Scheduling appointments on the GCRC

1. Appointment requests should be made 2 weeks ahead of time whenever possible.

2. Appointment requests should be made via fax or dropped in the appointment request box on the GCRC.  The GCRC fax number is 202-444-1505.  Please use the attached sheet to schedule appointments for patients.  Complete all possible information.  The GCRC must minimally have name and DOB to reserve resources for the patient as per institutional policies.  The remaining information must be provided at the time of the visit. 

3. If the appointment request is for the same week, you must call and talk to the GCRC Unit Secretary in addition to sending an appointment request form.  (When the Unit Secretary is not available the call can be directed to the GCRC Charge Nurse.  The Unit Secretary and the Charge Nurse can be reached at 202-444-0796.  Specific appointment times cannot be guaranteed on short notice. 

4. The request for appointment will be considered based resources available at the time of request.  (Including nursing staff, research tech and room availability)

5. If there are not adequate resources at the requested time we will contact you to discuss alternative times.

6. At the time of the visit, please be sure to sign in and provide any remaining demographic information that was not available at the time the appointment was made.

7. Provide the GCRC nurse caring for the subject a copy of the most recent signed and approved consent.   NIH mandates that GCRC staff cannot treat the subject without verification of the signed consent.

8. At completion of the visit be sure to sign the patient out. 

9. If you have any concerns or questions about scheduling please contact the nurse manager, Shaunagh Browning RCFNP, at 202-444-2639. 

Revised 2/1/2008

SB

