	SEVEN STEPS TO SUCCESSFUL NOTIFICATION                                              PATIENT  TRACKING  WORKSHEET 

	Patient Name:                                                Date:                          Time Admitted to ED: 

	Name of Assessor:                                            Title:                            Name of Notifier:                                            Title:                                          

	       Step 1 Confirm Patient Status

	Is patient unconscious?  ___Yes    ___No   

If the patient is conscious, is he/she physically or mentally unable to give informed consent.    ___Yes    ___No   
Does the patient have a family member or surrogate decision maker in attendance?  ___Yes    ___No   

If the answers to all three of these questions are yes, page The Notifier on duty and have them continue with Step 2.

	               Step 2 Examine personal effects for emergency contacts

	Examine patient's personal effects for an emergency contact number.  If patient doesn't have an emergency card in his/her wallet, check the patient's purse, brief case or day planner, clothing, or cell phone for home or emergency numbers.  

Was an emergency contact name found?    ___Yes ___ No    _____Time                   If yes, go to step 5.  If no, go to step 3.

	                       Step 3 Locate patient’s home number

	If you can't find a specific person/number named as an emergency contact, try to locate the patient's home telephone number. 

Home number found?    ___Yes   ___No    _____ Time              If yes, go to step 5.  If no, go to step 4.

	                             Step 4 Seek other sources for contact information

	Look for the patient's emergency contact information on records from his/her previous hospital admissions, or by calling his doctor's office or his insurance company.  

Was an emergency contact found?    ___Yes   ___No    _____Time                          If yes, go to step 5.  If no, go to step 7.

	                                     Step 5 Make the notification call

	When a contact has been identified from step 2, 3, or 4, place the phone call to make the notification.    

Call made to  (contact's name, relationship to the patient & number): 

Note the results of the call:

Is contact coming to the hospital?   ___Yes   ___No    

If yes, this section is complete.    ___________ Initial         _______  Time        If there was no answer, or if you had to leave a message, go to step 6.

	                                              Step 6 Recall main contact or second phone number

	If you left a message with the emergency contact or patient’s home number, but the person called hasn’t come into the hospital or called back within two hours, call again to leave one more message (see step 5).  

If you have found a second contact number, call it as well.  

Second call made to  (contact's name, relationship to the patient & number): 

Note the results of the call:

Is contact coming to the hospital?   ___Yes   ___No    

If yes, this section is complete.    ___________ Initial         _______  Time           If there was no answer, or if you had to leave a message, page the Follow Up team member on duty to continue with step 7.    Name of Follow Up:                                            Title:                            

	                                                                         Step 7 Shift to Follow Up

	If no contact name or number was found by performing steps 2 through 4, or if you haven't been able to speak directly to the contact identified, give the information you’ve identified to your social service department or department/person specified by your facility’s policy, for further research.   

Gave information to:  (name & department) 

At ________ (time)  by ________________________ (your name) _________ (status)  ___________ (initials).  
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