	[bookmark: _Hlk179271814]MEDICAL ASSISTANT SKILLS CHECKLIST

	Medical Assistant Name:
	

	Employee ID:
	
	Location:
	

	Department or Specialty:
	

	Review Type:
	☐ New Hire
	☐ 30-Day
	☐ 60-Day

	
	☐ 90-Day
	☐ Annual
	☐ Other:
	

	Date:
	
	Evaluator Name:
	

	Job Status:
	☐ Full-Time
	☐ Part-Time
	☐ PRN Shift
	

	Supervising Clinician:
	
	

	Scope Note:
	Tasks and delegation vary by state, clinic policy, and supervising clinician. Use only the items that match your role.

	

	Rating Legend:

	(Use this legend to mark the level of competency observed for each skill item.)

	☐
	(1) Not observed
	☐
	(2) Needs training
	☐
	(3) Close supervision

	☐
	(4) Minimal supervision
	☐
	(5) Independent
	☐
	(6) Preceptor level

	· (1) Not observed - This skill was not seen during the review period, or the role did not require it during that time.
· (2) Needs training - Cannot complete the skill correctly yet. Misses key steps, requires re-teaching, or creates a safety, documentation, or privacy concern.
· (3) Close supervision - Can complete the skill only with step-by-step direction, frequent reminders, or repeated corrections. The evaluator stays involved during the task.
· (4) Minimal supervision - Can complete the skill with an occasional prompt or quick check. Minor corrections may be needed.
· (5) Independent - Completes the skill correctly without prompts or correction, follows clinic policy, documents in the correct place, and knows when to escalate.
· (6) Preceptor level - Performs independently and can coach others, explain the purpose of steps, and spot issues during workflow.

	

	Patient Interaction and Communication

	Details
	1
	2
	3
	4
	5
	6

	Confirms patient identity using approved identifiers. 
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses professional tone and respectful language in all interactions.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Explains rooming flow and what the patient should expect during the visit.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses interpreter process when needed and documents it per clinic practice.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Manages upset or anxious patients using clinic escalation steps.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Front Desk and Scheduling

	Details
	1
	2
	3
	4
	5
	6

	Checks in patients and verifies demographics.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Verifies insurance details and captures required paperwork per clinic policy.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Schedules, reschedules, and cancels appointments correctly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses phone etiquette for inbound and outbound calls.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Routes messages to the correct queue or staff member.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	EHR and Documentation Basics 

	Details
	1
	2
	3
	4
	5
	6

	Locates the correct chart and confirms visit type.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Updates allergies, medication list, and pharmacy details per clinic practice
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Documents intake details accurately and uses approved templates when required.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses correct routing for orders, tasks, and clinician review
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Protects patient privacy when using screens, printers, and shared areas.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Rooming and Vital Signs

	Details
	1
	2
	3
	4
	5
	6

	Performs height, weight, BMI, temperature, pulse, respirations, and blood pressure correctly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Rechecks abnormal vitals using the clinic recheck process.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses proper cuff sizing and positioning for blood pressure.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Documents vitals in the correct location in the EHR.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Performs vision screening or hearing screening when assigned.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Clinical Intake

	Details
	1
	2
	3
	4
	5
	6

	Collects chief concern using patient-friendly questions.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Reviews symptoms using clinic workflow and documents relevant positives and negatives.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Reviews history items as assigned and updates per clinic practice.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Screens for fall risk, depression, tobacco, alcohol, or other clinic screening items when assigned.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Identifies urgent warning signs and escalates promptly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Infection Prevention and Room Turnover

	Details
	1
	2
	3
	4
	5
	6

	Hand hygiene at appropriate moments.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Uses PPE correctly based on clinic protocols.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Cleans and resets rooms using approved disinfectants and contact times.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Handles sharps correctly and disposes in proper containers.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Sterilization or high-level disinfection tasks per clinic role.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Specimen Collection and Point-of-Care Testing

	Details
	1
	2
	3
	4
	5
	6

	Collects urine specimens using correct labelling and chain steps.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Performs CLIA-waived tests assigned by the clinic and records results properly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Prepares specimens for send-out labs and completes requisitions correctly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Maintains specimen integrity using timing and storage rules.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Follows quality control steps and logs when required.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Medication and Injection Tasks 

	(Use only if assigned and permitted by clinic policy.)

	Details
	1
	2
	3
	4
	5
	6

	Performs medication reconciliation steps assigned to the MA role.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Prepares injections using correct patient, medication, dose, route, and documentation steps per clinic practice.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Administers injections as delegated and documents site, lot, and patient response when required.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Observes patients’ post-injection based on clinic workflow and escalates reactions.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Maintains vaccine or medication storage checks when assigned.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Procedure Support

	Details
	1
	2
	3
	4
	5
	6

	Sets up the procedure tray and supplies correctly.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Assists clinician during procedures using sterile or clean technique as required.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Provides patient prep tasks assigned to the MA role.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Handles specimens from procedures and processes per clinic workflow.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Completes post-procedure room turnover and instrument processing steps as assigned.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Visit Verification and Excuse Note Workflow

	(Use only for administrative preparation under clinic policy.)

	Details
	1
	2
	3
	4
	5
	6

	Knows when a patient may request written visit verification for work or school.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Prepares a draft note using clinic-approved wording and minimum necessary details.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Routes the note for clinician review and signature per clinic process.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Follows clinic steps for copies, patient pickup, and secure delivery.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Avoids adding diagnosis details unless directed by the clinician.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Professionalism and Teamwork

	Details
	1
	2
	3
	4
	5
	6

	Punctuality and readiness for assigned shift.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Prioritizes tasks during busy clinic flow and communicates delays.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Accepts feedback and applies it in future tasks.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Maintains professional boundaries and respectful conduct.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	Reports safety concerns, incidents, and near misses per clinic process.
	☐
	☐
	☐
	☐
	☐
	☐

	Comments:
	

	

	Specialty Add-On Modules:

	(Select any that match your clinic.)

	☐ 
	Pediatrics
	☐ 
	Family Medicine
	☐ 
	Internal Medicine

	☐ 
	Urgent Care
	☐ 
	Dermatology
	☐ 
	OB / GYN

	☐ 
	Orthopedics
	☐ 
	Cardiology
	☐ 
	ENT

	☐ 
	Behavioral Health
	☐ 
	Other:
	

	

	Training and Improvement Plan

	Top Strengths

	

	

	Skills to Improve

	

	

	Action Steps

	Action
	Target Date
	Verified Date

	
	
	

	
	
	

	
	
	

	

	Sign Off:

	Medical Assistant Signature:
	
	Date:
	

	Evaluator Signature:
	
	Date:
	

	Supervising Clinician Signature:
	
	Date:
	

	

	Final Notes:
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Instructions for Use
To use this template, please adhere to the conditions outlined below.
You are allowed to:
-   Modify this template to suit your needs.
-   Employ this template for both personal and commercial projects.
You are not allowed to:
-   Sublicensing, selling, or renting this template or any modified versions thereof.
-   Distributing the Template or any modified versions or including it in a collection such as a database or any other product or service that offers downloadable assets (e.g., images, icons, templates) for redistribution or resale.
-   Utilizing any individual elements of this template in isolation from the template itself.
-   Registering any part of this template as a trademark or logo or claiming any part as your own intellectual property in any registry or similar entity.

For detailed information, please review our Terms and Conditions.

Fonts Used:
· Calibri: (A B C D E F G H I J K L M N O P Q R S T U V W X Y Z)
· Reddit Sans: https://fonts.google.com/specimen/Reddit+Sans
· Raleway: https://fonts.google.com/specimen/Raleway






	
