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	Procedure
	Tasks

	Day before scheduled first group medical appointment

	Cost 
	· 

	Process
	· Verify all medical records (with flow sheet) are completed and available (paper/HIT)

· Verify all supplies for visit are available

· Verify agenda and confirm staff comfortable with assigned tasks 

· Confirm room availability

· Verify with front staff about group medical appts, co-pays are expected



	Resources
	· *List of supplies for a group medical appts

· *Review list of Dos and Don’ts

· 

	Other
	· 

	Day of the first group medical appointment/visit

	Cost
	·  

	Process
	· Prepare the room 1 hour before scheduled start time of event
· Have nametags available for writing their names
· Arrange the chairs in a horseshoe; condusive to talking
· Reinforce that information that is shared “stays in the room” – repeat at every visit
· 

	Resources
	· Determine who will monitor the time of meeting to end on time

· 

	Other
	· 

	Immediately after first group medical appointment/visit

	Cost
	·  

	Process 
	· Review the conduct of the visit – what worked, what needs improvement

· Document all the clinical findings for each patient

· Complete billing claim for each patient



	Resources
	· 

	Other
	· 

	Preparing for next monthly group medical appointment/visit

	Cost
	·  

	Process 
	· “Contact patients to verify their attendance at next meeting



	Resources
	· 

	Other
	· 


* Lumetra supplies generic resource
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