Practice Manager SOP Dashboard



Purpose


To define, track, and standardize all responsibilities of the Practice Manager using clear SOP-driven metrics and routines.
Remember: 
· If it’s not documented → it didn’t happen
· If it’s not measured → it can’t improve
· If it’s not reviewed → it won’t be sustained


1. Daily Responsibilities (Must Be Completed Every Day)

Operations

· ☐ Clinic opened on time and fully staffed
· ☐ Schedule reviewed for gaps, errors, or inefficiencies
· ☐ Patient flow monitored (wait times, bottlenecks)
· ☐ Provider rooms fully stocked and prepared

Staff Management

· ☐ Attendance confirmed (no-shows/lateness addressed)
· ☐ Staff assignments clear and followed
· ☐ Issues addressed in real-time (patients or staff)

Front Desk / Patient Experience

· ☐ Phones answered timely
· ☐ Check-in/out running smoothly
· ☐ Patient complaints addressed same day

Billing / Revenue Cycle

· ☐ Charges entered for all encounters
· ☐ Same-day claims submission monitored
· ☐ Eligibility/insurance issues escalated



2. Weekly Responsibilities


Staff & Culture

· ☐ Conduct staff check-ins or team huddle
· ☐ Address performance issues
· ☐ Recognize strong performance

Scheduling Efficiency

· ☐ Review no-show and cancellation rates
· ☐ Adjust scheduling templates if needed
· ☐ Ensure high-value visits are optimized

Billing & Collections

· ☐ Review A/R report
· ☐ Identify aging claims >30/60/90 days
· ☐ Follow up on denials and rejections

Inventory & Supplies

· ☐ Review supply levels
· ☐ Order needed inventory
· ☐ Monitor waste or overuse



3. Monthly Responsibilities


Financial Performance

· ☐ Review collections vs. charges
· ☐ Evaluate key KPIs (see section below)
· ☐ Identify revenue leakage

Compliance

· ☐ OSHA/HIPAA checks completed
· ☐ Logs updated (sterilization, incident reports, etc.)
· ☐ Staff certifications current


Staff Performance

· ☐ Formal performance check-ins
· ☐ Training needs identified
· ☐ SOP adherence reviewed

Operations Review

· ☐ Identify workflow inefficiencies
· ☐ Update SOPs as needed
· ☐ Implement process improvements



4. Key Performance Indicators (KPIs)


Your manager should know these numbers weekly—not guess them.

· Patient Volume (daily & weekly)
· No-Show Rate (%)
· Average Reimbursement per Visit
· Accounts Receivable (A/R) > 30/60/90 days
· Collection Rate (%)
· Same-Day Charge Entry (%)
· Patient Wait Time (avg minutes)
· Online Reviews / Patient Satisfaction trends



5. Manager Weekly Scorecard (Simple Version)


Have your manager submit this weekly:

· Wins This Week:
· Problems Identified:
· Solutions Implemented:
· Key Metrics Snapshot:
· Staff Issues / Updates:
· What Needs Owner Input:



