COPY, PASTE and EDIT TOOL

Clinicians are responsible for the content of their authenticated notes, including copied items and information pulled into templates via data objects.  

This tool should be used as guidelines on acceptable uses of the copy and paste function within the electronic medical record. The electronic medical record is intended to produce an accurate and timely record of the status of the patient, medical decision making, and the outcomes of treatment.  The copy and paste function is a privilege and must be limited and used with caution.  The documentation should only include the information pertinent for a specific encounter. 

DON’Ts FOR COPY AND PASTE or USE of DATA OBJECTS

· DON’T copy a signature block into a progress note
· DON’T copy data or information that identifies a health care provider as involved in the care that the health care provider is not involved in. Clinician names are  removed.
· DON’T copy entire lab finding, radiology reports, surgical pathology reports, and other diagnostic test impressions in the record verbatim into a progress note when it is not specifically addressed or clearly pertinent to the care provided. Plagiarized (copied) data, without attribution, in the patient record is prohibited. 
· DON’T re-enter previously recorded data, unless specifically required for the assessment of a specific patient problem.
· DON’T copy any verbatim information into a progress note that is not historical data.  This could include assessment and plan or a physical exam.
· DON’T copy and paste e-mail communications between providers in progress note.

DOs for COPY, PASTE and EDIT or USE of DATA OBJECTS

· DO USE the functionality of importing data objects into progress notes and other documents judiciously.
· Appropriate use of DATA OBJECTS or templated text can reduce the time spent documenting.
· DATA OBJECTS can be used to insert current medications, allergies, patient sex, race and age into the text of a progress note.
· Instead of copying and pasting other documentation into a current progress note it is acceptable to state that this information was reviewed; e.g. the chest x-ray from 02/2011 was reviewed.
· Parts of the medical record such as past medical history, past surgical history, social history, family history, and military history may remain the same or need to updated; however, this information should only be copied and pasted in a new document if it directly deals with the current patient encounter.



Misuse of this function can lead to clinical, financial and legal problems

The authors are liable for the content of copied items within the notes they authenticate. 

Failure to comply may be deemed a violation of the: 
· Privacy Act requirement (5 U.S.C. Section 552a(e)(5)); or 
· Standards of Ethical Conduct for Employees of the Executive Branch (5 CFR Part 2635). 
· Disciplinary action may be taken if violations of these standards are validated per VA Directive 5021. 

Violations are: 
· Charge 05 - Careless or negligent workmanship resulting in waste or delay. 
· Charge 11 - Failure to safeguard confidential information. 
· Charge 12 - Deliberate failure or unreasonable delay in carrying out instructions. 
· Charge 25 - Falsifying official agency records.
Double check: Once you’ve copied and pasted make sure the content is relevant to the patient at the time of documentation and delete all information that could possibly imply another doctor’s involvement when there was none.

PROHIBITED ABBREVIATIONS

	Dangerous Abbreviations/Dose
	Correction

	 

	U
	Write "unit"

	IU
	Write "international unit"

	Q.D., Q.O.D.
	Write "daily" and "every other day"

	Trailing zero (X.0 mg) [Prohibited only for medication related notations]; Lack of leading zero (.X mg)
	Never write a zero by itself after a decimal point (X mg), and always use a zero before a decimal point (0.X mg)

	mg
	Write "mcg."

	CPZ
	Write complete spelling for drug names

	Norflox
	Write complete spelling for drug names

	MS
	Write "morphine sulfate" or "magnesium sulfate"

	MSO4
	

	MgSO4
	



Please be aware that the use of the copy & paste function is closely monitored & abuse of the tools can result in suspension of charting privileges.
