
  

Checklist for Clinician to Patient consultations 

This document has been designed to give practical steps that are required for clinicians who want 
to/ or are undertaking Telehealth consultations with their patients to conduct successful sessions. 

Stage Pathway 
Prior to the consultation 1. Consider the direct care appropriateness 

for the consultation to be held via 
telehealth 

2. Ensure all patient information results 
have been sent to the clinician providing 
the consult in advance 

3. Depending on your LHD, please consider 
secure messaging software- you can 
discuss this with your local Telehealth 
manager/ or IT (for sending information 
on patients) 

4. Identify a contact at the far site where 
the patient will be and consider if a staff 
member is required to be with the 
patient during the consult 

5. At the patient end, provide patient 
information sheet/ brochure on 
Telehealth  

6. Confirm appointment with patient 
7. It is ideal to build some rapport with the 

patient prior to the telehealth 
consultation to make them more 
comfortable (i.e. a phone call if 
applicable- from the local site where the 
patient will be for the consultation) 

 
Day of the consultation 
 

8. Test the equipment 30 minutes prior 
9. Ensure positioning of the camera and 

remember to look at the camera when 
talking. It is ideal to have the camera 
above the screen so when you look at 
the screen the camera is directed at your 
face (i.e. rather than your side) 

10. Ensure all documentation has been 
received 

Time of the consultation 
 

11. Put mobile phones to silent 
12. Be aware there is a slight delay in using 

videoconferencing- when asking 
questions wait until the party has 
stopped speaking and the respond 

13. If applicable in multi-site telehealth 
consults-  please ensure your site is on 
‘mute’ if you are not talking’ 



14. Provide an overview on how the 
technology works and how the session 
will run 

15. Speak naturally 
16. Introduce yourself and the other people 

in both rooms and their roles 
17. Receive verbal consent from patient to 

continue with the consult and document 
in notes (see attached template ) 

18. Confirm Medicare bulk billing (if 
applicable) 

19. Inform the patient that this session is 
private, and is a confidential secure link 
and it will NOT be recorded 

20. Record notes of the consult at both ends 
(refer to template)  

21. Discuss next steps and follow up 
appointment (if required) 

22. Ensure the patient and other staff 
involved in the consultation are clear on 
the next steps and don’t have any other 
questions 

After the consultation 
 

23. Ask staff/ and or patients to complete a 
survey based on their experience (if 
appropriate) 

24. Enter the Occasion of Service for Activity 
Based Funding if applicable/ submit 
claim to Medicare if applicable 

25. Send any scripts/ medication to the 
patient end (if applicable)/ or local 
pharmacy 

26. Enter patient notes in their medical 
record 

27. Organise follow up (if applicable) 
 

 

March 2015 

 

 

 

 

 


