POLICY LIST — PATIENT ACCESS
-

[ SECTION 1 - ETHICS ...ooooiiiieieeeeeieieeeisssssssssss s sesessssssssssssosssss s ETH
L IMIISSION ettt ettt ettt ettt et et et et et et et e s e e et st rt st et et e s e e nenee e PFS.ETH.01
LI PHILOSOPHY oottt ee e e et e PFS.ETH.02

[ ] SECTION 2 — PERFORMANCE IMPROVEMENT .....ootititteeeee ettt ettt et ee et etet et eeaseeneneenenens OPI
] PERFORMANCE MANAGEMENT ..ottt ettt et eeeeeeeeeeese et ettt eeeesasaeeseneeeaenenanenaeeen, PAS.OPI1.01
L] TRAINING AND DEVELOPMENT ..ottt ettt et e e e ettt en e seseeeeeneens PAS.OP1.02
] PERFORMANCE IMPROVEMENT PLAN ..ottt eeeeeeeeeeeee ettt sessneseeens PAS.OP1.03
] REGISTRATION QUALITY ASSURANCE ...ttt PAS.OP1.04
] DUPLICATE MEDICAL RECORDS ... ieeeeeeeteeeeeteeeeeeeeseseeseeeee e et et eeeeseseseseeeneeeens PAS.OP1.05
L NAME ENTRY STANDARDS ....ovititieeeeeeeeteeee ettt ettt e ettt st et et PAS.OP1.06
L] NAME EDITING STANDARDS ...oevtuitieetetetetteeeeeetete et eeeeeeeeeeees e s eeeseeeeeteteseeseesananns PAS.OP1.07
[ ] PRODUCTIVITY STANDARDS ..ot ttteteteeeeeteeeeeetete et e e et e eseseeeeeeeee st eeeeseasananns PAS.OPI1.08
[ ] PROVIDER ENTRY AND EDITING ...ovivteteteeeeseeete e et ee ettt eeeeseanenanas PAS.OPI1.09
LI MEETING MINUTES ..ottt ee ettt et et as et asas e ee et st st ntneaeesaaeeneneneens PAS.OPI1.10
LI MEETING AGENDA ....ooeoeeeeeeeeeeee ettt ee ettt et e ettt eeneenananenas PAS.OPI.11
] DEPARTMENTAL MEETINGS ...ttt ettt ettt eesesee e e e e e et et et ee s e seseeenennenens PAS.OPI.12
[ ] FINANCIAL SCREENING QUALITY ASSURANCE ..ot PAS.OPI.13
[ ] USE OF PATIENT ALIAS NAMES ....oo oottt et e e e e ettt eeeesaseeenesneeens PAS.OPI.14
] GENDER IDENTITY NAMES AND PRONOUNS. ......oooviieieeeeeeeeeeeeeeeeeeeeeeeseeeeeeee e PAS.OPI.15
] RECORDING GENDER IDENTITY ON PATIENT RECORDS.......cooeeiteeeeeeeeeeeeeen. PAS.OPI.16
] TRANSGENDER PATIENT PROTOCOLS ....oovtiiteteeeee ettt PAS.OPI.17
] RECORDING NON-NAME DEMOGRAPHIC DATA ...oooeoeeeeeeeeeeeeeeeeeeee e PAS.OPI.18

[ ] SECTION 3 = HUMAN RESOURCE MANAGEMENT w...oott ettt ettt et HRM
LI ATTENDANCE ..ottt sttt PAS.HRM.01
L] MEDICAL CLEARANCE ...ttt et ettt eeeee et et eese et asas et et en s e senaen et et et reeseeeenasenenns PAS.HRM.02
L ]EMPLOYEE REQUESTS FOR TIME-OFF .......ooiiioeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e PAS.HRM.03
] PERSONAL TELEPHONE CALLS .....ooveveeeeeeeeeete et eteeeeee ettt PAS.HRM.04
] EMPLOYEE PHOTO IDENTIFICATION BADGE ..ottt PAS.HRM.05
L] ON-CALL CONTACT cteteeee ettt ettt et et et ee et et et et eee e eseeeet et et et sereesaeeerenns PAS.HRM.06
L] EMPLOYEE CALL LIST oottt et e et en s s s s eee et e res e eeneens PAS.HRM.07
