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	STAFF
	FUNCTION
	RESPONSIBILITIES

	PATIENT SERVICE REP
	Scheduling
	Determine the reason for appointment and document using the terms  “DM Annual”.   DM 3 MO FU or DM 6 MO FU.  This information prints on the Day Sheet, queuing the staff to review metrics need when rooming the patient.



	
	Reminder Calls
	 All annuals and diabetic follow-up appointments are told to arrive 10 

 Minutes early so the nurse can complete her part of the visit prior to the

 appointment time.  This helps keep the doctor on time.

             

	
	Send Reminder Letters
	 Office Visit Review Report is run from the CIR.  This list is given to the PSR

  to check for pending appointments.  If no pending appointment scheduled the

  PSR sends a “Diabetic Follow-up Letter.



	
	Diabetic Target Reports
	The appointment list  “Reason for Visit”.  Target Reports are printed for all diabetic patients and metrics that need to be addressed are highlighted for clinical staff.  Target Reports are paper clipped to encounter form.  If an eye exam and/or PHQ9 is indicated, the Eye Exam Letter and/or PHQ9 form is also attached to the encounter form.

	
	Lab Orders
	Wednesday is phlebotomy days.  PSR’S are familiar with the diabetic patient.  Lab orders are attached to encounter form.  Pending lab orders are checked for diabetic patients.  If there is an outstanding order for a diabetic metric, those orders are also attached to the encounter form.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


