if they need colonoscopy or chlamydia testing. If so put in a note to give out kit.

· Any insurance not auto-checked by insurance verify by website (active, VMG pcp, copay amount, right insurance plan listed)

· If autochecked by Athena view details to confirm (active, VMG pcp, copay amount, right insurance plan listed)

· Masshealth must check day of visit (If BMC healthnet, not VMG pcp, complete pcp change  form and fax to BMC; Call pt and inform need to change pcp)
· Check emergency contact, in full registration an populate onto quickview
· ID High Balance Accounts

· Note appt. to collect on balance
· Reminder calls (Live Reminder calls for Nutrition, Diabetes Educator and New Patient PHAs, spirometry)
	· Check patient in 
· Verify patient name

· Read patient notes

· Check for  balances
· Verify demographics:

· Address

· Phone number

· Email address

· Language

· Insurance
· Race/ Ethnicity

· Scan photo I.D

· Emergency Contact
· Check Masshealth daily 

· If BMC healthnet, not VMG pcp, complete change  form and fax 

New Pt. or PHA – check medication authority box

            Print medication list for pt.  

            To review.
Verify Insurance/ scan cards
insurance area

All Medicare insurances give PT. CCM papers and enter date (06/15/2015)
MEDICARE Patients- Give ABN waiver for all SPECIALTY VISITS

· Inform Copay amount

· Collect / Enter copay

· Collect on balance

· Self pay process/form

· Save check in

· Give out forms

· Give kits if needed

· Give patient receipt

· Click “Done w/check in”

· Relay on-time status 
	· Greet patient

· Do check out process/ Schedule follow up/ additional tests from today’s visit / up coming appts.
· Check QM tab for tests needed 
· Medicare PHA – change appt. type to medicare pha
· If tufts or HNE (put this in pt. notes so m.a. can make provider aware to code differently.
· Print educational materials ordered by provider
· Print After Care Summary
· Review preventive needs

· age/gender prevention and disease management

· Book appts by ticklers 
· If they don’t book Disease appts.or pha  add a tickler in for date due
· Portal use
	· Outreach(outreach staff)
· Automatic calls going out for Disease appts and PHA

· Monthly reports for  prevention visits

· (Phone staff) Verify demographics:

· Phone number
· Emergency contact
· Usual provider

· Insurance
· Check Appt Specification box
· Consent to call box
· Book appointments by ticklers. 

· Medicare PHA – change appt type to medicare pha and note in appt. tufts/hne medicare.  
· Ask patient to bring meters, logs, readings 
· Bring medication lists to all PHA appointments
· Returning patients must pay off old balance before being seen again

· Pt.s with a balance give them process to follow.set up pmt plans
· Remind pt. copay due at time of service
· Mail Welcome letter and brochure/info for n/p



