ADMITTING Work Flow























FINANCE

A. WORK FLOW

1. COLLECTION OF FEES

THE COLLECTOR


- Donation thru

RECIEVES


 
   consultation

· Ancillary fees

· Bill of charges

· For in-patient

· Professional fees

The Collector Summarizes Total Collection


After which he endorses to cashier his

collection

a. OPD Collection (Out-patient)

The Client (patient) present:


1. Number for OPD





2. Request coming from


consultation issued by





attending physician


guard

Collector assess for billed amount

If new  = P50.00, old = P2.00


If for donation, amount donated is



If assessed indigent,

forwarded to the collector and



referred to SWA/SHO

listed to the daily donation

collection form

Patient issued and Official Receipt


Collector tabulate & Total Collection Cashier prepares report to











the ff: Medical Director






City Acct. Off.
Collector endorse collection to 



cashier


Cashier checked and totals cash
Cashier deposit collection

receipt 




to bank

The OPD consultant

donation safe keeps by





Cashier prepares the

the cashier for







statement of collection

emergency purposes
b. In-Patient Collection

The patient ask the Collector

for their Bill of Charges

Charity / indigents



Private


The Collector presents the Bill of Charges to the

relative of patient

The patient ask for


The patient pays the amount

assistance of SWA/SHO:


charge

the collector refers


a. for hospital bill









b. Attending consultant


The collector receive


The collector issue OR for



money and issue OR


the Hospital bills


The collector tabulates

and totals collection

2. RELEASING OF EMERGENCY FUNDS

Releasing of Emergency Funds

(in the absence of Cashier)


Verification and accounting of

receipts

2. BILLING CLERK

a. BILLING SERVICE

Bring down chart from ward


Information of patient


Charge  Slip


Compute formal billing

Present  to patient and

assessment if capable

to pay


Assistance from 
- 
Social Service

·     Senior House Officer

·     Medical Director

·     Attending Consultant in

·     Case of private patient

Issuance of Official Receipt

File

b. CHARGE SLIP





Charges from

- 
Laboratory

·     
x-ray

·     
Ultrasound

·     
Operating Room

·    
Delivery Room

Post per patient ledger


File

3. CASHIER

a. COLLECTION

Examine cash received


Classifies and total cash collection


Prepare statement of collection


Deposit collection to bank


Report
 
-
To Medical Director

· To City Accounting
Office

· To Commission on Audit

b. DISBURSEMENT

Releasing of emergency funds


Verification and accounting of results


Forward to Medical Director thru Purchasing

Officer

c. SAFEKEEPS DOCTOR’S PROFESSIONAL FEES

d. MEDICARE

Medicare patient bill of charges

Verifies the correctness


Issuance of Official Receipts

Accepts payment from Medicare

LABORATORY

A. Work Flow

HEMATOLOGY

REQUEST RECEIVED FROM ICU
REQUEST RECEIVED

REQUEST IS BROUGHT

AND ER



FROM WARD


IN BY PATIENTS (OPD)


MED. TECH. ON DUTY NOTE

THE REQUEST

ASSIGN AN. MT-INTERN OR A



ASSIGNED MED TECH TO DO

MED. TECH, TO GO TO 




EXTRACTION/INFORM

REQUESTING DEPARTMENT




PATIENT TO COME BACK AT









3:00 P.M.

MED. TECH. DOES THE

EXTRACTION

MT SUBMITS SPECIMEN TO

SECTION RESPONSIBLE


MT RECEIVER CHECKS THE

SPECIMEN AND ENTERS AND 

ASSIGNS AN ID # INTO THE

LOGBOOK IF SPECIMEN IS FIT

FOR EXAMINATION/TIME OF

RECEIPT IS RECORDED


PROCESS BY MT INTERNS/STAFF


MICROSCOPIC CBC

EXAMINATION BY MT STAFF


RESULT IS RECORDED IN THE

LOGBOOK

RESULT IS TRANSCRIBE TO

OFFICIAL RESULT FORM AND

SIGNED BY MED-TECH


RESULT RELEASED TO

REQUESTING DEPARTMENT BY

MT-INTERN ER/ICU


MICROSCOPY

ER/ICU


   OPD


IN-PATIENT


REQUEST IS RECEIVED BY MT

ON DUTY WITH SPECIMEN


MT CHECKS IF SPECIMEN IS

FIT FOR EXAMINATION

MT SEND SPECIMEN WITH

REQUEST TO PROPER SECTION

SPECIMEN IS ASSIGNED A LAB.

