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The Surgery Assistant Training Checklist
	Surgery Assistant Training Check List
	

	Description of Task
	Date/Supervisor 
Initials when 
completed

	Week 1
	

	Turn on and log into computer
	

	Open computer software program and open schedule for the day
	

	Correctly identify surgeries/dentals for the day on schedule
	

	Locate and enter patient weight
	

	Access patient clipboard (alerts, rx tab, med notes, etc)
	

	Generate and print patient cage card and place on correct kennel/run
	

	Place patient in adequate kennel with proper bedding
	

	Correctly label and place patient belongings in surgery bin
	

	Understanding of general restraint (why it’s important/when is it used)
	

	Get out correct paperwork for the days procedures (anesthesia sheets/dental charts)
	

	Knowledge of sterile field (surgery table, packs, gowns, etc)
	

	Identify and set up IV catheter supplies (iv cath, flush, tape, etc. Hosp vs. Sx)
	

	Get out correct ET tube sizes and leak test
	

	Stock surgery area drawers
	

	Set up both dental tables (fleece, towel, IV fluids/pump, etc)
	

	Clean instruments (enzymatic cleaner, ultrasonic cleaner, etc)
	

	Clean ET tubes and hang to dry
	

	Clean monitor machine and cords and wrap cords properly
	

	Spend 3 hours on phones
	

	Week 2
	

	Correctly place items on the want list
	

	Correctly take items out of stock for internal stock use
	

	Properly set up monitoring machine 
	

	Spike new fluid bag correctly
	

	Proper restraint for jugular blood draws
	

	Proper restraint for cephalic blood draws
	

	Proper restraint for saphenous blood draws (cats)
	

	Proper restraint for IV catheter placements (dog and cat)
	

	Proper restrain/handling of intubation
	

	Set anesthesia machines with correct tubes, leak test, fill anesth gas
	

	Set up main dental machines (add water, supplies from drawer, etc)
	

	Set up dental x-ray machine
	

	Set up surgical suite for routine surgery (OHE, neuters, etc)
	

	Set up surgical suite for non-routine surgery (FB, cystotomies, etc)
	

	Correctly place bair hugger on patient (over chest, tucked in, avoid sterile areas, etc)
	

	Sterily open gowns, packs, drapes, suture, etc
	

	Properly take apart anesthesia machines
	

	Turn off and wipe down dental machines
	

	Turn off and wipe down dental x-ray machine
	

	Clean both dental wet tables and grates
	

	Clean surgical suite to clinics standards
	

	Clean surgical prep area to clinics standards
	

	Perform nail trims (including dremel)
	

	Properly clean exam rooms to clinic standards
	

	Understand common abbreviations
	

	Week 3
	

	Perform and properly record TPR
	

	Turn on dental laptop, open dentalaire, and enter patient info
	

	Correctly hook patient up to IV fluids for surgery (set fluid pump, etc)
	

	Correctly hook patient up to IV fluids for hospitalization (set fluid pump, etc)
	

	Wrap surgery packs properly
	

	Wrap sterile gowns properly
	

	Wrap lap drapes properly
	

	Cute and pack medium and large drapes
	

	Correctly label and pack individual instruments to be sterilized (hemostats, gauze, etc)
	

	Correctly set up, pack, and run autoclave
	

	Clean autoclave
	

	Text x-ray lead
	

	Change diff quick
	

	Change water in warm water circulating blanket
	

	Change soda sorb
	

	Change instrument milk
	

	Change ultrasonic cleaner
	

	General knowledge of medications we carry
	

	Spend 3 hours on phones
	

	Week 4
	

	Access patient treatments on board
	

	Add new patient to board (patient info and orders)
	

	Correctly run in house blook work
	

	Make medical notes (exam, tech appt, etc)
	

	Email medical notes, vaccine certificate, xrays, etc)
	

	Set up x-ray room to clinics standards
	

	Set up x-ray machine for patient (measure, positioning, table top vs tray, etc)
	

	Correctly label x-ray film (right vs. left)
	

	Correctly hook up monitoring machine
	

	Correctly interpret monitoring machine (identify HR, rhythm, o2, etc)
	

	General knowledge of how to add things to invoice 
	

	General knowledge of how to generate estimates
	

	Request in house blood work
	

	Identify when surgery supplies are low and when to reorder
	

	Request outside lab test, print sheets, and bag with correct samples
	

	Week 5
	

	Generate estimates for surgeries and dentals
	

	Correctly add surgeries/dentals to invoice 
	

	Correctly enter client and patiens prompts/notes
	

	Correctly start new client/patient account (address, numbers, signalment)
	

	Correctly schedule appointments/procedures (exams, surgeries, tech app, etc)
	

	Correctly check client info and reminders
	

	Correctly create prescription labels, fill medications, and put in correct area
	

	Correctly refills, renews, and voids a prescription
	

	General vaccine knowledge
	

	General knowledge for heartworms
	

	General knowledge for heartworm, flea, and tick preventatives
	

	General knowledge of intestinal parasites
	

	Correctly draw up medications (correct size syringe and correct amount)
	

	Spend 3 hours on phones 
	

	Week 6
	

	Go over estimates with clients to clinic standards
	

	Correctly go over pre-anesthesia instructions with owner
	

	Generate discharge instructions for surgeries/dentals 
	

	Go over discharge instructions with clients to clinic standards
	

	Go over instructions for medications (how to give, side effects, if tabs are halved, etc)
	

	Enter new call backs
	

	Complete call back
	

	Correctly invoice and check client out
	

	Understands what to do and what to offer if client cannot pay
	

	Correctly confirm surgeries (how and when)
	

	Understands microchips (why, when, where, communicates importance to owner)
	

	Properly administer microchip
	

	Correctly register microchip online
	

	Properly administer subcutaneous injections
	

	Correctly check in patient for surgery/dental (check reminders, get phone number, etc)
	

	Correctly finalize and has owner electronically sign estimate
	

	Answer call to clinic standards
	

	Communicates with staff and clients to clinic standards (core values)
	

	Properly obtain patient history 
	

	Correctly explains surgical procedures to clients (why recommend, age, recovery)
	

	Knowledge of what to do in an emergency situation (supplies, process, cpr, etc)
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