Front Desk Checklist
	UPON ARRIVAL
	Date
	

	· 
	Retrieve all voice messages and follow up

	· 
	Coordinate any areas of concern with Doctor

	· 
	Check urgent updates in Club ReduceAppointments Kept
# Pts Scheduled

÷
# Pts Showed

=
% Pt. Appointments Kept

# Na Scheduled

÷
# Na Showed

=
% NA Appointments Kept




	· 
	Print daily schedule for Program Coordinator and Therapists

	

	FINANCIAL

	· 
	Count change box and determine if change is needed 

	·  
	Create daily financial report from previous day and give to Manager

	

	PATIENT ACTIVITIES

	· 
	Upsell at checkout—“Do you have enough ____for this week?”
	# upsells
	
	

	· 
	Invite patients with success stories to do video testimonials 
	# invited
	
	

	· 
	Log all patient testimonials & upload to CR
	
	
	

	· 
	Referral cards given to patients
	# given
	
	

	· 
	Ask all patients to give online review
	# reviews
	
	

	· 
	Reactivate patients
	# reactivated
	
	

	· 
	Retrieve and check messages throughout the day

	· 
	Use the rule of 2’s with each patient (say their name twice)

	· 
	Perform all patient financing after sale

	· 
	Greet each patient by name. For NAs – “You Must Be Susan! We’ve been expecting you!”

	· 
	If patient is waiting, offer them a free sample shake or hand facial

	· 
	Before each patient leaves, make sure their next appointment is scheduled

	· 
	Check to make sure all program protocol was followed and noted in patient chart

	· 
	Keep “New Arrival Log” Current
	
	# New Arrivals Today
	
	# Entered on Log
	
	

	· 
	Log all NA Missed Appointments and call w/in 15 min.
	# NAs Late for appt.
	
	# Called w/in 15 min.
	
	# NA MAS Created
	
	# NA MAS Returned
	

	· 
	Log all Pt. Missed Appointments and call w/in 15 min.
	# Pts. Late for appt.
	
	# Called w/in 15 min.
	
	# Pt. MAS Created
	
	# Pt. MAS Created
	

	· 
	Log NA no-shows on  Missed Appointment Log

	· 
	Log Patient no-shows on Missed Appointment Log

	· 
	Use paper scripting and give NAs all paperwork

	· 
	Each time you are asked a question, fill out the “Patient Questions & Comments Form"

	· 
	If patients have specific concerns you can’t handle, fill out “Patient Concerns Form”

	# Patient Appointments Tomorrow
	
	÷
	# Confirmed
	
	=
	% Confirmed
	
	

	# NA Appointments Tomorrow
	
	÷
	# Confirmed
	
	=
	% Confirmed
	
	

	

	PAPERWORK, FORMS, LOGS, COPIES , INVENTORY

	· 
	Give all  files to Doctor for NA Patients

	· 
	Provide Doctor with notes/file whenever a scheduled potential new patient has arrived

	· 
	Enter all patient contact info from their paperwork into computer

	· `
	Ensure that there are enough Kits and Program Manuals on hand

	· 
	Complete the New Patient Value Form any time a new patient signs up

	

	DOWNTIME ACTIVITIES

	· 
	Update Stats for staff meeting

	· 
	Sharpen the saw—Educate yourself everyday: Read one Solutions4 short sheet each day

	

	CLOSING

	· 
	Check schedule to ensure that we have enough kits for tomorrow’s New Arrivals

	· 
	Verify that all confirmation calls have been made



	Other Priorities Today & What I Actually Accomplished 
	Time Spent:                                  l         

	


	

	Downtime 
	Time Spent:                                  l

	


	

	Meetings
	Time Spent:                                  l

	


	

	Good News / Red Flags / Suggestions 

	

		Rate Yourself: (1-10)

	Positive attitude
	
	
	
	Gave 5 Star Service
	
	
	
	Team Player
	

	Left Personal issues @ Home
	
	
	
	No Inappropriate Visiting
	
	
	
	Problem Solver
	

	On Task during Downtime
	
	
	
	No Personal Phone Usage
	
	
	
	Built Business
	

	Reason statistics may  have gone up or down today:
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