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COMPETENCY ASSESSMENT

Procedure 13-5: Checking in Patients in a Paper System
	Task:
	To ensure the patient is given prompt and proper care; to meet legal safeguards for documentation.

	Conditions:
	•
Patient chart

•
Black ink pen

•
Required forms

•
Check-in list

•
Appointment book

	Standards:
	Perform the Task within 25 minutes with a minimum score of ___ points, as determined by your instructor.


Competency Assessment Information

Use the following information to check patients in for their appointments in a paper system. To complete appointment book page, use scheduling form provided in Procedure 13-3.


1.
Jordan Connell presents in the clinic for his 3:00 p.m. appointment with Dr. Heath on June 3, 2012.


2.
Elane Ybarra arrives in the clinic on June 4, 2012 for her 10:15 a.m. appointment with Dr. Schwartz.


3.
Ed Gormann arrives at 9 a.m. for his physical with Dr. Heath on June 5, 2012.


4.
Vito Mangano did not keep his appointment with Dr. Heath on June 10. His appointment should be marked as “no show” for record keeping purposes.

Time began: ___________
Time ended: ___________
Total time: ___________
	No.
	Step
	Points
	Check #1
	Check #2
	Check #3

	1
	The previous evening or before opening the ambulatory care setting, prepare a list of patients to be seen and assemble the charts. 
	
	
	
	

	2
	Check charts to see that everything is up to date, paying attention to detail.
	
	
	
	

	3
	When patients arrive, acknowledge their presence. If you cannot assist them immediately, gesture toward a chair; thank them for waiting as soon as you are available.
	
	
	
	

	4
	Check in the patient and review vital information, such as address, telephone number, insurance, and reason for visit. Be certain to protect the patient’s privacy by reviewing this information where doing so cannot be overheard by others.
	
	
	
	

	5
	Use a pen to check off the patient’s name from the daily worksheet if one is used for the permanent record.
	
	
	
	

	6
	Politely ask the patient to be seated and indicate the appropriate wait time, if any.
	
	
	
	

	7
	Following clinic policy, place the chart where it can be picked up to route the patient to the appropriate location for the visit.
	
	
	
	

	Student’s Total Points
	
	
	
	

	Points Possible
	
	
	
	

	Final Score (Student’s Total Points/Possible Points)
	
	
	
	


Instructor’s/Evaluator’s Comments and Suggestions:

	CHECK #1

Evaluator’s Signature: 
	Date: 


	CHECK #2

Evaluator’s Signature: 
	Date: 


	CHECK #3

Evaluator’s Signature: 
	Date: 


ABHES Competency: MA.A.1.8.c Schedule and manage appointments

CAAHEP Competencies: IV.P.2 Report relevant information to others succinctly and accurately; V.P.1 Manage appointment schedule, using established priorities
This project was funded at $3,000,000 (100% of its total cost) from a grant awarded under the Trade Adjustment Assistance Community College and Career Training Grants, as implemented by the U.S. Department of Labor’s Employment and Training Administration. Rogue Community College is an equal opportunity employer/program. Auxiliary aids and services, alternate form and language services are available to individuals with disabilities and limited English proficiency free of cost upon request.      
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