Vanderbilt Psychiatric Hospital (VPH) Patient Transfer to VUH/VCH Inpatient Status through Emergency Department: Admitting Liaison Instructions
	 PURPOSE:  To outline the Admitting Liaison process for transferring a VPH patient to VUH/VCH Inpatient status after treatment in Emergency Department. 

	Date of Creation:
	12/2010
	Date of latest revision:
	


1. Admitting Liaison signs-in to the ED Whiteboard as ‘Liaison’ using the ‘Sign-In’ tab at the top of the board.
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2.  Admitting Liaison receives auto-generated page that states “Bed Name, (MRN); complete D/C – Admit process for VPH patient.” The Admit column on ED Whiteboard will have a flashing pink box indicating “Pav 5 D/C” 

3.  Admitting Liaison completes the following steps:

A. Call VPH to notify them of the admission to VUH or Children’s Hospital.

B. Using Wiz, archive patient’s orders (see HDI Archiving WIZ Orders).

C. Using function DSCG, discharge the patient from Pavilion 5 in Medipac, using disposition ‘A- Transfer Other Hospital’.

D. Re-register the patient using ERRR (Pav 1 for VUH/Pav 3 for VCH).
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4. The “new” patient registration now appears within the Waiting Room Tab on the ED Whiteboard. 

5. Admitting Liaison completes Account Copy Process: 

A.  Click on the Admin Tab (must be signed in to the whiteboard as Liaison).

B.  Select the appropriate Case Number within the ‘Copy From’ section.  

Once the Case Number is selected, the ‘Copy To’ section will auto-fill with  the patient’s new Case Number, Patient Name, and Admission Date.

C.  Verify that the correct patient info is selected
D.  Click Copy Encounter button.  (The patient’s data from the Pavilion 5 Case Number will copy to the Pavilion 1 or 3 Case Number).
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6. The Pavilion 1 or 3 patient’s Admit column displays “Ready to Admit” on ED Whiteboard. 

7. The Admitting Liaison will discharge the Pavilion 5 patient from the current Bed on the whiteboard and move the Pavilion 1 or 3 patient into the same bed.
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8. Utilization Management reviews the case. 
9. Once the Admit column says ‘Complete’, the Admitting Liaison completes the admission process per the provider bed request.
10.  When the patient status has been updated in Medipac to either observation or inpatient status, Admitting Liaison notifies the ED Charge Nurse to replay the archived orders (see instructions for Charge Nurses). 

This should be FLASHING








