OUTPATIENT CI ORIENTATION GUIDELINES AND CHECKLIST

1. Welcome/Introductions:
_____CI/Student
           _____Supervisor

_____Rehab manager       _____Staff

2. Tour of  clinic:

​​​​_____ Front desk


_____ Lunch area (if available)

_____ Staff room


_____ Copy machine
_____ Gym area


_____ Computers

_____ Work station


_____ Resource materials

_____ Treatment area

_____ Fax machine

_____ Chart area


_____ Modality area

3. Handout orientation manual to student for use during their clinical.
4. Review of student materials ex: pre-learning style, data form, goals, schedule of events of the clinical such as midterm, final, weekly meetings, and staff meetings. Schedule the students in service, if applicable. 
5. Review clinics/CI’s attendance policy. The student and the CI should have outside clinic contact numbers in case of an emergency.

6. Facility review.  Review facility and CI goals including weekly goal sheets

7. EPIC electronic medical record system. 
_____ Evaluation templates

_____ Daily note templates
_____ Scheduling tickets

           _____ Intervention log
_____ Diagnostic coding                          _____Episodes/vital signs
_____Charge Capture/kx-mod                 _____G-codes
_____Chart Review
8. Students should be proficient at using EPIC. 

9. Every student should know how to bill appropriately when their rotation is complete.
10. Students should learn scheduling process and be proficient in facilitating patient scheduling with CSRs.
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