Today’s date: ________________________________

Daily Receptionist/Client Service Team (CST) Tasks

Estimates for next day created and clients called—CST 

Appointments printed for next day; appropriate brochures and forms assembled—CST
Computer system backup run and all screens logged off—FINAL STAFF MEMBER TO CLOCK OUT
On-call message created—CST
Coffee pot unplugged and set up for the next day—KENNEL ASSISTANT
Reminder calls made for appointments scheduled more than one week ago—CST
TV, DVD, and radio turned off—KENNEL ASSISTANT
DVM calls and client follow-ups completed—CST
Front end organized and clean (no food bags, paper stacks, etc.)—CST
All lab work for the day copied and placed in DVM boxes—CST
Check: Was everything that you have the ability to complete done? Do not leave it for next shift—MORNING CST BEFORE THEY LEAVE AND AFTERNOON CST BEFORE THEY LEAVE
Daily Technician Tasks

All lab tests read, results recorded in lab book, templates entered—TECHNICIAN
Clients with negative fecal results called—TECHNICIAN
Clients with positive fecal results notified—TECHNICIAN
Lab samples shipped, forms checked against computer invoice and lab sheet—TECHNICIAN
Controlled drawer locked—TECHNICIAN
Safe locked—TECHNICIAN
Pharmacy lock box in pharmacy locked—TECHNICIAN
Oxygen turned off—TECHNICIAN 

Radiography machine turned off—TECHNICIAN
Lid open on developer—TECHNICIAN
Microscope turned off—TECHNICIAN
Microscope cleaned and covered—TECHNICIAN
Autoclave checked—TECHNICIAN
Treatments done and treatment sheets completed and verified by DVM—TECHNICIAN
New treatment sheets for next day created and verified with DVM—TECHNICIAN
Kennel assistant work checked—TECHNICIAN OR CST OR DVM
Surgical packs wrapped—TECHNICIAN
Controlled drug log printed—TECHNICIAN
Prescriptions waiting to be filled on pharmacy door checked and filled; client called—TECHNICIAN
Sample form courtesy of Donna Bauman, CVPM, Visions Veterinary Consulting