L] FTE RESOURCE TRACKING .....ccetittttteteteteeeeeeeeteeete e aeeeeteteeeeeseneseeseteseeseseesaasenenns PAS.HRM.08
L] EMPLOYEE PERSONNEL FILE. ...t toteeueeeeeeteeeeeteeeeaeee e eeees et neeessenee e PAS.HRM.09
L] INCLEMENT WEATHER ... et eteeeeeeee ettt e sttt av e ee ettt at e PAS.HRM.10
] EMPLOYEE CONDUCT AND WORK RULES ....c.otieeetee et ee e PAS.HRM.11
LI SHIFT EXCHANGE ...ttt ettt ettt ettt en e et et et re e erenns PAS.HRM.12

[[] SECTION 4 — DEPARTMENT ORGANIZATION ..ottt oottt ettt e et e et e et e eeeaee et eesnee s ORG
[]JOB LADDER = MS VISIO® DRAWING .....ovtuieeetteeeeeeeeeeeeeeeeee ettt eeeesssesennns PAS.ORG.01
[]JOB LADDER — MS WORD® DRAWING .....etuettetteeeeeeeeeeeeseeeeeeeeaeeeeereeaesssesennns PAS.ORG.02
[ ] ORGANIZATION CHART = MULTI-LEVEL ...ttt PAS.ORG.03
] ORGANIZATION CHART = HIGH -LEVEL...ooviieteeeeeeeeeeeeeeeeeeeseeeeeee e PAS.ORG.04
] ORGANIZATION CHART = MID-LEVEL ....outuiieeteeeeeeeeeeeeeeeeeeeeeeseee et ee s eeananes PAS.ORG.05
[ JSECTION 4.1 — JOB DESCRIPTIONS. ...coututieeteteteeeeseeetet e eeeeteeetetseeeeeeaseesenesessseseseees ORG

(] PATIENT ACCESS SERVICES (PAS) DIRECTOR .....vvveeeeeeeeeseeeseseseesesesesessseseseseesseeenenns PAS.ORG.06
L] PAS MANAGER ... ee et ee et ee et et e e e e s et e e eeee e e e e e et eeee s e e e eeneeas PAS.ORG.07
L] PAS SUPERVISOR ....eeeeeeeeeee et eeeee e eee et e e aeeeeeen s s e e st seenens e e eneeas PAS.ORG.08

© Copyright 2012 - 2019 Revenue Cycle Coalition, LLC. All Rights Reserved



POLICY LIST - PATIENT ACCESS

L] PAS TEAM LEAD ...eeeeeeeeeeeeeeeeee e ee e eee e eee et et e e eeee e s eeee e e et eeenenea e eerenas PAS.ORG.09
[ ] CLINICAL OPERATIONS REPRESENTATIVE | ..v.vteveveeteseseeeeeeseeeeseeesessesesessessessesesessesenesseens PAS.ORG.10
[ ] CLINICAL OPERATIONS REPRESENTATIVE Il c..vvveeeeseseeteseeeesesesesesesseseseseseseesesesesensnennens PAS.ORG.11
[ ] PATIENT ACCESS REPRESENTATIVE | v.evevteeeeseseseseseseseeeseseseesesesesesesssesesssesessesesesessnennens PAS.ORG.12
[ ] PATIENT ACCESS REPRESENTATIVE 1l ..vvteveveeteteeeeseeseseesseseeesseeseessesesessesesessesenessssnesseens PAS.ORG.13
[ ] PRE-ENCOUNTER REPRESENTATIVE | «..vevtviveeeeteeeeseeseeeeeeeseeesseeeeessesesasseeesesseseeessssnesseens PAS.ORG.14
[] PRE-ENCOUNTER REPRESENTATIVE 1l c..v.vvveeeeeseeeeeeeeeeeeeeseeeeeeeeeeeseseseseeesesesneseseneenenas PAS.ORG.15
[] PRE-ENCOUNTER COORDINATOR ......vvveveeeeseseseeeeeeeseeeseeseeeseeeseesessesesssesesesneneseeneenenns PAS.ORG.16
[ ] PRE-ENCOUNTER SUPERVISOR ......eveveveeeeeeeseseseseeeeeeeeeeseseeeeseeseesesesesesesesesesneseseenenenns PAS.ORG.17
