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Originating Site Telemedicine Visit Checklist
(Patient Location)
Use this checklist to prepare the patient, clinical environment, and technology to ensure a safe, efficient, and high-quality telemedicine visit.

1. Schedule the Appointment
☐ Schedule the telemedicine appointment with the consulting provider and coordinate with the patient.
☐ Verify the patient's preferred contact information and confirm the appointment date and time.
☐ Confirm insurance authorization or other scheduling requirements, if applicable.
☐ Send or upload all relevant medical records, imaging, laboratory results, and referral documentation to the consulting provider before the appointment.
☐ Provide the patient with appointment instructions and any pre-visit requirements.

2. Prepare the Clinical Environment
☐ Reserve a private, quiet room that protects patient privacy and confidentiality.
☐ Verify a reliable internet connection.
☐ Test the telemedicine platform, camera, microphone, speakers, and any connected clinical peripherals.
☐ Position the camera at eye level to promote natural eye contact.
☐ Ensure adequate lighting and eliminate excessive backlighting or glare.
☐ Confirm audio volume and microphone functionality.
☐ Position equipment to provide clear visualization of both the patient and examination area.
☐ Prepare any required clinical assessment tools or telemedicine peripherals (digital stethoscope, otoscope, exam camera, vital sign equipment, etc.).
☐ Log into the telemedicine platform before the scheduled appointment time.


3. Prepare the Patient
☐ Explain the telemedicine process and answer any patient questions.
☐ Verify the patient's identity using organizational policy.
☐ Obtain and document informed consent for the telemedicine visit, if required.
☐ Record vital signs, medication list, allergies, and other required clinical information.
☐ Position the patient comfortably with the camera properly aligned.
☐ Explain what to expect during the virtual visit and how staff will assist throughout the appointment.

4. Connect to the Telemedicine Visit
☐ Launch the telemedicine session several minutes before the scheduled appointment.
☐ Confirm video and audio quality before connecting with the provider.
☐ Ensure the patient can clearly see and hear the consulting provider.
☐ Introduce yourself and anyone else present in the room.
☐ Verify the provider can clearly see and hear the patient.

5. Facilitate the Telemedicine Consultation
☐ Adjust camera angles and audio settings as requested.
☐ Present the patient and provide pertinent clinical information.
☐ Communicate vital signs, medical history updates, medications, or other requested information.
☐ Assist the provider with the physical examination using telemedicine equipment or clinical assessment tools, as appropriate.
☐ Reposition the patient or camera as needed to improve visualization.
☐ Assist the patient safely with movement or positioning during the examination.
☐ Maintain patient privacy and minimize interruptions throughout the visit.
☐ Document any clinical observations or information requested by the provider.


6. Complete the Visit
☐ Review the provider's recommendations with the patient.
☐ Discuss follow-up appointments, referrals, prescriptions, testing, or additional instructions.
☐ Confirm the patient understands the care plan and has an opportunity to ask questions.
☐ Document completion of the telemedicine encounter according to organizational policy.
☐ Disconnect the telemedicine session.
☐ Clean and disinfect equipment according to infection prevention protocols.
☐ Prepare the room and equipment for the next patient.


Distant Site Telemedicine Visit Checklist
(Consulting Provider Location)
Use this checklist to prepare the clinical environment, conduct a professional telemedicine encounter, and ensure a safe, high-quality patient experience.

1. Prepare the Clinical Environment
☐ Conduct the visit from a private, secure location that protects patient confidentiality.
☐ Verify a reliable internet connection.
☐ Test the telemedicine platform, camera, microphone, speakers, and any required peripherals.
☐ Position the camera at eye level to promote natural eye contact.
☐ Ensure adequate lighting and eliminate excessive backlighting or glare.
☐ Confirm microphone and speaker volume.
☐ Wear professional, camera-appropriate attire.
☐ Arrange a clean, professional background free from distractions.
☐ Log into the telemedicine platform before the scheduled appointment.

2. Prepare for the Consultation
☐ Review the patient's medical record, referral information, diagnostic studies, and relevant clinical documentation.
☐ Review the reason for consultation and establish the objectives for the visit.
☐ Verify access to the electronic health record and any supporting clinical systems.
☐ Prepare educational materials or resources that may be shared during the visit.

3. Connect to the Telemedicine Visit
☐ Join the telemedicine session a few minutes before the scheduled appointment.
☐ Confirm that video and audio are functioning properly.

☐ Verify that you can clearly see and hear the patient and originating site staff.
☐ Confirm the patient can clearly see and hear you.
☐ Mute your microphone until the consultation begins, if appropriate.

4. Conduct the Telemedicine Consultation
☐ Introduce yourself and state your name, title, specialty, and organization.
☐ Introduce any additional individuals participating in the consultation and explain their roles.
☐ Confirm the patient's identity according to organizational policy.
☐ Verify the patient's location and identify anyone present in the room.
☐ Explain the telemedicine process, including any limitations, and answer patient questions.
☐ Maintain eye contact by looking into the camera whenever possible.
☐ Review the patient's history, current concerns, medications, and symptoms.
☐ Direct the telepresenter or clinical staff at the originating site during the examination, as appropriate.
☐ Request camera adjustments or additional views as needed to complete the assessment.
☐ Document clinical findings and recommendations according to organizational policy.

5. Complete the Visit
☐ Review the diagnosis, treatment plan, and recommendations with the patient.
☐ Confirm the patient understands the care plan and has an opportunity to ask questions.
☐ Discuss medications, referrals, diagnostic testing, follow-up appointments, or additional instructions.
☐ Ensure the originating site staff understand any immediate care needs or follow-up responsibilities.
☐ Complete and sign the clinical documentation.
☐ Disconnect the telemedicine session.
☐ Log out of the telemedicine platform and secure patient information.



Telemedicine Quick Reference: Important Reminders

1. Be Prepared for Emergencies
☐ Have an emergency response plan in place before every telemedicine visit.
☐ Verify the patient's current physical location at the beginning of the appointment.
☐ Be prepared to contact 911 if the patient experiences a medical emergency.
☐ Keep the contact information for the nearest hospital and local Emergency Medical Services (EMS) readily available.

2. Keep Essential Contact Information Accessible
Before each telemedicine visit, ensure you have readily available contact information for:
☐ Originating site (patient location)
☐ Distant site (consulting provider location)
☐ Patient (primary callback phone number)
☐ Technical support or telemedicine support staff

3. Establish a Backup Communication Plan
Technology interruptions can occur. Discuss a contingency plan with the patient before the visit begins.
☐ Confirm the patient's preferred callback telephone number.
☐ Explain how the visit will continue if the video connection is interrupted (telephone, reconnect to the telemedicine platform, or reschedule if necessary).
☐ Ensure both the patient and clinical staff understand the backup plan before starting the consultation.
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