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Section: Records and Reports - Although there have been no arbiliprary -
regulations adopted relative to the
detalls of keeping laboratory records, all reports of findings should be
filed and cross~indexed., The following filing system 1s suggested:

"JACS « Standards for Clinicael Laboratories in Hospitala

1. Requisition for work desired - This [orm should be applicable
Tor all examlnatlons.

k%Q/ 2. Report of findingse This is required to be made 1n duplicate,
one copy to g0 to the patient's flle, the other to remain

in the department,

3. Daily, monthly and annual reports = not applicable to dlacussion

Lhe Piling of reports - Usually the vertical folder eand cabinet
are used for the filing of the report, arranged alphabetically
or according to the patlient's number.,

S. Cross index ~ Many methods of cross~indexing laboratory report
are in vogue. A zgood system makes 1t possible to find data
by name &nd by number and provides the necessary grouping of
- types of examinations and findings.
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Another Bulletin dated Auguat 1957, No, 15 has these corments re lab wo *k:

oral requisitions for laboratory work ars not condoned. Re=-
quisitions may be made out by the nurse but there should be an original
order for the procedurs, signed by the physician, This order should
gitieg be on the patient's medlcal record or in the physiciants order
ook, )

Also in same Bulletin - "Desides supervision and compotencs of
personnel, the hospital lanaratory is evaluated on the basis of the
adequacy, apeed and com.leteness of ifts laboratory service. All reports
should be signed and filed in the patlent's record., DUPLICATE CCPIES
should be flled Iin the laboratory.® : -
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| MINUTES - MEDIGAL REC\ .0 COMAITTEE | (¢ DECEMBIR 18, 1957

160 « 5100 p.m.
The montﬁly‘meating of the Medlesl Record Committes was
held in the Chalrmants Office this date., All members were present

throughout the hour.

I. OLD BUSIHESS:
A. Short-stay Form - Presentation and Diacus:iog of Second Drafts
1, Er. Finn reported from Dr, Parr that suthorization for
re-admission of a Research patient was not legally
necesasary so that portion gf'the draft wag delstead,
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2. Re-write that gection to include only s statement
signed by the patient indfcsting the accuracy of previo ¢
socioclogical data; spacifle dates to be used in referense.

3. Have the draft mimeograpﬁad and fasued as & temporary
Form to be re~evaluated before final printing.

S. tuttorization Form for Admiamasion of Industrial Hedlcine Patients:

1. Committests decision of 3«13-57 was reversed (in part);
narely, no special or separate Form now consldsred to de

neceasary hecauses

8. Total number of casos per year 18 too low to
Juatisy effort and expense '

b. 3peclal ¥orm for all Workmen Compenaation Caaes
must ba used anyway »

¢. The sole concern of BHL is that the patient
understands his financlal responsibility and

agrees to assume such financlal responsibility.

2. Decislon was made to prspare only a brief statement
which would indicate the financilal obligation of the

patient.

3+ This statement will be typed or atamped on Form 1165
- (Part I, Pace Sheet) under "Special Information™ for
thia category of inpatfents.

i, The responaibility for carrying out this policy will
be that of the Admitting Clerk.

C. Arrangement of Chart at Discharge and Chart Dividers:

1. ¥embers approved outline as submitted (see attached),

2. Outline will appear in each inpatientts record.

3. This will not be effective until all equipment and
supplies necessary for the conversion of the Research
files are on hand and adequate personnel assigned to
the task.

i vari-colored, 1/5th cut chart dividers were shown and
ro jected,
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S, Retaln the 1/S5th cut positions, however,
6. Pirst position will be in one contraasting color and

will mean "outpatient record.”®

D. Revision of Laboratory Report Forms:

1. Racommendation was made that the Chairman of this
Committee consult with the Chairman of the Laboratory
Services' Committee regarding cooperation between ths
two groups in this undertaking.

II. NEW BUSIRESS:

A. Care of research outpatients in the Clinio:

1, In view of the adequacy of ocurrent facilities and
staffing in the Clinie, it waas agreed that all services
to a research outpatient should be administered in the
Clinic per se, Speciflcally, this includes injections
{(e,g. insulin) and minor surgical procedures (e.g.
phlebotomy) heretofor performed on the wards,

2. Isotope adminiastrations and x-rays constitute known
exceptions at this time,

3. Dr. Love will request temporary extra nursing services
as and 1f needed to effect this policy.

li. The above action should provide for more complete and

accurate cliniecal recording end also keep so~called
legal hazards at a minimum,

5. Dr. Dahl urged that merbers remind other Staff members
of the requirement for a complete diagnostic workup on
each applicant for research study and/or treatment.

6. Also Staff members should be reminded not to take charts
away from the Clinic unless brought directly to the
area of the Medical Record 0ffice for diotation, etc.

The next regular monthly mesting will be Wedneaday, January 29,

1958 at the usual time and place.

Reapectfully submitted,
1180331 /8/ AMANDA T. HARRISON, RAL

Secretary
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ARRANGEMENT OF RESEARCH MEDICAL RECORD YOR PERMANENT PILING

Data 18 arranged chronologically from the earliest date
forward, inpatient and outpatlent findings being sequentially
filed as svidenaed by chart dividers,

Being perpetual records, the Isotopaiaadiation Surmary and
Dietary Record are pulled forward to thelyr propar poaitions for
each new admiasion.g& . )

I. HEDICAL SECTION

l, 3=Part Face Sheet B -i
a, Part I - Sociologictl Data , '
b, Part II - Clinical Sumnary by topicll outline .
¢. Part III - Isotope-nadiation Summary -

2. Autopsy Protocol inoluding postuortom photographs
« History and Phyaical Examination
« Progress Notes

5. Conaultationas

0. Discharge Summary

7. Laboratory Reportas

8, X-rays '

9. Speacial Tests, Studies, Procedures ass

a, Elsctrocasrdiograms -
b, Sight-3creener & Audiogram .
¢, Nlscellaneous reports; e.g. hancwriting samplea

10. Pathologlcal Reports from BEYL only
11, Dietary Record

ITI, SCCIOLOGICAL SECTION

' l. Correspondence including abstracts (BN¥L and other hospitals)
2, Authorizations, releases, permits
3+ Clinical photographs

III. RURSES' SECTICN

1, Speclal Graphs
2. Temperature % Pulse Charte
3. Doctor's Order 3hesta

IV. NURSES! _NOTES - Form No. 660 = flled in separate folder which is
available on request
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