Workflow
Wrong patient admitted - including with/without documentation.

Registration Staff:
		Cancel the admission on the incorrect MRN (do NOT discharge)
		If caught after the fact, do NOT create a new encounter on the correct MRN.  
(HAR created on wrong patient will be moved when the Identity Specialist transfers the information to the correct patient.  This includes all electronic records with exception of electronic consents & scanned documents).
**If discovered early on in visit, you can create an encounter on the correct patient/MRN and have staff/provider document on the correct patient/MRN.

                                Please notify: HIM Manager – Jan Birch
                                                          HIM Clerk – Shelly Bruegge
                                                          Registration Supervisor – Teri Zeitler

E-mail notification should include:
                          	      		1.	Incorrect patient’s name, birth date & MRN.  
                         	   		2.	Correct patient’s name, birth date & MRN.
                                		3.	Type of admission (ED/Acute/SNF/TCU/OBS/SDSurg/Outpatient etc.) 
                                		4.	Reason why error occurred.
	Please do not attempt to move information manually or re-write notes after the fact.


HIM Department
HIM Manager will notify HIM-IdentitySpecialist@healthcare.uiowa.edu who handle these requests.     In HIM Manager’s absence, the Registration Supervisor will notify
U of I.

HIM Manager (Registration Supervisor) will notify all departments involved based off information that was created during encounter.

The University of Iowa can move all information that has been created in EPIC with exception of scanned & electronic forms.  This will be performed by HIM once the EPIC information has been moved by the University.  

Submit only MRN, date of service and what documents needs moved.  Send as [image: ]

Electronic forms will need to be printed, demographic information corrected and scanned to the correct patient.  Delete these forms from the incorrect patient with reason: Wrong patient admitted
                
Scanned forms can be moved within EPIC to the correct patient unless sticker information is wrong.  Scanned documents will need to be printed, demographic information manually corrected and rescanned.  Delete these forms from the incorrect patient with reason: Wrong patient admitted

Cardiopulmonary Department
CP Department needs to correct the information in the Cardio-server program & any other external program used.

Lab Department
	Correct any external program that logs patient tests – blood bank, pathology

RAD Department
	RAD Department needs to correct the information in the PAC’s system.


Provider
Encounter Notes will need to be reviewed by the provider once the encounter information has been moved.  Provider should review all medications, allergies and history information.  Provider will make any correction needed to reflect the correct patient’s information.   
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