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Facts: 

Who can use the sign out routine? 

All providers may use the sign-out routine; Physicians and Midlevel Providers. 

When is the Sign-Out routine used? 

Whenever a provider is going off duty and/or turning care over to another provider. 

Why use the Sign-Out routine? 

Documentation that a sign-out and transition of care occurred; including the provider’s name and 

date/time that the transition occurred. 

SCRIBES:  Can the sign-out routine be completed by a scribe?  In short, No. 

Scribes do not have access to the sign-out routine and my not sign-out or sign-up for patients.  This 

MUST be completed by a provider. 

How? 

Steps include two providers: 

 Provider #1 = Off-going provider 

 Provider #2 = Receiving provider 

**IMPORTANT NOTE:  DOCUMENT MUST BE UNSIGNED (IN DRAFT STATUS) BY 

THE LEAVING PROVIDER IN ORDER FOR THE SIGN-OUT INFORMATION TO 

POPULATE THE DOCUMENT. 

Provider #1: 

From the tracker, click on the sign-up button to open options.  Click on ‘Queue for Sign Out’.  You may 

select multiple patients. 
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Patients queued for sign-out will display a blue line around the sign-up button (below) 

 

 

 

Once patients have been selected for sign-out, maneuver to the ‘Sign Outs’ tracker. 

 

 

 

The ‘Sign Outs’ tracker will list the patients that have been queued for sign out.  The information on the 

right side of the screen corresponds with the selected patient on the left. 

Complete the ‘sign out comment’ with report for the receiving provider. 

Other vital information will populate automatically. 

 

After completing the comment text, save and continue to other patients following the same process.  

When all sign outs are complete, simply return to tracker or log out.   
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PROVIDER #2 

Manauver to the ‘Sign Outs’ tracker. 

 

 

 

Patients queued for sign out are listed on the left, under the attending ED provider’s name.  Select a 

patient to review report from the out-going provider.   

Take over care (sign up) by clicking on the ‘Accept Sign Out’ button.  This will remove the patient from 

the sign out tracker, and move the patient to your ‘My List’ tracker.  Continue this process for each 

patient you are taking over. 

 

 

 

Your name now displays on the sign up button. 
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Access the patient document.  Note there is a ‘sign out’ section of the document.  An attestation is 

documented, as well as the sign out comment entered by provider #1.   

Fill out the “Post-Handoff Eval:” to make an initial note. 

 

 

Complete document and sign.  The document will change to ‘Isigned’ status and will populate Provider 

#1’s sign queue awaiting signature. 

 

PROVIDER #1 

The document will populate your sign queue after completion by Provider #2.  Sign. 

 

**THIS ROUTINE DOES NOT TAKE PLACE OF VERBAL HAND OFF.  NOTE THE 

ATTESTATION STATING THAT THE PATIENT’S CARE WAS DISCUSSED BY PROVIDER 

#1 AND PROVIDER #2. 


