Standard Operating Procedure (SOP): Coordination
with Family and Caregivers Regarding Discharge
Plan

This SOP details the process for coordination with family and caregivers regarding discharge plan,
emphasizing clear communication, collaborative planning, and timely information sharing to ensure a smooth and safe
transition from healthcare facilities to home or other care settings. It includes roles and responsibilities, discharge
instruction delivery, follow-up arrangements, and addressing patient and caregiver questions or concerns to optimize
recovery and support post-discharge care.

1. Purpose

To outline procedures ensuring effective coordination and communication with family and caregivers for safe and
efficient patient discharge.

2. Scope

This SOP applies to all staff involved in patient discharge planning within the healthcare setting.

3. Roles and Responsibilities

¢ Discharge Planner/Nurse: Coordinates discharge process, communicates instructions, and ensures all
documentation is complete.

¢ Attending Physician: Authorizes discharge and clarifies medical aspects of the discharge plan.

+ Family and Caregivers: Participate in discharge meetings, ask questions, and ensure understanding of
instructions.

¢ Social Worker or Case Manager (if applicable): Assists with community resources, transportation, and follow-
up care arrangements.

4. Procedure

1. Initiate Discharge Planning Early:
o Begin discharge planning at the time of admission or as soon as medically appropriate.

2. Assess Patient and Caregiver Needs:
o Determine the ability of patient and family/caregivers to manage care post-discharge.

3. Develop and Document Discharge Plan:
o Engage all relevant parties to create a feasible, individualized discharge plan.

4. Communicate Discharge Plan:
o Explain the plan clearly to the family/caregivers using understandable language, both verbally and in writing.
o Provide written discharge instructions, medication lists, and follow-up appointments.

5. Address Questions and Concerns:
o Allow family/caregivers opportunity to ask questions and address concerns before discharge.

6. Coordinate Follow-up Arrangements:
o Confirm follow-up appointments, home health referrals, and equipment needs are scheduled and
communicated.

7. Confirm Understanding:
o Ask family/caregivers to verbalize understanding of instructions.

8. Document Communication:
o Record all discussions, instructions given, and materials provided in the patient's chart.

5. Reference Materials



¢ Patient education materials.
¢ Discharge checklist.
e Contact list for follow-up and community resources.

6. Review and Update

This SOP will be reviewed annually or as required based on changes in regulations or organizational policy.
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