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	Standard Work Sheet

	PURPOSE: ensure clear and complete understanding of next steps of care for each patient.
	PROCESS :In Room Patient  Check out



	Step
	Description: 


	Key Point / Image / Reason
	Who 
	Time

	1.
	Clinician instructs patient to remain in exam room for DMA 
	
	Clinician
	

	2.
	Clinician informs DMA of next steps
	
	Clinician
	

	3.
	DMA returns to exam room and books follow up appointment and/or yearly physical
	Cdm visits for DM and HTN
Visits booked upon rooming for DM 2x a year

HTN 1x a year incorporated into physical. If follow up cdm needs to be sooner will correct at check out
	DMA
	

	4.
	Read instructions and book specialty appointments that do not require review. Examples are visual ,mammograms, orthopedics,
	Provide phone number for 

Specialties that need to review order before booking

or if patient is unable  to wait
	DMA
	

	5.
	Book stat imaging or imaging that does not require a prior authorization
TMP and HP
	
	DMA
	

	6.
	Print and review after visit summary

with each patient.
	Ensure clarity of next steps

and set expectations around TAT for outreach by specialties, imaging
	DMA
	

	7..
	If referral to outside provider is needed

Escort patient to referral coordinator 
	
	DMA
	

	8.
	If a referral isn’t necessary, escort patient from department
	Provide Service Excellence
	DMA
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