Standard Operating Procedure (SOP)
Outpatient Medical Team - Technician Appointments

Objective

To provide clear guidelines for veterinary technicians performing technician-only appointments,
ensuring consistent, efficient, and high-quality care for patients that do not require a
veterinarian’s direct involvement.

Scope
Applies to credentialed or approved veterinary technicians responsible for handling
technician-specific appointments throughout the day.

Definition of Technician Appointments
Technician appointments may include, but are not limited to:

. Vaccine administration (as permitted by law)

. Nail trims

. Anal gland expressions

. Weight checks

. Suture or staple removals

. Routine blood draws (e.g., pre-op labs, senior panels)

. Subcutaneous fluid administration

. Blood pressure checks

. Medication or injection administration

. Recheck diagnostics (e.g., glucose curves, ear cytology, skin scrapes)

Procedure Preparation
e Prior to patient arrival, Review the appointment reason and ensure necessary supplies are
prepped (e.g., vaccines, syringes, lab forms, diagnostic tools).
e Confirm that a valid doctor exam has been performed recently if required (e.g., vaccine or
injection visits).
e Ensure any pre-procedure requirements are met (e.g., fasting, prior labs).

Greeting and Intake

e Call client and patient into the building or exam room promptly at scheduled time.

e Collect weight on canine patients >20lbs prior to entering exam room. Collect weights on
all patients <20 Ibs using small scale in exam room.

e Confirm patient identity, procedure to be performed, and verify any relevant history or
changes.

e Collect brief history if required (e.g., current behavior, symptoms, recent medications).

e Use a calm, professional demeanor to reassure clients and minimize patient stress.

Performing the Appointment
e Use low-stress handling techniques at all times.
e Perform procedure accurately, efficiently, and according to hospital protocols.
e If pain, abnormal findings, or concerns are noted, pause and notify a veterinarian before
continuing.
e Ensure patient safety and comfort throughout.



Documentation
e Record all services performed in the patient’s medical record, including:
o Type of procedure and notes highlighting details of discussion and procedure.
o Any reactions or concerns noted.
o Note technician initials and tag veterinarian if follow-up is needed.

Charge Entry and Follow-Up
e Enter all services and products provided into the Practice Management Software (PMS).
e Confirm invoice accuracy before patient check-out.
e Schedule follow-ups if needed (e.g., booster vaccines, rechecks, next injection) or enter
invoice note for CSRs.
o Mark the patient as “ready to go” in the system.

Client Communication
e Provide any aftercare instructions clearly (verbally and/or in writing).
e Alert the veterinarian or CSR if the client has medical questions outside technician scope.
e Ensure all client questions and concerns have been addressed.
e Thank the client and escort them to check out or discharge area.

Charge Entry and Follow-Up
e Enter all services and products provided into the Practice Management Software (PMS).
e Confirm invoice accuracy before patient check-out.
e Schedule follow-ups if needed (e.g., booster vaccines, rechecks, next injection) or enter
invoice note for CSRs.
e Mark the patient as “ready to go” in the system.

Room Reset and Readiness
e Clean and disinfect exam room after every appointment.
e Restock necessary supplies.
e Ensure room is tidy and ready for the next use.

Escalation Protocols
e Contact a veterinarian immediately if:
o Unexpected medical issues are observed
Client requests services outside technician scope
The patient shows signs of pain, distress, or adverse reaction
Procedure cannot be performed safely

o O O

Required Qualifications
e Credentialed Veterinary Technician (CVT/RVT/LVT) or qualified non-credentialed
technician under DVM supervision (depending on state law)
e Proficiency in patient restraint, client communication, and technical skills
e Familiarity with appointment flow and time management
e Ability to follow hospital protocols and escalate concerns appropriately

Quality Assurance



e Regular review and role-play during staff meetings.
e Feedback collected from clients through surveys or reviews.




