 iv.  Beginning and End of Day Checklist Policy and Procedure for Staff
Beginning of shift
Ensure waiting room and exam rooms are cleaned up/garbage out/vacuum
Ensure no patient labs/reports still waiting for call back on front desk
Call new sign ups and follow “New Patient Enrollment for DPC Policy.” 
Ensure no tasks on EHR. 
Check office voice mail 
Check GHDFC Sign Out Sheet for incomplete items/unaddressed items from shift before
Ensure no open prescriptions for physician to approve.
Ensure all approved prescriptions are filled, counted and ready for physician to label for dispensing.
Check stocking of rooms
Make sure waiting rooms/exam rooms are cleaned up/garbage out/vaccuum 
End of shift
Ensure no tasks on EMR at end of shift
Ensure ALL LABS/REPORTS that are signed/reviewed by physician with instructions are called to patients BEFORE LEAVING THE OFFICE
Ensure no open prescriptions for physician to approve.
Ensure all approved prescriptions are filled, counted and ready for physician to label for dispensing.
Check office voice mail at end of shift
Fill out office Sign Out Sheet for next person
Make sure all calls/patient communication from the day are documented in EMR
Check stocking of rooms
Make sure waiting rooms/exam rooms are cleaned up/garbage out/vaccuum 
