
	
	
	
	

	
	DELEGATION OF RESPONSIBILITIES
	
	

	
	
	
	

	
	

	
	USE STAFF TO FUNCTION AT THEIR HIGHEST TRAINED POTENTIAL

	
	

	
	

	STAFF
	FUNCTION
	RESPONSIBILITIES

	Practice Manager
	Meetings
	· Attend meetings and education sessions.

· Facilitate meetings within the office

1. Collaborative Leadership meetings

2. Weekly efficiency meetings.

3. Physician, Clinical, and Clerical meetings.

4. Monthly Collaborative Leadership meetings



	
	Communicate
	· Keep open lines of communication with staff at all times on items that pertain to their responsibilities.

· Open Door Policy to allow staff to problem solve and brain storm ideas.

· Listen, Support, Respect.



	
	PDSA
	· Monitor progress of PDSA by running and grafting reports to show TEAM progress.

· Address barriers to maintain momentum and achieve time line. 



	
	Reports
	· Run monthly CIR reports and populate Practice Outcome Reports.

· Reports by provider to determine:

1. Patient due for office visits.

2. No & Not reports

3. PDSA reports to monitor and graft progress.

· Physician reports to monitor outcomes that are tied to compensation.




	Practice Manager
	Coach
	· Maintain an Open door policy to brainstorm and problem solve.

· LISTEN, LISTEN, LISTEN  & ENCOURAGE.

· Support and monitor PDSAs and provide assistance where applicable.

· Respect staff and refrain from micromanaging their tasks.

· Facilitate a positive “can do” atmosphere with small incentives.

· Acknowledge accomplishments

1. Verbally

2. Notes and Stickers

3. Spot Awards

4. Food

· Schedule coverage for all staff members to attend a Maine Health Workshop.  (To catch the bug!!)

· Fun

1. Maintain positive “can do” environment.

2. Post progress grafts on bulletin boards

	
	Resource
	· Support other managers in the collaborative and share ideas.

·  Establish a TEAM relationship with PHO members who can assist with problem solving and brainstorming.

· Be accessible to physicians for emotional and technical support.



	
	CHIEF COOK & BOTTLE WASHER
	· Crisis management 

· Be ready to accept all unassigned tasks.

	
	
	

	
	
	

	
	
	

	
	
	


