	UPON ARRIVAL

	· 
	Wear your name tag

	· 
	Check opening cleaning assignment


Daily Tasks								
 
 	       

	PATIENT FOCUS

	· 
	Use the Rule of 2’s with each patient (say each patient’s name at least twice)

	· 
	During patient services keep patient discussions on positive aspects of progress – use appropriate scripting

	· 
	Clean up after each patient service you perform

	· 
	Write notes in charts for each patient service you perform

	· 
	Check with FD after every service to see where you are needed

	· 
	If a patient is waiting and you are available, attend to them—offer water, visit, etc.

	· 
	Fill out “Patient Concerns” to review with Doctor

	· 
	Fill out “Patient Questions & Comments Form”

	· 
	Use upsell scripting during patient treatments

	· 
	Verify all services on protocol sheet are completed on each patient

	   # Referral cards given to patients
	Amount  of products upsold today

	   # Patient video testimonials taken
	# Online reviews taken

	   # Services performed today 
	# Patients reactivated today



	DOWNTIME

	· 
	Check staff cleaning checklist to see what needs to be done and log completed tasks in downtime section

	· 
	Sharpen the saw—educate yourself everyday: watch training videos on Club Reduce

	· 
	Marketing: Pull files of past patients to call, update address and check in

	· 
	Find co-workers doing good and write a note. Put in box to be read at staff meeting.

	· 
	Complete your numbers on daily stats sheet

	· 
	Turn in checklist to manager  @ the end of the day

	· 
	Complete all closing tasks including cleaning



Downtime										Time spent:

			


Meetings										Time spent:

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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