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                                                                                                                                                             Patient privacy checklist                                                                                                                                    

On the  Phone  

Staff answering   phones in the clinic do not discuss patients’ names, reasons for calling, or  histories in front of other patients.  

Waiting Area and Front Desk  

People waiting cannot hear the names, reason for visit, or financial information of patients  who are checking  in or out.   

Computer screens, paper charts, completed forms and any other sensitive information  are not visible to clinic visitors   

Clinic  

Patient and staff interactions in the exam rooms cannot be heard from the hallway or  waiting room.   

Staff always  ask for the patient’s permission before bringing another staff person into the  exam room for reasons such as interpretation, assistance, observation, or consultation.   

Staff always introduce themselves by name and role to the patient when entering the  roo m and before asking the patient sensitive information.   

Staff wear name tags that are clearly displayed .  

Exam  Rooms and Back Office  

While working with a patient, staff do not discuss private matters like the patient’s name,  reason for visit, health prob lems, or weight, in front of others who may be nearby.   

Patients have the opportunity to undress for exams and get dressed afterward in a  private place, away from other patients and staff.   

Patients are provided with drapes and gowns so they can cover th emselves during an  exam.   

Patients have the opportunity to discuss private matters like sexuality, STIs, and birth  control methods without other patients hearing.   

Patients only have to answer personal questions one time (including paperwork) per visit .     

Intake and history forms are kept as short as possible, avoiding personal questions that  are not relevant to this patient’s clinical care.   

The clinic has a private office or space where patients who are crying or upset can have  some private time.   

Pa tients can submit a urine sample (or other self - collected specimen) privately, without  other patients seeing the sample in their hands or in a cup with the patient’s name on it.   

Checkout  

When a patient checks out, no other patients can hear discussion a bout income, living  arrangements, costs, or payment.   

When a patient checks out, no other patients can hear discussion about services  received, follow up care, referrals, or prescriptions.   
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Patient privacy checklist


		On the Phone



		Staff answering phones in the clinic do not discuss patients’ names, reasons for calling, or histories in front of other patients.



		Waiting Area and Front Desk



		People waiting cannot hear the names, reason for visit, or financial information of patients who are checking in or out.

		



		Computer screens, paper charts, completed forms and any other sensitive information are not visible to clinic visitors

		



		Clinic



		Patient and staff interactions in the exam rooms cannot be heard from the hallway or waiting room.

		



		Staff always ask for the patient’s permission before bringing another staff person into the exam room for reasons such as interpretation, assistance, observation, or consultation.

		



		Staff always introduce themselves by name and role to the patient when entering the room and before asking the patient sensitive information.

		



		Staff wear name tags that are clearly displayed.



		Exam Rooms and Back Office



		While working with a patient, staff do not discuss private matters like the patient’s name, reason for visit, health problems, or weight, in front of others who may be nearby.

		



		Patients have the opportunity to undress for exams and get dressed afterward in a private place, away from other patients and staff.

		



		Patients are provided with drapes and gowns so they can cover themselves during an exam.

		



		Patients have the opportunity to discuss private matters like sexuality, STIs, and birth control methods without other patients hearing.

		



		Patients only have to answer personal questions one time (including paperwork) per visit. 

		



		Intake and history forms are kept as short as possible, avoiding personal questions that are not relevant to this patient’s clinical care.

		



		The clinic has a private office or space where patients who are crying or upset can have some private time.

		



		Patients can submit a urine sample (or other self-collected specimen) privately, without other patients seeing the sample in their hands or in a cup with the patient’s name on it.

		



		Checkout



		When a patient checks out, no other patients can hear discussion about income, living arrangements, costs, or payment.

		



		When a patient checks out, no other patients can hear discussion about services received, follow up care, referrals, or prescriptions.

		






