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(A) Policy Statement

New chart documentation must be built in Epic electronic format.
The use of paper based forms with Epic should be minimal. Paper based chart documentation forms are only to be used in
the event of an Epic downtime that exceeds 4 hours.

(B) Purpose of Policy

To ensure that only approved chart documentation is used in Epic and has been approved by the Health Information
Management (HIM) Department and the multidisciplinary representatives of the Health Information Management (HIM)
Committee. These committee members will guide the development of the forms in conjunction with representation from
information technology, nursing administration, quality and outcomes management, coding, compliance, and legal, as well
as others when needed.

(C) Procedure

Approval process — any new electronic chart documentation or electronic chart documentation in need of major revision,
must be submitted to the HIM Committee.
Send the following information with each new electronic chart documentation request

1) Screenshot of the old electronic chart documentation, if applicable

2) Draft screenshot of the new electronic chart documentation form

3) Purpose of the new electronic chart documentation
The business owner, or their delegate, of the new electronic chart documentation will email the HIM manager. The HIM
manager sends for email approval to the forms’ committee members.
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