CHAPTER 11

Patient Reception and Processing

Directions: Hilight the letter of the choice that best completes the statement or answers

the question.

1. What is the most important reason for ensuring that there are sufficient quantities of all supplies each day in the medical office?

a. maintain office reputation for efficiency

b. prevent inconvenience of staff

c. avoid interruption of patient flow

d. operate cost effectively by purchasing in bulk

2. Which statement is true regarding the handling of charts for patients who have appointments on a given day?

a. Pull al\ files before the first patient arrives and arrange in the order that patients are scheduled. b. Pull all files the night before and organize them alphabetically.

c. Pull the file for each patient as he or she arrives and give to the physician.

d. Check files for accuracy and completeness while the patient is with the physician.

3. Which information item is not included on a Patient Information Sheet that new patients are required to fill out?

a. Social Security number

h name and address of relative

c. name of spouse

d. summary of medical history

4. Which of the following practices should be followed by all medical offices when assisting new patients with their registration forms?

a- physically collecting the completed form. rather than having them leave it at the reception desk b. interviewing them and having a staff member fill out the form in order to ensure accuracy

c. leaving it on the counter

d. only allowing an experienced medical assistant to work with patients in filling out the forms

5. Which patients should be personally escorted to exam and treatment areas and given detailed instructions about what they are to do?

a. new

b- established

c. frequent

d- all of the above

6. What is the best way to decide if patients need special assistance in disrobing or otherwise preparing for an exam or treatment?

a. ask all patients if you can be of assistance

b. wait for patients to request help

c. use special consideration with patients who display a disability

d. offer help to patients who appear ill or upset

7. The medical assistant should follow all of these practices regarding patient arrivals EXCEPT: a. personally escorting them from reception to the appropriate room

b. telling them the specific items of clothing to remove

c. explaining exactly how to put the gown on

d. having them wait in the examination room instead of the waiting room

8. The use of phonetic writing in the medical office can help you to: a. better understand medical abbreviations

b. pronounce patients' names correctly

c. learn the meaning of medical terms

d. take notes quickly and accurately

9. Patients usually base their perceptions of an entire medical facility on: a. all their experiences at the facility

b. their previous healthcare experiences

c. fears about their health

d. what they see when entering for the first time

10. Which area of the office has the highest potential for accidents and should be checked through​out the day?

a. examination rooms

b. storage cabinets

c. floors

d. waiting room

