	 Locum Checklist



This checklist is meant to support a Locum physician entering into a working agreement, has been provided with the necessary information, passwords, documents and more prior to the hiring physicians leave of absence. 
Office
· Location of parking and parking pass if required 
· Keys given to Locum physician
· Location of the following is known:
· In-office emergency kit and contingency plans
· Procedural supplies and equipment
· Inbox/outbox for paperwork
· Booking practices have been reviewed (e.g. how many patients/hours, time allotted for regular visits, same day bookings)
· Pharmacy / Lab instructions
· Staff introduction and contact information 
· Call group details

Technology / EMR
· User IDs and passwords
· EMR
· Computer
· Wireless
· EMR tutorial
· Application for Teleplan Services
· Teleplan Information and applications

Work Outside the Office / Office Hours
· List of usual visitation days for extended care / facilities
· On call requirements
· List of patients who may require house calls

Assignment of Payment
· Assignment of payment webpage
· Assignment of payment form
· Release of Information Agreement
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