xvi.  Policy and Procedure for Sign Out
This policy and procedure is structured to facilitate continuity of care regarding patient care issues when such information needs to be communicated between staff and may have to be completed or addressed at a later time or the next working day.
Sign Out form to be completed recording who is to receive the sign out information, the date/time of sign out, patient name, patient contact info (where message left), task being addressed and date/time/initials if completed
Sign Out form can include patient call-backs for results or other issues, welcoming and scheduling new patients (according to that policy), administrative issues, etc. 
The Sign Out form is included in this chapter.  