L] FINANCIAL COUNSELOR | +.vevevveeeeeeeeeeeeeeeeeee s eeeeeeeees s e e e esen s s s e e eesesneneseeeeenenas PAS.ORG.18
L] FINANCIAL COUNSELOR Il v.vevvoeeeeeeeeeeeeeeeeeee s e et et s s e e ee s s eses e eeeesesneneeeeenenas PAS.ORG.19
[ ] TRAINING — QUALITY ASSURANCE COORDINATOR ... ..veveeeeeeeeeseeeeeeseseseesessesseseseeseseseeseens PAS.ORG.20
[ ] REVENUE CYCLE TRAINING MANAGER ... vveeteteeeeseeseeeeeeeeeeeesseeeessesesassesesesseseeseseseesseens PAS.ORG.21
[ ] SECTION 5 = INFECTTION CONTROL ...ttt oottt ettt ettt
LI INFECTION CONTROL ...votetetet et ettt ettt et en s s es et re e e s enenanenens PFS.INF.01
] PROCESSING PATIENTS - KNOWN DRUG RESISTANT ORGANISMS.......c........ PFS.INF.02
LT HAND WASHING ...ttt ettt et ettt et at et es s eeeses et se e e e enananesens PFS.INF.03
L] STANDARD PRECAUTIONS ..ottt eeeeeeeeeeeeeeee e eeesee e s eee s eene s een e s PFS.INF.04
L1 PREGNANT EMPLOYEE PRECAUTIONS ......cooiieeeeeeeeeeeeeeeeeee e eeeeee e PFS.INF.05
[ 1 SECTION 6 - REVENUE CYCLE MANAGEMENT ..ottt eeeeeeeeeeeee e eeeees e e
L] REVENUE CYCLE COMMITTEE ...t oeeteeeeeeeeeeeeeee et PAS.RCM.01
[ ] KEY PERFORMANCE INDICATOR REPORTING ......ooiuiteeeeeeeeeeeeeeeeeeeeee e, PAS.RCM.02
[ ] SECTION 7 = INPATIENT REGISTRATION . ...coi i iteteeeeeeeeteeseeeeeee et et s e e e areses s seeseees st et seeenenanenns
L] ELECTIVE ADMISSION PROCESSING .....ccoutieeeeteteeeee e eeetessseseeseetseseee s sananenens PFS.IPR.01
] DIRECT ADMISSION PROCESSING .....oveeeeeteeeeeeeeteteeee e eeesessseseeseetrtes e e ananenns PFS.IPR.02
[ ]EMERGENCY DEPARTMENT ADMISSION PROCESSING .......cvveierreeeeeeeeaees PFS.IPR.03
L] STATUS CHANGE PROCESSING .....cvoveveteeeteeeeetete et eretet s seeeeeetrtee e s eananenns PFS.IPR.04
] OBSERVATION PROCESSING.........tueeeteeeeeeeeeeeeeeeeee e et eeeeseseeeee s s e e en s PFS.IPR.05
[ 1 SECTION 8 — OUTPATIENT REGISTRATION ...covieeeeeeeeeeee e eeeeeeeeeee e ee et
] EMERGENCY DEPARTMENT REGISTRATION ......coivieeeeeeeeeeeeeeeeeeeseeeneeeensens PAS.OPR.01
] UNIDENTIFIED PATIENT REGISTRATION — ACUTE PACKAGE PROCESS........ PAS.OPR.02
] UNIDENTIFIED PATIENT REGISTRATION — DOE PROCESS ......ccocvveeereeeeseennn PAS.OPR.03
LI MASS CASUALTY REGISTRATION ....oieeieieeeeeteeeeeeeeeeeee s ss e eeee et eeee e sen s PAS.OPR.04
L] OUTPATIENT REGISTRATION ...oovoveeeeeeeeeeeeeeeeteee s et en s s eesseeenseesesenananenens PAS.OPR.05
[ ] RECURRING PATIENT PROCESSING ......ocouiveseeieeeeeeeeeeereseseseeeseeesereeesenenarenens PAS.OPR.06
L] LABORATORY SPECIMEN REGISTRATION ....oootivieeeeeeeeeeseseeeseeeeeeee e PAS.OPR.07
[ ] SECTION 9 — PRE-ENCOUNTER PROCESSING ..ottt ettt
LI PRE-REGISTRATION ...oveeeetetet ettt e et eetet ettt es et s s s ettt neeesenenenas PAS.PRE.O1
