CHF PATIENT CALL BACK GUIDELINE
· Place copy of patients face sheet, discharge instructions and call back instruction sheets (3) in the CHF call back notebook behind the appropriate call back day.  

· WRITE ON THE FACE SHEET WHEN ALL CALLS ARE DUE.

· Tabs are labeled 1-31 for the days of the month

· The first call back date is 1 week after discharge.
· If no answer, move packet to the next day.

· After the first call back is successfully completed, move the call back packet to the day of the month that falls 4 weeks after discharge.

· If no answer, move to the next day in the book.

· After 4 week call is successfully completed, move packet to the correct day of the month that falls 4 months after discharge.  Make a notation on the front of the packet as to the date the call should be made. 
When process is completed, please turn into MEDICAL RECORDS
Included in the call back notebook are:

· Call back packet (with 3 sets, 1 week, 4 week, and 4 mos.)

· Quick referral guide so we may give patients numbers (for example, dial-a-ride when they don’t have transportation, etc.)

· Teaching guideline (taken right out of the pt’s chf booklet)
