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Orientation  
Department orientation will occur during regular business hours on the first day of your rotation youôre your first shift 

is outside of regular business hours, an alternative teaching time will need to be arranged with the IS department at a 

mutually agreed upon time, in advance of arrival. 

Security 
Some doors require hospital ID to gain access (i.e. change rooms, doctorôs lounge), especially during off-hours. A 

resident ID badge will be provided to you by the Executive Assistant (room 209), on the first day of your rotation. 

Should you have any issues with the ID badge we have provided, please contact the Executive Assistant (Ext. 202). 

The initial ID badge will be provided at no cost, however, should you require a replacement, there is a $25 fee.   

Parking 
Parking is available at LACGH at no charge. There are parking lots in the front and at the rear of the Hospital. We do 

ask that the parking spaces closer to entrances be left open for patients. 

Cafeteria 
An on-site cafeteria is located in the basement. Fresh hot food is available from 7 a.m. to 2 p.m. Vending machines 

also provide snack-type meals available for purchase during the remaining hours of the day. 

Important Contact Numbers  
LACGH: 613-354-3301 

Switchboard:  Ext. 0 

IS Helpdesk:  Ext: 491 

Health Records  Ext. 218 

Executive Assistant: Ext. 202 

Shift Changes 
Shift trades are allowed. Please contact the department coordinator/scheduler to advise once a trade is confirmed with 

another resident.   
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Teaching of Residents Policy 
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Health Information System  
Lennox and Addington County General Hospital has reached the Health Information Management System Society 

(HIMSS) Level 6 certification, meaning we have highly integrated health information systems. We are proud to say 

that we are part of a handful of Hospitals in Canada to reach this level of integrated health record.  

LACGH uses Meditech for everything related to patient care.  Meditech training is mandatory prior to starting your 

rotation so do not delay submission of paperwork to the Executive Assistant (preferably 3-4 weeks in advance of your 

rotation), as we need time to set up user accounts before you arrive.  Our hospital is 100% paperless on the Acute 

Care Unit and 90% paperless in our Emergency Department. For this reason, training is mandatory before seeing any 

patients.  

Physicians are responsible to enter online, their documentation, orders, medication reconciliation on admission and 

discharge and their prescriptions. 

Health Records & Decision Support 

Chart Completion  
Health Records is responsible for maintaining and managing the chart whether in electronic or paper form.  This 

includes ensuring that the legal charting requirements are fulfilled (Policy AO-33).  Please ensure to check your 

unsigned documents area before you leave each shift.  Records staff will contact you after 24 hours if charting 

remains deficient. 

Release of Information  
All requests for release of information are to be directed to records staff. Note: release of charted information occurs 

regularly to patients and to legal offices and/or the police. 

Terminology  & Utilization  
Coding specialists turn the information contained on the patient chart into information that is used by decision support 

at the MOHLTC, the SE LHIN and the Hospital to determine how healthcare will be provided.  LACGH takes the 

quality of data we submit very seriously.  We have embedded coding specialists into the rounding process (concurrent 

coding) to facilitate standardization of clinical terminology and ensure necessary documentation practices for data 

capture occur.  They can also answer any questions you may have about documentation.  

A coding specialist will also be providing an expected length of stay (ELOS) for patients.  The ELOS is based on 

documentation in the patient chart and is calculated using national data submitted to the Canadian Institute of Health 

Information (CIHI).  This value provides you the physician determined national average length of stay for similar 

patients. 

Documentation  
Placement of diagnoses in documentation can impact funding.  Note closely the following definitions and place 

diagnoses appropriately in discharge summary.  Please ask the coding specialists if you have any questions. 




















