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POLICY STATEMENT: Licensed Staff members are responsible for meeting health service needs of the
clients at Four Winds. Proper documentation and administration will be performed according to the following
policy and procedure procedures.

PURPOSE: The purpose of this policy is to establish guidelines to maintain accurate medication
documentation.

DEFINITIONS:

LIP: A licensed independent practitioner, such as a Physician, Advanced Practice Registered Nurse or
Physician Assistant

Nurse: A Registered Nurse (RN) or a Licensed Practical Nurse (LPN)

Telephone Order: Any order from an LIP to the nurse that is given orally over the telephone.

Verbal Order: Any order from an LIP to the nurse that is given orally in person.

RESPONSIBILITIES:
The Program Director and Nursing Supervisor, or designee, are responsible for implementing this procedure
and to assure that all staff are aware of and receive training.

PROCEDURE:

Only Licensed Nurses are authorized to take telephone/verbal orders. Never implement an order that seems
inconsistent with a client’s problem without questioning the order and understanding the rationale for giving the
drug. A Licensed Nurse receiving a telephone or verbal order from a LIP will:

A. Enter the complete order exactly as verbalized by LIP. Ask the LIP to spell the name of unfamiliar
medications.

B. Read back the entire order to the LIP.

C. Receive confirmation from the LIP that the order is accurate.

D. Ask the LIP when the 1st dose should be administered.

1. Telephone orders/verbal orders given by Four Winds LIPs shall be validated by the LIP within

7 calendar days of the date/time of order. If ordered by any other provider, it shall be validated by LIP

or Nurse Manager.
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