DOWN TIME- HYGIENE
CLEAN/RESTOCK/SERVICE:

· OP
· DE-CLUTTERED/HIPPA COMPLIANT
· RESTOCK
· PAPER TOWELS/CUPS
· OPS
· HYGIENE
· LAB
· INSTRUMENTS STERILIZED
· TRAYS SET
· EQUIPMENT
· SERVICE HAND PIECES/LUBE
· INSPECT LASER TIPS
· STERILIZER TEST STRIPS
· DRAIN/FILL MID MARK H20
· CHECK/EMPTY STATIM WATER
OFFICE MANUAL:
· TYPE UP SELECTED DOCUMENTS FOR YOUR POSITION’S MANUAL
Documents Worked On:________________________________
CHART AUDIT:
· CLEAN UP PT CHARTS STARTING WITH MOST RECENT LIST
· IDENTIFY OUTSTANDING TX TO SCHEDULE
· How/when was pt last contacted?
· CALL (give to front office)
· PC (you send)
· CALL (give to front office)
· LETTER (you send)
· CHART IT
· SET TASK IF NEEDED
RECALLS:
· RUN TASK MANAGER REPORT
· PERSONAL CALL 
· PC
· [bookmark: _GoBack]PERSONAL CALL
· LETTER
IF ALL ELSE DONE:
· Dishes
· Laundry
· Dust/Clean equipment/ops
· Straighten room, mop (when not occupied)
· Garbage
· Wipe down break room including microwave