REFERENCE NUMBER AND MT RECORDS

SPECIMEN IN THE LOGBOOK

MT-1 PROCESS THE SPECIMEN

MT DOES THE MICROSCOPIC WORK


RESULT IS RECORDED IN THE LOGBOOK

OR # OF OPD IS RECORDED

TRANSCRIBE RESULT IN THE OFFICIAL

RESULT FORM


IF STAT-RELEASE RESULT AS SOON AS

IT IS DONE

IF NOT-RESULT IS PLACED IN THE

RESULT BOXTILL THE PATIENT OR

WARD PESONNEL CLAIMS THE RESULT


CLINICAL CHEMISTRY

REQUEST RECEIVED BY MT ON DUTY


MT CHECKS THE REQUEST

SEND MT TO REQUESTING

DEPARTMENT


MT DOES THE EXTRACTION

MT SENDS TO APPROPRIATE SECTION


ENTER INTO LOGBOOK AND ASSIGN

LAB. NUMBER, TIME IS ALSO NOTED


PROCESS THE SPECIMEN

MT READS THE RESULT

MT RECORDS THE RESULT IN THE

LOGBOOK


MT TRANSCRIBES THE RESULT IN THE

OFFICIAL RESULT FORM


RESULT IS READY AT 4:00 P.M. IF

ABNORMALLY LOW OR ABNORMALLY

HIGH/LOW RESULT IS RELEASED

IMMEDIATELY


ABNORMAL RESULTS ARE REPEATED

BEFORE THE RESULT IS RELEASED

SEROLOGY

MT ON DUTY RECEIVED REQUEST


MT CHECKS THE REQUEST

MT ASSIGN MT-1 TO EXTRACT FROM

OPD PATIENT OR TO GO TO

REQUESTING DEPARTMENT TO

EXTRACT BLOOD FROM PATIENT

MT SENDS SPECIMEN TO APPROPRIATE

SECTION


MT PROCESS THE SPECIMEN

MT READS THE RESULT


MT RECORDS RESULT IN LOGBOOK

MT TRANSCRIBE RESULT IN OFFICIAL

RESULT FORM


RESULT IS READY AT 4:00 P.M.

BLOOD BANK

ORDER FOR BLOOD IS RECEIVED BY MT

ON DUTY


BLOOD TYPE OF PATIENT IS

RECHECKED BY MT


MT CHECKED BB REF. IF BLOOD IS 

AVAILABLE, IF NOT INFORM RELATIVE

OF PATIENT TO OREDER FROM BLOOD 

BANK OR INSTRUCT RELATIVE OF 

PATIENT TO PROCURE BLOOD FROM

RED CROSS

WHEN BLOOD IS AVAILABLE, RECHECK

MT RECORDS RESULT IN LOGBOOK IF

BT OF BLOOD BAG RECEIVED, RECORD

INCOMPATIBLE, RETURN BLOOD TO BB

IN BB LOGBOOK AND PROCEED WITH

SOURCE AND ASK FOR REPLACEMENT

BB COMPATIBILITY TESTING



IF COMPATIBLE, RELEASE BLOOD TO







WARD














MICROBIOLOGY AND CYTOLOGY

MT RECEIVED REQUEST


MT CHECKS THE REQUEST AND THE SPECIMEN


MT RECORDS AND ASSIGNS THE

SPECIMEN A LABORATORY REFERENCE NUMBER

MT LABELS SLIDES AND FIX THE SPECIMEN


MT OR PATHOLOGIST DOES THE

MICROSCOPIC EXAMINATION

MT RECORDS RESULT IN THE LOGBOOK


MT TRANSCRIBES RESULT IN OFFICIAL

RESULT FORM


RESULT IS READY FOR CLAIMING AFTER

A WEEK

REQUISITION

MT SUBMITS REQUEST PER SECTION


EVERY MONDAY MT MAKES

REQUISITION FILL UP FORM IN 3 COPIES


SUBMIT TO STOCKROOM FOR

CLEARANCE – TO CHECK IF STOCKS

ARE AVAILABLE


SUBMIT TO ADMIN. OFFICER FOR

SIGNATURE AND APPROVAL


RETURN REQUISITION TO STOCKROOM

STOCKROOM PREPARES THE

REQUESTED ITEMS

Patient for consult





Get hospital card and retrieve chart





Y





Old patient?





N





o	Get general data


o	Make Hospital ID





Ask chief complaint





Triage to OPD clinic for management





Y





Is patient for OPD?





N





To ER or OBIE  for management 





Y





Is patient for admission ?





N





Nurse informs admitting section





Discharge


Chart sent back to admitting section 





Admitting clerk 


Admitting  clerk has the consent form signed if there is a ward vacancy


fills out the admission sheet


informs the ward nurse of the   admission


records the admission in the logbook, locator card, and  in the computer data base.








