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Details
	Resource 
	Telehealth Consultation Checklist

	Purpose 
	A step-by-step checklist for staff to follow when arranging, preparing for, conducting, and following up a telehealth consultation. The "Location of Process/Guideline" column allows your home to record where supporting documents are kept, so staff can locate them easily.

	How to use this resource 
	Adapt this checklist to reflect your home's processes and keep a copy with your telehealth equipment for staff to reference. Cross-reference the "Location" column with your Telehealth Policy & Procedures Guide (TH01–TH08) where relevant.

	Disclaimer 
	This resource is provided for guidance only and is not a substitute for professional, clinical, or legal advice. 

	Adaptation note 
	Adapted from materials originally developed by Country to Coast QLD Primary Health Network. 

	Version 
	1.0 

	Date 
	March 2026 




	ü
	[bookmark: _Toc135660433]Arranging a Telehealth Consultation
	Location of Process/Guideline

	☐	Review the facility’s protocols 
(e.g., clinical needs, appointments, equipment) 
	Example: 
Policy and Procedures (P&P)

	☐	Check the facility’s resources 
(e.g., contact list, resident information) 
	 

	☐	Confirm appropriateness of telehealth consultation for resident on this occasion 
	Example: P&P Manual
Procedure Number TH02

	☐	Schedule an appointment with provider, advise resident & support people 
	 

	☐	Establish the best location for the consultation 
(e.g., quiet & private room) 
	 

	☐	Arrange technology and IT support 
(e.g., people and equipment, before & during) 
	 

	☐	Arrange dedicated Nursing cover 
(For before and during the appointment) 
	 

	☐	Resident has information about telehealth 
(e.g., time, consent, support people) 
	Example: Telehealth Pamphlet, Resource Number 3.0

	☐	The special needs of the resident have been considered 
(e.g., supports for people who are deaf, where English is a second language, or they identify as Aboriginal and/or Torres Strait Islander) 
	

	☐	Document arrangements and general setup undertaken, as per facility process
	 

	ü
	[bookmark: _Toc135660434]Before each consultation – Room Preparation
	Location of Process/Guideline

	☐
	Confirm appointment with doctor and relevant others 
	 

	☐
	Collect telehealth equipment 
(e.g., have tested & tagged equipment, in the room, and turned on) 
	 

	☐
	Pre-test Equipment 
(e.g., check all connections & parts work) 
	 

	☐
	Check Field of view 
(e.g., position the screen for comfort & eye contact) 
	 

	☐
	Check Lighting in room 
(e.g., room is bright with minimal shadows)
	 

	☐
	Check Sound and Speech 
(e.g., adjust speaker volume, explain microphone) 
	 

	☐
	Collect & prepare clinical records 
(e.g., observations, test results) 
	 

	☐
	Collect required clinical equipment 
(e.g., dressing packs) 
	 

	☐
	Prepare for technology failure  
(e.g., mobile phone back-up, IT ready, tip sheet, contingency plan) 
	 

	☐
	Place ‘do not disturb, consultation in progress’ sign on the door 
(after all participants have arrived)
	 

	ü
	[bookmark: _Toc135660435]Before each consultation – Resident Preparation
	Location of Process/Guideline

	☐
	Ensure resident’s privacy & dignity is maintained during the consult  
(e.g., 2-piece outfit, screen, gown, or cover sheet for examination) 
	 

	☐
	Consider resident comfort  
(e.g., position monitor, chair, speaker, microphone, support people
	 

	☐
	Minimise distractions & background noise 
(e.g., turn phones off, close blinds) 
	 

	ü
	[bookmark: _Toc135660436]During the consultation
	Location of Process/Guideline

	☐
	Introduce everyone at the beginning of the consultation 
	 

	☐
	Confirm Reason for consult, right doctor, right resident, right health record 
	 

	☐
	Confirm identity by asking resident to state their name, address, and Date of Birth
	 

	☐
	Confirm resident’s consent to participate including others in attendance 
	 

	☐
	Session recording should be disabled. 
Where this is a requirement, permission to record a video conference from everyone on the call is needed.
	

	☐
	Confirm steps have been taken to maintain resident’s privacy 
	 

	☐
	Confirm resident’s comfort, including that they can see and hear 
	 

	☐
	Ask everyone to speak clearly into the microphone using normal tone and one person to speak at a time 
	 

	☐
	Support clinical needs - ISBAR handover, discussion, assist assessment, examination & care planning 
	 

	
ü
	[bookmark: _Toc135660437]After the consultation
	Location of Process/Guideline

	☐
	Manage follow-up by documenting and finalising notes, clinical handover, and delegating actions i.e., scripts, pathology, next appointment, and written orders pending
	 

	☐
	Debrief with resident by asking how they found the consult or if they have any questions 
	 

	☐
	Ask resident and family for feedback about their experience 
	 

	☐
	Return equipment to secure designated area 
	 

	☐
	Complete consultation details in telehealth consultation register
	

	☐
	Maintain Equipment by ensuring re-charged, cleaned and ready for use
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