	SETTING UP A WELCOME STATION IN YOUR CLINIC
	[image: ]



SETTING UP A WELCOME STATION IN YOUR CLINIC
Clinics may consider the following guidance on how to set up a welcome station.
PURPOSE: A welcome station will allow you to warmly welcome patients while at the same time:
1. Screen all visitors for temperature AND COVID-19 symptoms
2. Provide masks to patients before entry into clinic
3. Route COVID symptomatic patients to designated rooms to complete check-in rooms
LOCATION: Ideally, this station would be located outside the front door of the clinic, such as in a lobby. In instances where real estate limitations do not allow this, consider setting up inside the clinic, as close to the front door as possible, and as far away from the waiting area, common space, as possible. For small locations, the welcome station may be the reception desk.
PERSONNEL: Clinical staff (MA or Nurse) should be trained to occupy the station for the duration of the clinic’s open hours. If there are several clinical staff members within a clinic, a rotation schedule may be developed. 
EQUIPMENT AND SUPPLIES: To set up a workstation, you will need the following:
(1) A desk
(2) Thermometer (recommend: a touchless thermometer)
(3) Screening checklist: for nurses to reference
(4) Supply of surgical masks
(5) Hand gel
(6) Laptop
(7) Phone 
(8) Arm bands: GREEN and ORANGE 
(9) Note pad – to take down patients’ phone numbers should they wish to wait in their vehicle
(10) Communication modality (phone, walkie talkie, EMR text) to connect with clinic team 
(11) Clinic staff at the welcome station may wear a surgical mask+ face shield and gloves 
WORKFLOW:
(1) Welcome patients to the clinic
(2) Confirm their appointment slot on the EMR
(3) Screen for temperature
(4) Ask the COVID-19 screening questions
a. Do you have any of the following symptoms?
i. Fever
ii. Cough
iii. Shortness of breath
iv. Chills
v. Muscle pain
vi. Headache
vii. Sore throat
viii. New loss of taste or smell
b. Have you had close contact with a person who may have COVID-19?
If patient + essential caregiver answer NO to all  
1. Give them a GREEN armband 
2. Give them a surgical mask
3. Remind them to use hand gel
4. Remind them of social distancing rules, hand hygiene, respiratory etiquette
5. Direct them to the front desk
6. If the waiting area is full, offer the patients the option to wait in their vehicle
If patient + essential caregiver answer YES to any  
1. [bookmark: _Hlk39668980]Immediately offer them surgical masks 
2. Give them an ORANGE armband
3. Remind them to use hand gel
4. Alert front desk and clinic staff via EMR text 
5. Remind all patients of social distancing rules, hand hygiene, respiratory etiquette
6. Check to see if the designated room is available (by phone)
a. If not available, have them wait in their vehicle. If the wait time is expected to be longer than 1 hour, assign the patient to another exam room
7. When the room is available:
a. Inform clinic staff of incoming patient
b. Escort the patient to the designated room
c. Bypass common areas if possible
d. Patients should not be allowed to wait in the lobby or common areas
e. They should remain 6 feet away from other patients in the office
f. Close the door as the patient waits for their nurse 
g. Consider placing signage outside the exam door to prevent accidental exposure risk
8. Update Welcome Station log 
TAKE NOTE:
(1) Patients and caregivers should be discouraged from congregating at the Welcome Station
(2) If a patient is suspected of having COVID-19 symptoms, alert clinic staff and escort the patient to the designated room
(3) [bookmark: _Hlk39669252]Patients with ORANGE armbands should be escorted out to the front door after their appointment or when clinic design allows, a separate exit that does not require re-entry into the lobby.
(4) If staff at the Welcome Station have to take a break or leave the desk for a short period, use “Be Right Back” signage to ensure patients do not bypass the station and enter clinic without screening
(5) If the clinic uses tablets for check-in, ensure all tablets are sanitized after each use. Leave a tablet in the designated room for symptomatic patients. 
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