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Clinic Daily Closing Checklist

Daily Operations

DATE

ADMINISTRATIVE

CLOSED BY

CLINIC LOCATION

D All patient files closed in EHR
D Tomorrow's schedule reviewed

D Outstanding lab results flagged

MEDICATIONS & CONTROLLED SUBSTANCES

O
O
O

Referral letters sent
Phone system set to after-hours

Voicemail greeting updated (if needed)

Medication fridge temperature recorded

D Controlled substance cabinet locked
D Sample medications secured

D Prescription pads locked away

CLINICAL ROOMS

°C 2-8°C

D Exam tables wiped and paper replaced
D Work surfaces disinfected

D Sharps containers checked (replace if full)

WAITING AREA & RECEPTION

000

Clinical waste bags sealed and removed
Equipment powered down

Steriliser cycle completed (if applicable)

D Waiting area tidied

D Sign-in sheets secured

BUILDING SECURITY

Cash drawer reconciled and locked

Reception desk cleared of patient info

D All windows closed and locked
D Lights off (except security lighting)

D HVAC set to overnight mode

NOTES

000

Alarm system armed
All exterior doors locked

Keys returned to lock box

Issues for morning staff

Notes
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