Job Action Sheet

Forms Collection

Level 3 (Non-licensed)

Forms Collection
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Lead Clerical Manager

Mission:
Collect the Client Medical History, consent forms, and any other important documentation.  Check to ensure all forms are complete and legible.  Assist clients with form completion if necessary.
Qualifications:
Non-medical, basic clerical skills/attention to detail, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 3

__ SCHA Office Assistants

__ SCHA Patient Service Specialists
Equipment:

__ Vest/ ID Badge

__ Pens

__ Clipboards
__ Form Collection box
__ Paperclips
__ Other office supplies
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Lead Clerical Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Assist in setting up clinic operation.
Primary Duties:

If the client comes to the Exit station opting out or is deferred 

__ Keep the:  Medical History form, Follow-up Information sheet, and Adult Immunization Card and other documentation.

__ All educational material can go with the client.

If the client received the prophylactic treatment

__ Ensure all pages of the Patient Medical History and Consent Form are complete and legible.

__ If anything is illegible or incomplete, assist the client with completing the form.

__ Ensure lot numbers are entered on the appropriate documents.

__ Ask the client if they have any remaining questions that need answered before leaving the clinic.

__ Annotate departure time on the clinic checklist and retain for future reference  (If applicable).

__ Collect the necessary documents and sort appropriately

__ Direct the client to the exit.
Deactivation Phase:

__ Re-pack supplies conveniently for next clinic and notify Supply Manager of any supply needs

__ Assist with the tear down and clean up of the area.

__ Check out with Lead Clerical Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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