
 

 

PATIENT WAITING AREA CHECKER PROTOCOL-2015 

 

Each clinic unit will have a Clinic Station Card System in order to communicate their needs 

with other volunteers.  The laminated, color cards tell volunteers: 

 Green: The treatment area is ready for a new patient.  Patient escorts should bring 
them a patient. 

 Red: The treatment area is finished with their current patient.  A patient escort should 
take them to the floor checker and then to exit interview. 

 Yellow:  A translator is needed. 

 Orange: Technician assistance is needed. 

 Purple:  Nomad x-ray is needed. 

 White w/Red Cross: EMT is needed. 
 

Each waiting area will be staffed by one or two patient waiting area checkers.  Each waiting 

area station will have a clipboard with a list on it.  When the patient arrives, the waiting area 

checker should: 

 Put an X in the Arrived column next to the number that is indicated on their routing 

card. 

 When a patient escort takes the patient in for treatment, put an X in the Routed 

column.   

 

Some patients may need to stop in the restroom on the way to the waiting area.  Therefore, 

it is very important that patients proceed into the treatment area based off of the 

numbers on their routing card, which may not be the same order in which they checked in 

with you. 

 

If the patient needs to go to the restroom or outside for any reason, they should give them a 

facility pass.   

 On both the facility pass and waiting area clipboard, write the time that the patient 

took the pass.   

 Emphasize to the patient that they must return within 20 minutes or they forfeit their 

place in line and must go back outside to wait at the back of the line.  This is non-

negotiable and there are no exceptions. 

 Hold up a RED card so that a patient escort knows to take the patient to the 

appropriate area. 

 When the patient returns, they should mark the time on the clipboard and on the 

facility pass. 
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 The patient will then enter treatment based on their routing number; if their number 

has been passed, then they will be next in line. 

 

If the patient is accompanying another person who will be receiving treatment in a different 

department and they need to stay together (i.e. parent/child), put an X in the patient’s 

number in the Arrived column when they check in with you and if the person they are 

accompanying will be seen in the other department first, indicate which department they are 

going to, in the Notes column so that when they come back after that person is done they 

can be the next person treated if their number would have already been called or if their 

number wouldn’t have been called then cross off the note, and when their number is called 

they will be there.  

 

Families waiting together should never leave the department except as a group.  When 

appropriate, children (anyone under the age of 17) should accompany the parent in and wait 

by their chair while the parent receives care.  When not appropriate, a patient escort should 

be asked to stay with the children while the parent is being treated.  If both parent and child 

are receiving treatment and the child finishes first, they should stay by the data entry area in 

the department until the parent is done.    

 

If a patient needs to use a restroom, have a patient ambassador escort them there.  The 

ambassador should wait outside the restroom with the patient chart and then escort the 

patient back to the waiting area.  A note should be made in the Notes column with the time 

they left and then crossed off upon return.   

 

No patient should ever walk around the clinic floor unescorted.  NO EXCEPTIONS. 

 

NOTE: The number on the patient wristband no longer means anything we work strictly from 

the routing slip number at this point. 

 

The volunteer dentists in routing will pay close attention to how many patients have gone 

through each department, as they will try to manage the patient flow throughout the clinic.  

They will regularly check (or have a runner check) with the patient waiting area checker.  It 

is very important that the list be kept current. 


