Valley Medical Group, P.C.
Policy and Procedure

	Title:  Nursing Clinical Inboxes


	Purpose: To establish guidelines for staff to ensure messages are sent to the correct nursing inbox, to prevent delay in patient care.  


	Policy: All staff will send messages to the appropriate nursing inbox according to guidelines.


	Procedure:  Any patient request, message, lab, or clinical document will be sent to the inbox listed below.
1) FPRN Inbox - Messages will be addressed by the end of the day.
a) Anticoagulation messages: Education, NOACs, Coumadin, Home INR (red flag if urgent)
b) Holter monitors

c) Sleep studies

d) Vaccines (except flu)

e) Vivitrol, Depo, B12, Allergy shots

f) 24hr BP monitor

g) Lovenox injections/training

h) Self-injection training

2) Triage Inbox – Messages will be addressed by the end of the session (am/pm)

a) Messages requiring clinical assessments
b) Abnormal lab results

c) VNA/Hospital Calls

3) NHC Urgent Care (Nhcuc)
a) Urgent issues that need to be addressed on the weekend for NHC, AMC, EHC and GHC.  (See below for GHC on Saturday am.)
4) GHC Triage Inbox

     a) Urgent issues that need to be addressed on Sat am for GHC.  If issue cannot            
be addressed by 1pm on Saturday, it should be sent to NHC Urgent Care box (Nhcuc).
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