[ ] PROCESSING ELECTIVE SURGICAL ACCOUNTS. ....ccuiueveeeeeeeeeeeeeeeeeeeeeee e PAS.PRE.02
LI PATIENT SCHEDULING ..ottt en et PAS.PRE.O03
[ ] SECTION 10 = BED MANAGEMENT ..ottt ee ettt ee s ettt se e
L INPATIENT DISCHARGES ..ot ev et ee s PAS.BED.O1
L INTERNAL TRANSFERS. ... oottt ee e ev e eeee e seen s ee s PAS.BED.02
[ ] CENSUS RECONCILIATION ..ottt eeeeee e eeeeee ettt enesesese e eees et re e eeneserenns PAS.BED.O3
[ ] SECTION 11 — FINANCIAL SCREENING ..ottt oottt ettt ettt
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L FINANCIAL ASSISTANCE . ..o eoe oottt ee et e eee et e e e et eee e e ete e et eeeeeeseeaessseeeesseaneees PAS.FIN.O1
L FINANCIAL CLEARANCE ..o oottt eeee e ee e et e e e et e e e et aseeesaae st s eessaraeens PAS.FIN.02
L PAYMENT PLANS .ottt ettt ettt e e et et et et et eeeeseeeeea e et et et et eneeeeseseeanennnnens PAS.FIN.03
[ ] WAIVERS OF CO-PAYMENTS AND DEDUCTIBLES .......coooveeeeeeeeeeeeeeeeeeeeeereenns PAS.FIN.O4
[ ] DISCHARGE CLEARANG E ..ottt e e e e et e e eeesate e et aseeesaae st aseessasaneens PAS.FIN.05
[ ] VERIFICATION OF PAYER COVERAGE........coooeeeeeeeeeeeeeee e e e eeee e e eees e aeie e aenens PAS.FIN.06
[] SECTION 12 — CASH COLLECTIONS ..ot ovceeet oot oottt eee e et et e e e etae et eseseessaeeeesaeseessseeeeseaeseseseereesenens
[ ] COLLECTION CASH ..ot oo ee e e et e e s et e e et eseesataresseseessresessereeeans PAS.CSH.01
|:| POINT OF SERVICE CASHIERING.......ootiiiiiiiiiiiie ettt ettt e sirraen e e PAS.CSH.02
[ ] CENTRAL CASHIERING.......coot oot eeeeeeeeeereeee et e eeees et eer e eeees e aesseseeessaneesereressans PAS CSH.03
[[] SECTION 13 = CUSTOMER SERVICE ... iui oottt ettt ee et e et e e e et e et et ee et aae et eeeeeeeeeaeeeeeneaees
[ ] TELEPHONE ETIQUETTE oottt e e PAS.cUS.01
[ ] TELEPHONE ETIQUETTE — PATIENTS WITH DISABILITIES ..o PAS.CUS.02
[] COST REPORT SUBIMISSION . ..ot oeieteeeeereeee oo eeeesseeseteeeeesaseseseaessasessssasesnssaseeas PAS.CUS.03
|:| SECTION 14 — ADMINISTRATIVE ... oottt aeabaeasababaeaaasssssaeasssaesssessseaeaessssasssssssnssrssnsnsnsnrnes
L] DRESS CODE ....otieeeeeeeeeeeee e ettt ettt ettt et et ettt et ae et et et et e et s e ee et et et et een e eaeseraens PAS.ADM.01
[ ] ADVANCE DIRECTIVES ... oottt ee et e e e et eeseeeeeee et eeseesssensssesensessesesssnenesens PAS.ADM.02
L] GENERAL CONSENT ..ottt ettt etete e et s ettt esasas s s s enesee et et stnt st ateneseneeneneeens PAS.ADM.03
[[] GUARANTOR IDENTIFICATION ..oeoeeeeeeeee oo et ee e etee e e eeeeseaeeesssesseneneen e PAS.ADM.03
|:| SECTION 15 — REGULATORY COMPLIANCE .....ootttitiiiiiiiiiiiiiriiaisisrsissssssssssssssssssssssssssssssssasssssssne.
