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Description automatically generated]Patient Onboarding Checklist
	Patient name:
	
	Date of birth:
	

	Address:
	
	State:
	

	
	
	Postcode:
	

	Phone:
	
	Email:
	

	Medicare number:
	
	Private health/DVA card number:
	

	Appointment date:
	___/___/______
	Appointment time:
	

	Service to be provided:
	


By following this checklist, Health United can ensure a smooth and comprehensive onboarding process for each patient, improving patient satisfaction and quality of care.
	Appointment

	The appointment date and time are confirmed.
All necessary paperwork has been prepared in advance.
	Comment/Feedback:





	Welcome Pack

	The patient has received a welcome pack containing essential information about Health United, services offered and contact details.
The welcome pack contains forms, such as medical history or consent forms, which need to be filled out.
	Comment/Feedback:




	Medical History

	The patient's medical history has been reviewed to understand any pre-existing conditions, allergies, medications or past treatments.
All relevant medical records have been obtained from the patient's previous healthcare providers or the facility's internal records system.
	Comment/Feedback:





	Consent

	The patient has signed consent forms for treatment, medical information release and other necessary procedures.
The purpose and implications of each form were explained before obtaining the patient's signature.
	Comment/Feedback:





	Billing and Payment

	Billing procedures, payment options and patient financial responsibilities have been explained.
Full payment or co-payment has been collected as required.
	Comment/Feedback:




	Appointment Scheduling

	The patient has been provided with a schedule of upcoming appointments and instructions for necessary preparations.
The procedure for scheduling follow-up appointments or treatments, or cancellation of such, has been explained.
	Comment/Feedback:




	Orientation

	A brief facility orientation, including where to check in for appointments, restroom locations and any amenities available to patients, has been given.
The patient has been introduced to key staff members who will be involved in their care.
	Comment/Feedback:







	Education

	Educational materials relevant to the patient's condition or treatment plan have been given.
I have ensured the patient understands their diagnosis, treatment options and any lifestyle modifications or self-care instructions.
	Comment/Feedback:






	Follow Up Communication

	The patient has been provided with contact information for any questions or concerns that may arise after their visit.
A follow-up call or appointment to check on the patient's progress and address any issues that may have arisen has been scheduled.
	Comment/Feedback:






	Feedback

	The patient has been given the opportunity to provide feedback on the onboarding process.
The patient has been given information on how to provide feedback at any stage of their care at Health United.
	Comment/Feedback:








	Acknowledgement
I acknowledge and confirm the above has been actioned as outlined.

	Patient name:
	

	Signature:
	
	Date
	

	Health United representative:
	

	Signature:
	
	Date
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