
Dear Surveyor,

Hello and welcome to (facility name).  In order to make your time here as productive and pleasant as possible, there are a few items of which we would like to make you aware.

Use if transitioning from paper to electronic medical record system:

First, we are currently transitioning from a paper system to an electronic medical record system to assist in and document the care that we provide to our residents.  This means that some information you would like to review relating to a resident’s stay will be found in the electronic medical record and some information will be found in the paper system.  Please use the attached “Surveyor Request for Access to, or Copies from, Electronic Chart” form if you experience any difficulty in obtaining information.  If the Computer Concierge isn’t available please place this form in the communication file folders provided for your use; the Concierge will be regularly checking the communication’s file folders throughout the course of the survey.
First, we currently use an electronic medical record system to assist in and document the care that we provide to our residents.  This means that any information you would like to review relating to a resident’s stay will be found in our computer system.  We currently use (system name) for our electronic medical record software.  If you are familiar with this software, great, if not, don’t worry.  We are here to assist you.  Please use the attached “Surveyor Request for Access to, or Copies from, Electronic Chart” form if you experience any difficulty in obtaining information.  If the Computer Concierge isn’t available please place this form in the communication file folders provided for your use; the Concierge will be regularly checking the communication’s file folders throughout the course of the survey.

Secondly, because we use an electronic medical record, we understand that you may not be familiar with our system or where to find resident information that is needed during the survey process.  We would like to give you a brief overview of our system to get you started.  For the duration of the survey, we will assign one team member to serve as a primary contact to assist you as much or as little as you need.  We will also designate an alternate team member to serve as a secondary contact should the primary contact not be available.  We have provided their information so that you can contact them at any time.  Should you encounter any difficulties that cannot be resolved by the assigned team members, please let me know immediately.  

Also, we will set up some computers for you to use.  This way you are able to access resident records as needed as conveniently as possible.  We will provide you with user names and passwords that will allow you to enter into the system and review resident records.  Please keep this information private to assist us in protecting our resident’s health information.

We also understand that during the survey process, you may need copies of different documents located in the resident’s electronic medical record.  Upon your request, our team member assigned to you can print off any of these documents for your use.  We cannot print entire medical records for review due to the length of time it will require of our staff to do so, but will be happy to assist you in finding information in the electronic medical record system.

Insert as appropriate - Our electronic system has constraints and complexities in certain areas of documentation (list examples such as nurse aide documentation,etc.).   Please ask for assistance as it may be easier to have this information printed for your review.  
Again, welcome to (facility name).

Administrator

Assigned Team Members
Primary Contact:

Name: ______________________________________
Title: _________________________
Phone Extension: _____________________________
Other: ________________________
Alternate Contact:

Name: ______________________________________
Title: _________________________
Phone Extension: _____________________________
Other: ________________________
Computer Login

The password to log onto the computer is as follows:  
System Login

Username:  

Password: 
