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A. The objective of the Yale Medicine Ambulatory Medical Record Completion Guidelines is to ensure all providers have the required information to provide the safest, and most effective care possible in a timely manner.  
 
In order to keep each patient’s care team appropriately informed across the health system, providers should strive to complete ambulatory encounters within 24 hours. Because patients are typically cared for by collaborating providers across specialties and locations, failure to complete and close ambulatory encounters within three business of the encounter exposes patients to risk of delays in care, or suboptimal care resulting from incomplete information. As such, ambulatory encounters are expected to be closed within three (3) business days of the encounter. Please refer to our Yale Medicine InBasket Management practice standard, https://medicine.yale.edu/ymadmin/practicestandards/.  
 
B. The medical record is also a legal document. It is scrutinized when there is a medical liability claim, and documentation needs to be correct for billing the services provided. 
 
C. Documentation of encounters must be completed in the EMR. 
 
D. Compliance with documentation standards is a shared responsibility between providers and the departments.  In some cases, a more comprehensive approach is needed, in collaboration with department and section leadership, to address a provider’s unique challenges to completing their medical records. Please see the Appendix for some options that may be considered. 








E. As patient care continues to be affected by delays in communication from providers, a series of steps will be taken to prevent harm to patients.   


	Timeframe 
	Consequences 

	Open encounters not closed within 14 days 
	· Providers will be notified that they are to close their open encounters in the next seven (7) days 
· If there are circumstances that prevent the provider from closing their open encounters, then they should contact their department leadership and discuss potential solutions to address completing their medical records 
 

	Open encounters not closed within 21 days 
	· Providers will be relieved from non-critical clinical responsibilities* 
· Providers may be ineligible for incentive compensation (if described in their compensation plan) 
· A letter outlining this record of non-compliance may be placed in their department faculty/personnel file 
 

	Repeated or ongoing inability to complete medical records within 21 days  
	• 	Further measures, such as suspension without compensation, may be taken, up to and including termination in certain circumstances** 
 


 
*Providers will still be expected to maintain on-call responsibilities and inpatient service attending responsibilities if relieved from non-critical responsibilities. 
**Such actions will be decided by the Department Chair, the Office of General Counsel, and the Office of the Yale Medicine/Yale New Haven Health Chief Ambulatory Medical Officer. 
Appendix: Potential Solutions to Address Completing Medical Records 
 
The list below offers some suggestions for individual providers to discuss with their department or section leadership about completing medical records. It is not intended to be an exhaustive list, but rather one to stimulate discussion.  
 
· Peer coaching from colleagues who are able to complete their documentation promptly 
· EMR instruction to improve skills that ease the burden of utilization 
· Individual coaching for time management and efficiency 
· Utilization of voice recognition 
· Virtual scribes 
· Ancillary support, although this may not be readily available and remains service-line dependent • Adjusting current patient volumes, and voluntarily agreeing to lower patient load 
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