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Weekly Team Planning Schedule.docx 11/1/2012

Weekly TPC Schedule Basics

Monday - Thursday 8am - 5pm Patient Appointments
» Staff arrive 30 minutes before 1st scheduled patient

» Staff leave within 30 minutes after last patient is finished

» "Huddle" with Clinical Team prior to AM session & PM session

to identify "notable" patients

Friday's: Staff Meetings/Development/Planning 8am - 9:30am
» 7am - 8am Administrative Meeting

» 8am - 8:30am Departmental Inventory of Supplies
o Restock Department for week

o Prepare Order Request Form for items needed

» 8:30am - 9am Departmental Patient Planning for next week

o Review scheduled appointments for each provider

o ldentify Complex & New Patient Appointments

o Review staffing, identify shortage/overage, lunch breaks
» 9am - 9:30am All Staff meet & discuss Patient Planning for next

week
o Review identified Complex & New Patient appointments
o Ensure Sick Time Availability

o Resolve staffing issues

Friday - 10am - 5pm Patient Appointments



