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OPTOMETRIC PRACTICE CHECK LIST
	FRONTLINE
	Comment

	1.    Top counter clean and tidy
	

	2.    Point of sale material current
	

	3.    No “washing line”
	

	4.    Lower counter neat and tidy
	

	5.    Only applicable pending work on desk
	

	6.    Computer screen clean and sticker free
	

	7.    Patient flow at cash points
	

	8.    Cashier skills
	

	9.    Dress appearance of frontline staff (uniformity)
	

	10.  Wearing name tags
	

	11.  Positive and friendly attitude displayed constantly
	

	12.  Patient Communication:    
	- Greet before you speak

- Identify yourself

- Introduce Px before passing on

- Product knowledge


	

	
	
	

	
	
	

	
	
	

	13.  Responsiveness:
	- Acknowledge within 3 seconds

- Always have a smile on your face

- Body language


	

	
	
	

	
	
	

	14.  Patient flow:
	- Patients taken through on time

- Patients kept informed of time changes


	

	
	
	

	15.  Telephone Communication:
	- Phone answered within 3 rings

- Words used (Greet, Co. name & name)

- Promotional response (when applicable)

- No abuse


	

	
	
	

	
	
	

	
	
	

	16.  Medical aid confirmation done upfront & recorded on patient card
	

	
	

	FLOOR
	Comment

	1.    Frame display units:
	- Fully stocked

- Clean and dust free

- All frames tagged

- Tags clean and all on one side


	

	
	
	

	
	
	

	
	
	

	2.    Signage clean and free of dust
	

	3.    Plants:
	- Clean and free of dust

- Healthy leaves

- Pots neat


	

	
	
	

	
	
	

	4.    Windows clean with only applicable, current signage
	

	5.    Floor clean with no clutter
	

	6.    Dispensing tables:
	- Clean and tidy

- Samples of lenses & coatings present

- Styling tools neatly presented

- Price list present (regularly updated)

- Reading card present and maintained


	

	
	
	

	
	
	

	
	
	

	
	
	

	WAITING ROOM
	Comments

	1.    Chairs clean and tidy
	

	2.    Sufficient seating
	

	3.    Reading matter current and tidy
	

	4.    Walls clean and paint maintained
	

	5.    Floor clean and no clutter present
	

	
	

	MERCHANDISING
	Comments

	1.    Display podiums clean and free of dust
	

	2.    Frames merchandised by brand / style / colour
	

	3.    Frames clean and free of fingerprints
	

	4.    Accessory stands clean and free of dust
	

	5.    No overlapping of product on accessory stands
	

	6.    Spec cords colour blocked
	

	7.    Window displays neat and current
	

	
	

	ORDERS AND DELIVERY
	Comments

	1.    Late job follow-up system in place
	

	2.    Patient communication recorded on patient file
	

	3.    Re-makes  monitored and recorded
	

	4.    Final checking done and signed off
	

	5.    Patient contacted for collection and informed about money payable
	

	6.    Jobs not collected followed up regularly
	

	
	

	WORKSHOP (WHERE APPLICABLE)
	Comments

	1.    Final checking done:
	- Rx

- Frame

- Finished lens design

- Material

- Tint

- PD

- Seg Height

- 100% Clean


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2.    All equipment clean and maintained
	

	3.    Vertometer easily accessible for all staff
	

	
	

	CONTACT LENSES
	Comments

	1.    Instruction set-up (Mirror, towel, tissues, solution and tweezers)
	

	2.    Trial lenses well organised 
	

	3.    Trial stock maintained
	

	4.    Contact lens stock maintained
	

	5.    Contact lens stock expiry dates checked regularly
	

	6.    Solutions stock maintained
	

	7.    Solutions expiry dates checked
	

	8.    Thorough contact lens order and late job follow-up system in place
	

	STOCK MANAGEMENT
	Comments

	1.    Stock  control systems in use & GRV printed
	

	2.    Return-for-credit procedure in place
	

	3.    Stock ageing managed by supplier representatives
	

	4.    Purchases according to cash flow allowance
	

	5.    Regular stock takes in place
	

	
	

	PRACTICE ADMNISTRATION
	Comments

	1.    Master File take on:
	- 2 Addresses

- All relevant telephone numbers

- Medical aid name & plan

- Medical aid number

- Patient ID number

- Done on time for Optom


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2.    Record cards filed daily after checking that it was invoiced and paid for
	

	1.    Cashing up:
	- F/L Cash balances daily

- Procedure checked and signed off daily

- Cash locked in safe if kept overnight

- Banked daily


	

	
	
	

	
	
	

	
	
	

	2.    Petty cash book reconciled weekly and signed off by manager
	

	3.    Petty cash box locked and key kept with responsible person
	

	4.    Debtors:
	- Statement run by 15th of each month

- Collection procedure in place (& letters)
- Medical aid remittances receipted daily
- Patient communication recorded 

- Debtors ratio < 1.00


	

	
	
	

	
	
	

	
	
	

	
	
	

	5.    Creditors:
	- Statements reconciled monthly

- Credit notes managed

- Paid within 30 days for max discount


	

	6.    Daily report printed and filed on a daily basis
	

	7.    Month-end procedures followed according to management needs
	

	8.    Staff meetings held weekly
	

	9.    Minutes of meetings signed off by employees and kept on file
	

	10.  Human Resources:
	- Daily attendance register in use

- Staff Contracts in place

- Policies & Procedures Manual in place

- Labour Relations Manual in place

- All Labour Law documentation present


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	

	ADDITIONAL NOTES:
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