[ ] COMPLIANCE COMMITTEE. .....co ot oeeeteeeeeseeee et eeeeeseeeeer e eeesasaesseeessaseessareneseseneas PAS.REG.01
[ ] MEDICARE SECONDARY PAYER ..o oeceeeeeee oot eeeev e eees et eees e aeeseraeen e aenas PAS.REG.02
[ ] MEDICAL NECESSITY AND ABNS ...oooovoieeeeeeeeeeeeee e e e eee e eees et e e e e eesesaeenes e PAS.REG.03
[ ] ORDERS FOR OUTPATIENT TESTS .o oeeie oot eeeeeeeeee e e eee e eeeeereeeesaseeessaneenes e PAS.REG.04
[ ]I STANDING ORDERS .....coovoveeee oot e et e e e e et e e e et e e e et e e e et e ees et e e e esareeesareeeereees PAS.REG.05
|:| PATIENT RIGHTS AND RESPONSIBILITIES.......cooooe PAS.REG.06
|:| IMPORTANT NOTICE FROM MEDICARE ... PAS.REG.07
|:| WORKER’S COMPENSATION PROCESSING .......coiivcitiiiiee ettt e PAS.REG.08
|:| PROCESSING UNDOCUMENTED FOREIGN NATIONALS (SECTION 1011)........ PAS.REG.09
[ ]SECTION 1011 DOCUMENTATION TRANSFER AND STORAGE .....ccoovvveeveveeenn. PAS.REG.10
|:| o A I I PAS.REG.11
[ JIDENTITY THEFT PROTECTION ..o.eoeioeeeeeee et eeeeee e et e eee et eea e et eaeeeeeeeeesaesneseaenens PAS.REG.12
LI PATIENT VISITATION w.oooeeeceeee oottt eeer e e e e s e eees st et e st e eeesasane st esasessaseessareeesaseneas PAS.REG.13
[ ] SECTION 16 = SAFETY .ottt oottt et ettt et ettt et e et et ettt et et et et eee et et et et et e ee et et eee st et eeeee et eee e eeeeeeneeaeeeeseaees
[ ] DEPARTMENTAL SAFETY oot oottt e ee s e e e et e e teesare e ereseeesaae st e eessaraeens PAS.SAF.01
[ JUSE OF PATIENT ALIAS NAMES ...oco oot er e e ee e ee et e ees e e e et e eeesaranens PAS.SAF.02
[[] SECTION 17 = FORMS AND TEMPLATES ..o oo ceet oottt et ee et e et ee e et ee et et aaeee et see et enaeeen et aeeeen e
|:| ADMISSION REQUEST FORM ...ttt PAS.FRM.01
|:| DOWNTIME REGISTRATION FORM ..o PAS.FRM.02
|:| EMERGENCY PATIENT INFORMATION FORM.....ooovii PAS.FRM.03
|:| FINANCIAL ASSISTANCE APPLICATION. ...ttt e e sanns PAS.FRM.04
|:| FINANCIAL COUNSELING REFERRAL FORM......ooo oottt PAS.FRM.05
[ ] IMPORTANT NOTICE FROM MEDICARE FORM .....ooovoteeeeeeeeeeeeree e eeeeren s PAS.FRM.06
[ ] INSURANCE BENEFIT WORKSHEET (MS WORD) ..ot PAS.FRM.07
[ ] INSURANCE BENEFIT WORKSHEET (MS EXCEL) vt PAS.FRM.08
[ ] INSURANCE CARRIER IDENTIFICATION FORM ....oooooveeeeeeeeeeeeeeeeeee e en e PAS.FRM.09
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[ 1 INSURANCE VERIFICATION REQUIREMENTS ......ccocisiiiniinieieieeieeieeieens PAS.FRM.10
[ ] LEAVE REQUEST FORM ......ccccoiiiiiiieieiieieiee s PAS.FRM.11
[ 1 MASTER PATIENT INDEX CHANGE REQUEST FORM .......ccccccoeviiiiiieieieieine PAS.FRM.12
[ I MEETING AGENDA TEMPLATE .......cooiiiieieieie e PAS.FRM.13
L IMEETING MINUTES TEMPLATE ..ottt PAS.FRM.14
[ I MEETING SIGN-IN SHEET TEMPLATE ....coooiviiieieietee e PAS.FRM.15
[ 1 ORDER VERIFICATION FORM.......oosiiiiiiininieieis e PAS.FRM.16
[ ] PHI DISCLOSURE FORM ......coiiiiiiiniiniieisieisiese s PAS.FRM.17
[ ] RECURRING ACCOUNT REQUEST FORM........ccccoouiiiiiieieieisieieeeie e PAS.FRM.18
[ 1 REGISTRATION PRODUCTIVITY WORKSHEET ....co.oooiiiiiiiieieieisississesiens PAS.FRM.19
[ 1 SECTION 1011 PAYMENT DETERMINATION FORM ......ccoerviiiiinieieieieieieieens PAS.FRM.20
[ 1 STANDING ORDER TRACKING FORM........cccoeviiiiireieisiiee s PAS.FRM.21
[ 1 STANDING ORDERS MEMORANDUM ......c.coovviiiiiieieieie e PAS.FRM.22
[ 1 TABLE/DICTIONARY REQUEST FORM ....c.cooviiiiiieiieieieie s PAS.FRM.23
[ ] WORKERS’ COMPENSATION REFERRAL FORM........ccccoosviiiriieieieieesieiae PAS.FRM.24
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