Self-Administered Liability Risk Assessment Tool

Practice Environment: Grounds, Reception Area & Facility

Thissurvey tool isdesigned to help you toidentify potential liability exposureswithin your practice
and to educateyou and your staff about systemsthat limit risk.
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Areparking facilitiesadeguate, and do they include handi capped parking spacescloseto Yes
thepractice?

Doesexterior signage clearly indicate parking areas, handicapped parking and building Yes
accessibility, aswell asthe practice' sentrancesand exits?

Aretheparking lot and building free of potentia hazardsand adequately lighted? Yes
I sthe practice accessibleto disabled individua s? Yes
I sthe reception areapleasantly decorated and comfortabl e? Yes
Doestheoffice suite appear clean and uncluttered? Yes
Areup-to-date generd -interest reading materialsavailable? Yes
Iscurrent patient medica education and/or health and wellnessliterature available? Yes
Aresignsdisplayedinaprofessiona manner? Yes
I sthe reception areaseparated from, yet visibleto, thereceptionist? Yes
Doesthereceptionist greet patients courteoudly? Yes
Do staff memberstreat patientswith courtesy and concern? Yes
Are staff conversations overheard by patients seated in thereception area? Yes
If achild’ sareaispresent, aretoysand books clean and safe? Yes
Isasound system present to support patient confidentiaity? Yes
Isan areaavail ablewhere patients can disclose sensitiveinformation? Yes
Are medicationsand drugs stored other than in an examination room? Yes
Are prescription padsinaccessibleto patients? Yes
Areneedlesand syringesabsent fromal examination rooms? Yes

Pleaseturntothefollowing pagesfor tipson practice environment management.
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Self-Administered Liability Risk Assessment Recommendations

Practice Environment: Grounds, Reception Area& Facility

Seek to heighten your awar eness of the physical office setting. Accessiskey to attracting new patients
and retaining your present patient population. Safety measurescontributetoapostiveexperience.

1.

Parking and accessto the practiceimpactson the patient’s experience and level of comfort. Parking,
including designated handi capped spaces, should be as close and convenient to the practice' sentrances
and exitsasreasonably possible.

Evauateyour practicefor signagewhichidentifies parking, handicapped parking and builiding bil-
ity, entrancesand exits. Patientswho havedifficulty entering and departing from the practice may choose
another physician or avoid making areturn appoi ntment.

Physicians should attempt to reduce the potential for physical injury from accidents. Consider participat-
ing inawalking inspection of the premisestoidentify potential hazards such asobstructed walkways,
uneven surfaces, potholesor inadequatelighting.

The Americanswith Disability Act (ADA) callsfor businessesto maketheir facilitiesaccessibletoall
peoplewith disabilities. Adeguate accessfor wheelchairsin exam roomsand other patient care needs
should be considered. Safety barsin bathroomsor call lightsare advised.

The appearance of your officeisimportant in determining how apatient perceivesyou. Consider factors
such asdecor, furnishings, color and lighting, al of whichinfluencetheway the patient feels. Overstuffed
furnituremakesit difficult for patientsto get up. Avoid furniture pieceswhich arestraight or severe, and
consider grouping furnitureto makethe office seem moreinviting and comfortable. Provideadequate,
comfortable seating. Largewindowsand picturesprevent fedingsof claustrophobia. Neutral colorsand
indirect lighting aresoothing.

Periodically inspect the officefor appearance and cleanliness. The appearance of your officeisimportant
in determining how apatient perceivesyou. A messy, dingy or dirty reception areacreatesanegative
impression of you and your practice methods. Provide open foot-traffic areasand unobstructed corri-
dors. Consider whether exam roomsarewell organized with adequate cabinetsand shelves. Ineach
examroom, an areashould beavailablefor patientsto hang their clothing.

Thevariety and quality of reading materia reflectsonthepractice. Control thequality of magazinesyou
furnishfor patientsto read, and be diligent about discarding dated magazines. Be awarethat popular
magazinesrun features on physicians, and review the magazine beforeyou put it out for patientsto read.
If you provideaTV, alow spacefor patientsto sit out of direct hearing. Consider the use of patient
education wellnessvideosor playing videosdesigned to soothe and rel ax.

Hedth, wellnessand medica educationa and informationa materialsavailableinyour office setting
promote and enhance patient learning and compliance, in addition to fostering your patient’shealth
andwell-being.

In keeping with providing aprofessiona atmospherein your practice, review thequality and quantity of
signsyou havedisplayed. Paper signsoften detract from the professionalism of the practice. Consider
placing paper signsin plastic holdersor using abulletin board to display anarticle. Periodically review
posted material. Permanent signsshould reflect the professionalism of your practice.
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Thereceptionist should beabletoview theentire patient waiting areaat al times, asapatient may collgpseand
theevent gounnoticed. Theuseof mirrorsor reflectorsmay berequiredto kegpthewaitingroominview.

Thefirst impression of your practice often beginswith thereceptionist. A courteousgreetingwithfull eye
contact and proper address of the patient’s name speaks volumes about the way patients perceive your
practice. Avoid the appearance of being rushed at the reception desk.

Ass gantsshould understand theimportance of good patient relations. 1ns st that each patient betreated
courteoudy andwith repect. Cdling patientsby their given namewithout permissonisoftendistressngto
patients, rather than endearing tothem. Coachyour staff to uselistening, non-judgmenta sirategiestoobtain
information. Staff canencouragepatientsto participatefully inthephyscian/hedth careprovider interview.

Do not expect patientsto discuss persona mattersat awindow in areception areathat isopen to other
patients. Alsodo not expect that waiting patients do not overhear staff conversationsthat take placein
corridorsorintheclinical suite. A physica barrier such asawindow isthe best meansto promote
confidentiality. Yet beawarethat windowsare not soundproof, and patients seated near the window will
overhear staff and telephone conversations. A professional decorum must be maintained by the staff as
levity may produce stressinwaiting patients.

Providesafetoysfor childreninthewaiting room or exam room. Children often put toysin their mouths,
toysshould belarge enough to prevent accidental swallowing. Avoid toyswith sharp edgesor those
difficult to clean. Remember toinspect your premisesfor child safety considerationssuch asplugsfor
electrica outletsand el ectrical cord holders.

Consider theuse of asound systemin your facility to support patients' rightsto privacy and confidentiality.
If your exam roomsdo not lend themsealvesto privacy, musicintheclinica suitemay muffle conversations
heldinanexamroom.

Provideaprivate areato hold conversationsabout patients' clinical or financid issues. Each officeshould
haveaprivate areawhere patients can offer persona information without the stressand concern of being
overheard.

Store sample medi cations out of Sight and never in examinationrooms. Samplemedicationsshould be
accessi ble only to those who dispense them or inspect them for expiration dates.

Store prescription pads on your person, inyour office space or in aplace where patients do not have
accessto them.

Syringesand needles should be secured out of reach and view of patients. If they are stored inan exam
room, they should be placedin alocked cabinet.

Consider performingan overall review of your practicegroundsand officesuiteon aregular basisas
ameanstoidentify unsafeconditions.

FOMR

PLEASE NOTE: These self assessments are educational only, intended to suggest steps that health care practitioners may
take in connection with their ongoing efforts to promote patient safety and prevent medical injury. These recommenda-
tions are, however, subject to the professional judgment of the physician and other qualified professional personnel, who
have the ultimate authority and responsibility in all matters of patient care. Medical Mutual Insurance Company of
Maine does not warrant or represent that the practices it recommends reflect the prevailing standard of care, or that they
will be found to comply with federal, state or local laws, regulations or other legal requirements.






