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The Treatment Technician Training Checklist
	Treatment RVT Training Check List
	

	Description of Task
	Date/Supervisor 
Initials when 
completed

	Week 1
	

	Computer Skills
	

	Turn on and log into computer
	

	Open computer software program and open schedule for the day
	

	Knows basic operations of computer software (log in, open schedule, daily tasks)
	

	Knows how to open/navigate a patient file
	

	Can properly obtain a pet’s weight and enter into file
	

	Can print cage card and place on appropriate kennel/run
	

	Personal Skills
	

	Introduce themselves to clients
	

	Maintains a positive, upbeat attitude
	

	Opens door for clients entering and exiting the clinic
	

	Knows how to properly seat a client (meet at door, get weight, offer drink, etc)
	

	Knows that types of payments we accept
	

	Understands that payment is needed at the time the services are complete
	

	Understands what to do if a client cannot pay
	

	Can properly complete all duties on daily checklists
	

	Keeps the treatment area clean and stocked
	

	Properly cleans and restocks exams rooms
	

	Technical Skills
	

	Properly restrain cats and dogs
	

	Chooses appropriate cage for drop off/hospitalized patients
	

	Places pets’ belongings in a treatment bin and puts corresponding number on cage
	

	Able to properly obtain a free catch urine sample
	

	Able to perform nail trims/dremel
	

	Able to express anal glands and understands what they are and why they get full
	

	Understands how we draw blood from our patients
	

	Able to draw blood from the jugular vein in dogs and cats
	

	Able to draw blood from the cephalic vein in dogs
	

	Able to draw blood from saphenous vein in dogs 
	

	Able to draw blood from the medial femoral vein in cats
	

	Knows what blood tubes to use for in house tests
	

	Knows what blood tubes to use when sending labwork out
	

	Complete cross training in reception - 3 hours
	

	Complete cross training in rooms - 3 hours
	

	Cat Friends - week 1 
	

	Week 2
	

	Computer Skills
	

	Correctly requests items on wish list
	

	Correctly remove items from stock on internal stock use
	

	Can properly add patients to patient board
	

	Able to properly complete patient board tasks and mark them completed
	

	Knows how to properly open a medical note for exams, rechecks, tech appt, client communication
	

	Can properly enter HWT results and urinalysis results manually 
	

	Personal Skills 
	

	Able to properly identify and retrieve tech appointments
	

	Walks clients to the door after interacting with them
	

	Makes sure the client does not want anything else done when here for a tech appt or drop off
	

	Able to anticipate the needs of other staff/clients
	

	Medical Knowledge
	

	Able to explain why dogs and cats should be vaccinated
	

	Understands and explains what to watch for with vaccine reactions
	

	Knows the location each vaccine is given
	

	Knows what brand of vaccines we use and why
	

	Understands what vaccines dogs, cats, puppies, kittens need, when we give, and why
	

	Knowledge of canine distemper, parvo, rabies, lepto, kennel cough, lym
	

	Knowledge of feline panleukopenia, calcivirus, rabies, fiv, felv
	

	Understanding of medial abbreviations
	

	Able to perform minor math (kg->lb, ml->L)
	

	Technical Skills
	

	Can properly set up catheter supplies (correct size, inj cap, tape, etc) 
	

	Can set up a cage for hospitalized patients (correct fluids, pump, grate, potty pads, etc)
	

	Knows how to properly hook/unhook patients from fluids
	

	Able to properly calculate fluid rates and determine how many liters the patient needs overnight
	

	Able to properly place an IV catheter in dogs and cats
	

	Able to properly give SQ, IM, IV injections to dogs and cats
	

	Can properly remove sutures
	

	Able to obtain urine samples with cystocentesis
	

	Able to perform a urinalysis properly (dip stick, specific gravity, sediment)
	

