Name:________________________________

Office quiz & Scavenger Hunt
Before beginning the quiz, read through the Clinic Office Manual and Course Requirements.  Please do this quiz during your office hours for the week of January 17th.  Turn it in by Monday, January 24th to Carolyn’s box.  

This quiz may seem a little hokey, but we think it will help you quickly learn the procedures and logistics you need to work efficiently in the clinic.  We think it may save you some frustration when you are trying to do actual client work.  Answers to these questions can be found in your office manual, the office FAQs on the web (http://www.law.duke.edu/aidsproject/400_01/secure/office/faq), and by wandering around the clinic office.
You may “bill” your time doing the quiz.

1. What do you bring to your weekly supervision meetings?
2. Where can you find instructions for transferring a telephone call?



3. Where is the printer/copier?  



4. Find some printer paper and add a few sheets to the paper tray of the printer/copier.
5. Where do you put outgoing mail? What time is outgoing mail sent out?  Do you need a stamp?



6. Where are open files kept?  How are they arranged?



7. Where can you find supplies (pens, paper, etc.)?  Go to the supplies and get a pen, a pad of paper, and a business sized envelope. 
8. Where should you look for incoming mail, memos, etc.? 


9. If you have something for Allison or Carolyn, where should you put it?



10. How do you make a long distance call?  Which goes first, the phone number or your long distance code?



11. What phone number should you give to people to call you back on?
12. How do you make sure you get your phone calls when you’re in the office?



13. After you have had a case-related phone call, how and where do you document it?



14. If our front desk is not staffed and the phone rings in the pods, what do you do?



15. Can you access the office after hours?



16. Where do you meet with clients?  How do you schedule a meeting place?



17.  When talking to your client, how do you address him or her?



18. What form do you fill out if you take a call from a new client?  Where do you find the form?  Get a form and pretend you are the client.  Fill out the form.  Make up whatever information you don’t know.  Attach the form to your quiz.



19. If you messed up the form, and it had the client’s name or other identifying information on it, how would you dispose of it?  Locate the specific place it will go.



20. After you’ve done your initial interview with a client, what’s the next step you take? 



21. Briefly browse our course webpage, starting at aidslegalproject.org.  

a. Where would you look for our course readings?


b. What is the class topic for January 18th?


c. Where would you look for general forms and templates for your work in the office?


d. Where would you look for links to AIDS law and medicine resource materials on the web?


e. Find the link for the North Carolina AIDS Drug Assistance Program and browse that site briefly.  Read the fact sheet on the ADAP site.  What is the income limit for the ADAP program?




22. On our website, find directions to the Duke Infectious Diseases clinic.  Where did you find them?

23. On our website, find the medical release for Duke Medical Center.    Where did you find it?



24. Find and print out a sheet of clinic letterhead.  Attach it to your quiz.  (Hint – look on the tool bar in Word).  Where else could you find the letterhead?



25. Name two places to look for clinic forms/templates



26. On what day of the week are clinic journals due?  How frequently?



27. What components need to be in every business letter?




28. When you prepare a business letter, what “title” goes under your name?




29. In a standard manila case file folder, which of the following items should be clipped on the left hand side of the folder?  In what order, from bottom to top?



a)
Client’s power of attorney


b)
hand-written notes


c)
intake sheets


d)
proof of HIV status


e)
case notes


f)
correspondence


g)
opening memo



30. Go to our open files (small folders, not binders).  Pull out a random client file Check whether items are placed in the file correctly per our office manual.  On this quiz, please write the first name of the client and state whether there are any filing errors.  Describe the errors, if any.





31. Read the case notes on this file (either in the folder, or in Time Matters).  From reading the case notes, can you understand what happened in the case?  If not, explain why and how the notes could have been improved.





32. Where is the fax machine?  What’s our fax number?



33. Scan a copy of this quiz, find it on the computer, and e-mail the scan it to Carolyn.  Then delete it from the computer. 



34. How do you code the following documents when you save them to Time Matters?
a.
letter


b.
opening memo

c.
request for Medical Records


d.
affidavit

e.
Will


f.
Power of Attorney


f.
memo to the file

g.
legal research



