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Supplies and Services

Key Terms:


Supplies – items used to carry out the duties of a unit coordinator within the workstation; pen, forms, paper clips, note pad, computer supplies.


Services – procedures performed by the healthcare facility to benefit the clients’ outcome. 


Central supplies – department within a healthcare facility that is responsible for handling reusable and chargeable items which are used to dispense to the client for a specific need. Items & or equipment that are cleaned, serviced, and stored in this department until requested from the unit coordinator following a physician’s order for a specific client’s need. 


Daily Charges – charges to the client’s account for items and or equipment used on a daily bases. Example:  An IV pump would be used for a client to receive an intravenous infusion at a specific rate of delivery. This item could be used each day of the client’s admission until discharged and would generate a daily charge for each day the IV pump is used. 


Patient Charges – Charges generated toward the patient/client’s bill for use of goods and services from admission to discharge. 


Patient Supplies – One time charged items that are not reusable for other clients. Example: IV set which is used to connect the client to an IV pump. The IV set would be discarded after a set time used on the client.


Reusable Equipment – Equipment that can be rented then re-serviced and cleaned for multiple client use. Items are used one at a time, but sent back to the central supply department to be cleaned and prepared for the next clients’ use. These items are typical expenses and the client would not need to purchase but to rent this type equipment. 


Store Room – Is the areas within a department were supplies are stored for specific use for the departments use while attending to client’s needs. 

Obtaining Supplies

Each HCF has a specific procedure to follow in order for items to be ordered and dispersed for a client’s need or departmental need. The supply ordering may be carried out with the use of technology or by a paper means to fill the supply order. Supplies that are used in a department for a client use or the department use, is a responsibility for the unit coordinator (UC).  There should be a method in place that would alert the UC to re-order a low on stock item. The procedure for the UC to follow should be identified in the UC job description from the HCF and or the policy and procedure manual. 

HCF have a specific department that orders supplies from outside vendors. The benefits for having a central department for ordering supplies and equipment are that it can reduce the cost to the HCF by eliminating duplicate supplies, overstocking supplies, & or non essential items which would drive up cost for the HCF. Each HCF will have policy and procedure for ordering equipment and supplies. Most HCF will require a purchase order to be completed to request that an item be purchased for use from an outside vendor. An outside vendor is a company that is not located within a HCF, but has equipment that the facility can order supplies and equipment.  A purchase order will be completed by the personnel that request a specific item or items from a specific vendor. The item order number and price would be included on the purchase order. 

Computerized charge is a system that uses stickers with a specific universal code for each item used in the HCF. A scanner is used to record and charge an item to a specific client.  Each item will have a sticker that has the supply identification number that is unique for each item. The number can be used as a tracking system for inventory purposes and or client charges. A manual system of charging includes a client card with their HCF number, room number and date. Items that are chargeable will have a sticker on each item and that sticker is placed on the right clients’ card and later sent to the location that is responsible for entering the chargeable information that will  go to the clients’ bill. Many HCF will use a combination for both systems.  
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Below is a sample card:


Peel & Place

each sticker into a specific square, do not overlap the stickers 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Sample charge card for a client

Remember that the client’s bill will reflect charges and must be accurate. 

Each HCF and HCF ancillary departments will have a procedure for entering patient charges. Some facilities will use computer based entry where an employee (UC) would enter the code for an item and the charge will be automatically entered according to the item number entered because the item was set up to go into the computer system in that manner. Some facilities may a type card system for reusable daily charges and would be completed by the UC and then sent to central supply for their personnel to enter charges to the client’s billing record. 

Ordering Services

Each ancillary department will have a specific order form to be completed by the ordering UC. This form would include which test and or procedure is to be performed for a specific time & date. Charges for services are performed by each department. 

Services are important for the care plan of the client and it is the UC job to transcribe the Physician’s order for the correct service.

Client’s name & numbers are placed her





IV Set


990223





toothpaste


112294








