
 

 

 

 

A clear list of policies to be communicated to patients, staff, and facility 

visitors will help you prepare your team and practice for return to routine 

care 

 

This document is not intended as a complete or exhaustive list of all needed policies or considerations. Each practice is 

unique with distinct needs and environments. In all cases, you should consult your state and local health authorities 

and be aware of any additional requirements or restrictions that may be applicable to your business. 

 

Building Occupancy / Office Use 

Maximum Staff:     

 Minimum needed per doctor (for proper function) 

    Reception      Billing 

    Tech      Optician 

    Other  

 

Maximum Patient Occupancy:    with accompanying care giver:    

Caregiver must be taken into account for minor or dependent patients at the time  

appointments are made 

 Caregiver limit    per minor or dependent patient 

 

 Walk-In Patients: 

  Yes / No Exams and / or refractions 

  Yes / No Emergencies 

  Yes / No Optical Dispensing 

  Yes / No Optical Repairs 

  Yes / No Other          

 

  



 

 

 

 

How will patients be booked, who will be seen, in what 

order, and what information do we collect and share at 

booking? 

Appointment Type Priorities: 1.         

   2.         

   3.         

   4.         

Phone Health Screening Questions: 

             

 

             

 

             

 

             

 

             

 

             

 

Cancellation Policy:             

 

              

 

No Show Fee:     

 

Intake / Reception Steps            

              

              

              

              

Example: Patient should remain in vehicle on arrival and call or text the front desk. We will send someone 

out to do a health screening, and then escort them into the building. 

  



 

 

 

 

What areas will need disinfection, at what frequency, and 

who will be responsible for each? 

 

Area Procedures / Details Frequency Who is 
responsible? 

Reception    

Waiting Room    

Pre-test room    

Exam Lane 1    

Exam Lane 2    

Optical    

Hallways    

Restroom    

Break room    

Doctor’s office    

Trash Removal    

    

    

    

  



 

 

 

 

How and when is PPE to be used in your practice? 

 

 

Hand Sanitizer:              

 

Gloves:          Changed after:    

 

Masks:          Changed after:    

 

Face Shields:               

 

Hand Washing:              

 

How will you accommodate social distancing guidelines 

in your dispensary for each of these services? 

 

Frame handling and selection: 

               

Frame cleaning and disinfection: 

               

Measurements: 

               

Dispensing eye wear: 

               

Repairs: 

               

 

Are appointments required in the optical?     

  



 

 

 

 

 

How will you communicate with patients to help 

them maintain personal safety? 

In Office Signage: 

Type Location Messaging 

 
Floor Markers 

  

 
Door Signs 

  

 
Restroom Notices 

  

 
Other Signage 

  

 
Policy Notifications 

  

 

Outside Communications? 

o Newsletter           

o Email            

o Postcards           

o Website           

o Video            

o Other            

  



 

 

 

 

 


