	Manager’s Checklist							                           Date 

	BEFORE PATIENTS ARRIVE

	· 
	Make sure all employees have a blank copy of their checklist (always have blank checklists on hand)

	· 
	Review all employee checklists from previous day 

	· 
	Review all metrics sheets to ensure accuracy

	· 
	Review New Arrival Log

	· 
	Review New Patient Value Form

	· 
	Review all meeting checklists & confirm that all meetings were held

	· 
	Check Daily Staff Huddle Checklist

	· 
	Praise Employees as often as possible

	

	INVENTORY

	· 
	Do daily inventory

	· 
	Check to see if supplements must be ordered

	· 
	Order Supplements as needed

	

	PAPERWORK, FORMS, LOGS, COPIES , INVENTORY

	· 
	Verify all New Patient charts are compiled correctly for the day

	· 
	Audit all patient files daily to ensure everything on protocol sheet was done

	

	OFFICE MANAGEMENT

	· 
	Complete Payroll

	· 
	Update list of supplies needed (paper, ink, TP, Cleaning Supplies, Postage, etc.)

	· 
	Make sure that there are sufficient copies of all logs and forms; make them if necessary

	· 
	Make sure mail goes out 

	· 
	Check daily with each staff member  1) Workload 2) Productivity 3) Downtime tasks

	· 
	Find co-worker doing good and write them a nice note

	· 
	Make sure to assign-out all tasks that are assigned to an absent staff member

	· 
	Review “Patient Concerns Form” and “Patients’ Questions & Comments Form” and resolve issues

	· 
	Complete Upsell Log

	· 
	Coordinate & Conduct weekly Staff Meeting

	

	DOWNTIME ACTIVITIES

	· 
	Choose Product of the Week and prepare quiz for staff members

	· 
	Assign downtime projects from the cleaning checklist as necessary

	· 
	Build Team – 10 good things to every 1 mistake

	

	CLOSING

	· 
	Collect checklists/ Remind all staff members to submit checklists at the end of the day – make sure there are no blanks remaining

	· 
	Verify all Patient Appointment confirmation calls have been made

	· 
	Verify all New Arrival confirmation calls have been made

	· 
	Remind all staff members to fill in daily metrics sheet


Total Clinic Services from Previous Day:  		
Total # Patient Visits Today: 			Total # New Arrivals: 			Checklist/ Metrics Review:
# employees

÷
# checklists completed

=
% completed


# employees

÷
# metrics completed

=
% completed






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 why stats may have gone up or down today:


							




	Signature 
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