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CHARTING – DAILY FLOW SHEET

POLICY:
Every resident must have a daily flow sheet and it must be recorded and initialed every shift by the staff member/members who provided care while that resident. All PSW staff initial and sign their name to a master sheet. This is updated as staff change. A master sheet copy is kept in each PSW binder and in the resident’s chart.

PROCEDURE:
· PSW’s review the daily flow sheet and the resident care plan prior to providing care for the resident.

· The Registered Staff are responsible for changing the resident’s plan of care as treatments and care are reviewed.

· PSW’s must fill out and initial the bottom of the daily flow sheets according to the charting legend on the left-hand side of each flow sheet. Charting will be done each shift indicating:

· That they provided care for those residents.

· That they are responsible for ensuring care was provided (i.e. Nailcare): 8 – Done, 8R – Refused, 8N – Not Needed.

· New flow sheets will be produced monthly by the Ward Clerk for all residents. These will be completed by the last week of each month. Labels identifying the resident’s name and any necessary information will be placed on each resident’s sheet.

· Every month night staff are to carry over to the treatment record any current treatments for all residents.

· The last day of every month, the staff working nights remove the old flow sheets and insert the new flow sheets into the binders according to area. The last bowel movement form the previous month is to be noted onto the new flow sheet.

· The previous month’s sheets are filed into the resident’s active chart in the care plan section.
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