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PURPOSE:

N OF
OUTPATIENTS IN THE SURGICAL

To provide directions to outpatients and other hospital personnel as to the traffic

flow in the Surgical Complex.

SCOPE:
Surgical Complex, Nursing Service Division

PERSON RESPONSIBLE:
All Surgical Suites Personnel, Nurses, Doctors, Auxiliary

GENERAL GUIDELINES:
1. All outpatient shall undergo initial assessment prior to entry in the hospital.

2. Registration and admission shall be done at the admitting/billing window located

in the Surgical Complex main lobby.

3. All outpatient shall fill out and affix their signature in the health declaration form,
procedure and/or anesthesia consents, and other forms needed prior to operation.

4. Pre-operative assessment shall be done at the pre-induction area.

5. The patient’s representative/ watcher shall stay at the general waiting area if

needed.

6. Once assessment is done and the necessary preoperative medications were given,
the patient shall be accompanied by the circulating nurse/ scrub technician to the

designated surgical suite.

7. If the patient is ambulatory and not sedated, the patient/ patient’s representative
shall wait for the processing of their bill at the general waiting area post operation.
8. If sedated, the patient shall be brought to the Post Anesthesia Care Section as

ordered.
9. Clearance slip shall be presented to the receptionist prior to patient discharge.
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11.

12,

The patient undergoes initial assessment prior to hospital entry.

The patient proceeds to the admitting/billing window for registration and
admission. The patient submits the necessary requirements (e.g. Senior Citizen
Card, MDR form, Insurance Card, etc.).

The patient hands in the admission chart to the Surgical Complex receptionist.

The Surgical Complex Receptionist secures the patient’s data and signature in the
health declaration form, procedure and/or anesthesia consents, and other pre-
operative forms.

The Surgical Complex Receptionist assists the patient to the pre-induction room
and endorses him/her to the circulating nurse in charge.

Circulating nurse assesses the patient and takes the initial vital signs.

If the operation requires anesthesia, the circulating nurse refers the patient to the
anesthesia resident on duty.

The Anesthesia resident on duty does pre-operative assessment and gives the
necessary pre-operative medications.

Circulating nurse/ scrub technician wheels in the patient to the designated surgical
suite.

If not sedated, circulating nurse / scrub technician wheels out the patient to the
general waiting area.

If sedated, circulating nurse endorses the patient to the Post Anesthesia Care
Section as ordered.

After processing the bill, the patient/ patient representative submits the clearance
to the receptionist for discharge.
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CSTART

Undergoes initial assessment prior to hospital

entry

v

Proceeds to the admitting/billing window for
registration and admission

.

Hands in the admission chart to the receptionist

.

Secures patient’s data and signature

.

Assists outpatient to the pre-induction room
and endorses to the circulating nurse in charge

.

Assesses the patient and takes initial vital signs

Does preoperative
assessment and gives
pre-op medications
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POST OP

Wheels in the patient to the designated surgical

suite
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Endorses the oupatient

to the Post Anesthesia
Care Section

Wheels out the patient to the general waiting
area and processes bill

.

Hands in the clearance to the receptionist for e

discharge

.
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KEY TASKS PERSON RESPONSIBLE
1. Undergoes initial assessment prior to hospital entry
2. Proceeds to the admitting/ billing window for
registration and admission. Submits necessary Patient
requirements.
3. Hands in the admission chart to the receptionist
4. Submits billing clearance upon discharge
1. Secures patient’s data and signature in the health
declaration form, procedure/or anesthesia consents, and [
other preoperative forms. Receptionist
2. Assists patient to the pre-induction room and endorses
to the circulating nurse in charge.
1. Assesses the outpatient and takes initial vital signs
2. Refers to the anesthesia resident on duty
3. Wheels in the outpatient to the designated surgical suite Circulating Nurse
4. Wheels out the patient to the general waiting area or to

the Post Anesthesia Care Section

Does preoperative assessment, and ives necessa
P
preoperative medications

Anesthesiologist/
Anesthesia Kesident on

duty
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