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(A) Policy Statement

Assembly and filing of patient’s permanent radiotherapy chart will be the responsibility of the Radiation
Oncology Front Desk staff .

(B) Purpose of Policy

To maintain accurate, convenient patient records within the Department of Radiation Oncology.

(C) Procedure

1. Place completed pink consultation form in proper place in Radiotherapy chart and a copy to TRO.
Place patient’s name, medical records number and radiation oncology number on chart.
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3. Forms received are placed in patients chart in appropriate manner.
4

Billing sheets are placed in chart yellow copy in TRO section of billing and white goes into the TRO billing
folder at the front desk.

Completed charts are to be filed unless they are under treatment which will have a RED under treatment
sticker on the front of the chart..

6. The front desk staff will file the chart in the year/numerical order assigned by the manager or designee.
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