HCP VISIT CHECKLIST


	Individual
	
	HCP
	
	Date
	


BEFORE HCP VISIT  
Health Care Provider Order Form
	
	HCP current medications are correct

	
	Date of visit is correct


HCP Consultation / Progress Note
	
	Reason for Visit and Medication Updates are completed by staff

	
	Date of visit is correct

	
	List of Medications prescribed by other HCPs are correct


Other

	
	Individual’s Insurance information on hand

	
	Directions to HCP office (as needed)

	
	Cell phone is charged and phone number of program-staff available

	
	Snacks for individual, money for parking, tolls, etc.


DURING HCP VISIT  

Health Care Provider Order Form
	
	HCP Signed and Dated Order 

	
	Prescriptions are obtained (received or sent to pharmacy) as needed

	
	Prescriptions agree with HCP orders

	
	New orders are clear or HCP has clarified

	
	New orders are complete (e.g., Five Rights, Reason for Administration)

	
	PRN orders have specific target signs and symptoms for administration

	
	PRN medications have time between doses-when to notify HCP


HCP Consultation / Progress Note
	
	All questions are reviewed by HCP

	
	HCP Signed and Dated Order

	
	Next visit or new appointment date obtained


AFTER HCP VISIT  

	
	Ensured that New Prescriptions were received by pharmacy 

	
	Medications received from pharmacy and secured

	
	New HCP orders filed in Med Book and Old orders removed (if indicated)

	
	Order changes/new orders are entered into MedSoft 7.0 Database

	
	Medications  Discontinued on Med sheet (if applicable)

	
	New med sheets printed and in Med Book (if applicable)

	
	HCP orders are posted and verified

	
	Countable medications added to Countable Controlled Substance Book

	
	All appropriate people notified of updates-Documentation completed
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