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	USE STAFF TO FUNCTION AT THEIR HIGHEST POTENTIAL

	
	

	
	

	STAFF
	FUNCTION
	RESPONSIBILITIES

	CLINICAL ASSISTANTS
	Determine what needs to be done at time of visit?
	· Review Target Report and highlighted metrics.  

· Administer vaccines if indicated

· Draw A1C 

· Follow standard rooming procedures.

1. Vitals

2.  Allergies

3.  Smoking Status & Exposure

4. Review PHQ-9, enter Questions 1 & 2 into the computer and leave questionnaire for MD to review.

5. Discuss importance of diabetic eye exam if indicated.

6. Ask patient to remove shoes and socks.

· Complete rooming procedures prior to time of appointment.



	
	COMPLETE ORDERS
	· Lab

· Prescriptions

· Ancillary Testing

· Referrals



	
	SPECIAL ACCOM-MODATION
	· Clinical Staff review CIR list of visits due for their physicians.

· Physicians requesting standard lab orders are sent to patient with the office reminder letter so blood work is complete before the office visit.   We send a list of Nordx draw stations and ask the patient to call us two days after their blood work is drawn to schedule an appointment with their physician.



	RN, CLINICAL TEAM LEADER
	LAB ORDERS
	Two physicians prefer labs be drawn prior to office visit.   From OV Reminder list, RN prints standing orders for these physician’s patients to accompany office reminder letter.   

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


