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Surg Unit

Communication Preference for Incomplete Charts

Policies and Procedures: Delinquent Medical Records

The United Way campaign began July 30 and will run through August 24. Covenant HealthCare will again serve as 
a pacesetter for the United Way’s giving season. All employed physicians should have a pre-printed card. All other 
physicians can use a blank one from Human Resources.

Get ready! Doctors Day is Friday, March 29 and we will be celebrating Covenant physicians in the white, grand tent, in the 
Cooper physician parking lot. Enjoy made-to-order omelettes from 6:30-11:30 am. This year marks the 80th anniversary 
of National Doctor’s Day. We think Covenant physicians are All-Stars, who “Get their game on” every day by providing our 
patients with extraordinary care. Let’s celebrate! 

EH TB Testing/Screening Final Clinics

TB clinics are coming to a close soon. Thank you to all physicians who are now TB compliant! Starting the week of 
April 29, those who have not taken advantage of the 27 TB clinics offered to be TB compliant, Employee Health will be 
available at to offer the testing at 600 Irving, second floor, during the following times:
TB Testing Only- Tuesdays, 9-11am TB Reading Only - Thursdays, 9-11am
These clinic hours will be put into place in order to better serve and to promote Employee Health workflow. All other TB 
testing will be by appointment only with Employee Health by calling Jennifer at 3.6018, Ellen at 3.4284, Pam at 3.4285 or 
Sandy at 3.6188. Here are the remaining scheduled clinic dates:
Wednesday, April 24 8:30 – 9:30 AM 600 Irving, second floor Employee Health
Wednesday, April 24 1–2:30 PM Mackinaw Lower Level Conference Room 
Tuesday, April 30  2 – 3:30 PM Houghton Conference Room, second floor
Thursday, May 2  2 – 3:15PM Houghton Conference Room, second floor 
     (TB readings only)

A new delinquent medical records policy has been adopted at Covenant. The new policy for completion of records is 
necessary due to regulatory standards, which mandate that each patient medical record must be completed within 30 
days of discharge. If medical records are not complete by day 21, the provider’s medical staff privileges will automatically 
be suspended. If there are still incomplete records at 31 days, resignation of all staff privileges will occur. Please contact 
the Medical Staff Office or HIM at 583.4133 or 583.4100 for further information.

General Rules of the Medical Staff regarding discharge summaries are as follows:
 1.12-5  Discharge Summary.  A concise discharge summary must be completed on each patient within seven (7) days 
of discharge. A discharge summary discusses the outcome of the hospitalization, the disposition of the patient, and 
provisions for follow up care, and final diagnosis. 

HIM is requesting that physicians notify them of their communication preference in regards to the delinquent medical 
records notice that is sent out (i.e. e-mail, inbox, fax). A physician can also designate if he/she would like a “cc” of this 
letter sent anywhere. For example: A letter to the physician and a copy to the practice manager. Physicians can notify 
HIM of their preference by calling the ICF area at 583.4100 or stopping by the ICF area adjacent to the Cooper Physician 
Lounge. Letters will only be faxed or put in their in-basket. Letters will no longer be mailed. If your current delivery is 
satisfactory, there is no need to take action. 

Discharge Summary Rules