	Read cat friend - week 2
	

	Week 3 and 4 
	

	Computer Skills
	

	Knows how to schedule, change, move, or delete appointment correctly 
	

	Able to enter a callback properly
	

	Able to add orders to a patient file
	

	Knows how to create a prescription label
	

	Properly enter a written SO
	

	Can properly void, renew, or refill a prescription
	

	Able to create a new client account
	

	Able to create a new patient account
	

	Able to update/change address, phone, emails, etc
	

	Properly enter alerts/warning into patient file
	

	Able to enter/change reminders properly
	

	Knows how to email vaccine certificates, medical notes, invoices, histories, etc
	

	Knows how to take/upload pictures to patient account
	

	Knows how to add items to invoice 
	

	Can properly load orders to patient board
	

	Knows what online pharmacy we recommend and why
	

	Understands proper procedure for sending/receiving faxes
	

	Medical Knowledge
	

	Understands what parasite prevention we use, how it works, etc
	

	Basic understanding of common parasites (heartworm, flea, ticks, intestinal, ear mites, etc)
	

	Knows how to do basic dosage calculations
	

	Basic knowledge of the medications we carry and what they are used for
	

	Understands what our protocol is for drug monitoring and where to find the infor
	

	Technical Skills 
	

	Able to properly obtain and read a skin cytology
	

	Able to properly obtain a skin scrape
	

	Able to properly obtain a DTM culture
	

	Able to properly obtain and read and ear swab cytology
	

	Can properly perform an ear cleaning
	

	Can properly perform a clip and clean
	

	Able to properly give a client a tour
	

	Able to correctly fill a prescription
	

	Able to properly position patients for radiographs and obtain them
	

	Able to run in house bloodwork
	

	Phone Skills
	

	Properly calls prescriptions into a pharmacy 
	

	Able to answer the phone properly
	

	Able to place a call on hold
	

	Able to send a call to the correct voicemail
	

	Understands criteria for every phone call 
	

	Able to properly call clients regarding lab results, call backs, medical notes, prescriptions, drop off,etc
	

	Able to properly make confirmation calls for drop offs
	

	Complete cross training in reception - 3 hours
	

	Complete cross training in rooms - 3 hours
	

	Read cat friendly - 3 and 4 
	

	Week 5
	

	Personal Skills 
	

	Knows history of pet prior to entering exam room
	

	Keeps client in the know 
	

	Knows how to properly explain estimates to client and obtain signature
	

	Knows how to properly go over invoice with client
	

	Understands how to go over medications with client (directions, side effects, etc)
	

	Give all pertinent paperwork/supplies to client (exam sheet, invoice, meds, new client packs)
	

	Computer Skills
	

	Understands how to open and complete deceased patient notes
	

	Checks all clients and patient information
	

	Checks reminders for all patient information
	

	Checks reminders for all pets of the family - discusses with client 
	

	Takes a thorough history and properly fills out appropriate medical note
	

	Able to properly invoice for all products and services performed
	

	Able to properly decline to history items not approved by owner
	

	Properly applies any appropriate discounts
	

	Properly collects payment from client
	

	Can properly go over exam sheets with clients 
	

	Enters call backs appropriately when needed
	

	Can properly navigate emails and understands the different uses of them
	

	Can properly use online pharmacies to place orders 
	

	Can properly send records and images to other vet clinics
	

	Medical Knowledge
	

	Understands what wellness tests need to be done for all puppies and why
	

	Understands what wellness tests need to be done for all adult dogs and why
	

	Understands what wellness tests need to be done for all kittens and why
	

	Understands what wellness tests need to be done for all adult cats and why
	

	Understands how to properly charge for all lab tests and how to send it to lab
	

	Basic understanding or our drug testing protocol
	

	Understands pet insurance, which ones we recommend, the benefits, how client pays, etc
	

	Knows why microchips are important, what company we use, how to administer, and how to register
	

	Technical Skills 
	

	Can properly perform a blood pressure reading 
	

	Able to properly obtain radiographs independently
	

	Able to properly set up and prepare for euthanasia
	

	Able to perform euthanasia aftercare
	

	Able to properly use for and triage an emergency
	

	Read cat friendly - week 5
	

	Week 6
	

	Basic Surgical Knowledge
	

	Has basic understanding of spays, neuters, declaws, dentals, and why we recommend them
	

	Has basic understanding of importance/urgency of foreign body, splenectomy, cystotomy, etc
	

	Understands sterile field
	

	Understands why dental radiographs are so important
	

	Understands what labs we recommend for surgery patients and why
	

	Understands how long to leave sutures in
	

	Has general respect for surgical suite
	

	Complete cross training in receptions - 3 hours
	

	Complete cross training in rooms - 3 hours 
	

	Read cat friendly - week 6
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