Discharge Procedures

1. Case Management needs assessment must be completed on all discharges. (Must use paper form)
2. Go to the CDC Module- complete the appropriate discharge CDC. (refer to CDC manual) –Print the CDC

3. Complete the post discharge 2 month follow-up (just the top portion with name, address, clinician)

4. Go to Patient module – go to tools- scroll down to Discharge summary.  Complete all required fields. (no blanks) Print out Discharge Summary and sign the 2nd page.  Always select inactive for all discharges unless the consumer is DECEASED.  CLOSED is for deceased consumers only.  Once you have selected this patient module will pop back up and the status at the top should be showing Inactive.  YOU MUST SAVE YOUR CHANGES BEFORE EXITING OUT OF THE PATIENT MODULE.  THIS IS WHAT WILL CHANGE THE STATUS TO INACTIVE AND REMOVE CONSUMER FROM YOUR LIST AS WELL AS IT WILL CHANGE THE CDC STATUS TO INACTIVE. 

After you have printed all the discharge paperwork above and signed page 2, please return the chart and paperwork to the appropriate support staff to process. 
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