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1. � FORMTEXT ��Upon receipt of discharge orders, the Medical Clerk will prepare the chart in order and notify the team leader.





2.  The Medical Clerk will check the chart for discharge summary and will ensure that the computerized Admission/Disposition Form is completed and signed by the MO.





3.  Prescriptions written at discharge will be sent to the main pharmacy via Fax or entered into the CHCS computer system.





4.  The team leader will discuss home care with the patient/significant other.  The team leader will complete the Patient Discharge note and discuss discharge instructions.


    a.  See GUIDELINES for completion of Patient Discharge note.


    b.  The patient and/or significant other must sign the discharge note and be given a copy.





5.  Patient/ significant other will pick up prescriptions from the main pharmacy and will be given specific instructions concerning discharge medications from the Pharmacist.





6.  Patient/significant other will gather all personal belongings, including items deposited for safekeeping.





7.  The patient/significant other will deliver the computerized Admission/Discharge form to  Patient Admin Dispositions office, check bill status at Collection Agent, and proceed to their destination.





8.  The Medical Clerk (team leader-after hours)will make the appropriate entry on the Ward Report, notify food service, notify pharmacy, and remove name from diet sheet.





9.  The nursing unit will ensure that the completed clinical inpatient record is forwarded to Patient Affairs:


    a.  The Patient Affairs watch will pick charts up from the unit after 2400.


    b.  Alternatively, the chart may be hand-carried to Patient Affairs.
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6.  Personal belongings must be picked up from Patient Admin prior to 1600.
























































9.  NEVER RETURN THE RECORD TO PATIENT AFFAIRS VIA GUARDMAIL.�
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