DIET ORDERS AND RECORDKEEPING
1.
Diet List

2.
Verification of Diet Orders

3.
Resident Profile Card

4.
Cardex Symbols

5.
Menu Traycard Modifications

6.
Weekly Statistics

7.
Production Tally

8.
Menu Substitutions

9.
Nursing/Dietary Liaison

_________________________

Approval                 

_________________________

Date                     

_________________________

Date Reviewed            

SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Diet List

PURPOSE:

1.
To provide standardized, timely and accurate written 

communication about resident diets, and documentation thereof, between Nursing and Food Service.

2.
To inform Nursing of the approved procedure for transmission of diet order information to Food Service.

3.
To meet the requirements established by the regulatory agencies.

POLICY:

A weekly diet list will be sent to Food Service on Saturday morning.

PROCEDURE:
To prepare the diet list:

1.
List all room numbers.

2.
List the resident's last name first, then first initial.

3.
Print all diet orders in the column designated diet order.  (Diet orders should be recorded from the cardex, if there are any questions, check the physician order sheet.)

4.
If the diet order changes at any time throughout the day, that too should be placed on the diet list with a note for the appropriate meal.

5.
For a resident being discharged, write "Home" or "Discharged" on the same line as the resident's name.

6.
For a resident being transferred, write the room number he/she is transferred to on the same line as the resident's name.

7. For receiving a resident transfer, write the resident's room number and name on the line on the diet list.

8.
For a new admission, write the resident's room number and name on a line on the diet list.

9.
For a hold meal, write "hold" on the diet list for the meal that is to be held, on the same line as the resident's name.  The diet will not be resumed until another order is placed.

10.
For NPOs write "NPO" either in the diet order column or for the meal that the resident is to be NPO.

11.
For special requests, for resident visitation, birthdays, anniversary, discharge diets, or any miscellaneous request, it should be written on the same line as the resident's name or at the bottom of the diet list.

12.
For isolation trays on the diet list, please write "isolation" in red.

13.
For weight reduction or diabetic diets, indicate on diet changes whether a calorie restricted diet is a weight reduction diet or a diabetic diet.

14.
Any diet change occurring after the diet order forms have been received is to be reported to the Food Service Department by phone, then followed up by a written memo.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Verification of Diet Orders

PURPOSE:

To ensure accuracy of each resident's diet prescription.

POLICY:

All new diet orders will be verified within 24 hours.

PROCEDURE:
1.
Diet order, as recorded on the diet list card in the cardex, will be 

verified by the dietitian or dietitian's assistant against the physician's written diet order in the medical chart.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Resident Profile Cardex

PURPOSE:

1.
To ensure accuracy and continuity of resident nutritional care.

2.
To meet the requirements established by the regulatory agencies.

POLICY:

A resident profile card will be initiated upon receipt of notification of 

admission for all residents and will be maintained throughout the resident's stay at the Health Care Center.

PROCEDURE:
1.
Resident profile card is initiated upon admission and will include 

the following information obtained from the admission referral sheet:  Resident's name, sex, date of birth, room number, diagnosis, and physician's name.

2.
The initial diet order and all changes in diet order will be included on the profile and as the information becomes available.

3.
Additional information regarding the resident's nutritional status will be added to the profile card following review of the medical record and resident/family interview.  This information will include, as appropriate and available, but is not limited to:  height, weight, estimated ideal body weight, Kcal and protein needs estimates, diet history, dentition, food preferences, previous special diet, lab values, medications, diet pattern and nourishments.

4.
Any change or addition to the above information will be added to the profile card as the information is obtained.

5.
A notation will be made on the profile card each time a resident is instructed, and/or a chart or rounds note is made in care plan.

6.
The profile card will be removed from the cardex when notice of the resident's discharge or expiration is received.

7.
The profile card will be retained on file in the diet office for a minimum period of six months.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Cardex Symbols

PURPOSE:

To easily identify new admissions and special needs of the residents.

POLICY:

Cardex Symbols will be used.

PROCEDURE:
All food allergies will be noted in red in the area labeled Food Dislikes/Allergies.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Menu/Traycard Modification

PURPOSE:

To ensure accuracy of diet prescription.

POLICY:
All menus/traycards will be modified to comply with exact diet prescription.

PROCEDURE:
1.
Traycard Modification

a.
Choose the appropriate traycard as per the traycard policy.  Write complete diet order in upper right hand corner of the card.

b.
Modify as appropriate

No added salt - Orange Dot

2 gm Na or Less - Blue Dot

No Concentrated Sweets - Yellow Dot

c.
Indicate if milk, juice, soup or salad is to be provided at each meal by circling/crossing out or writing in the appropriate space.

d.
All special items are to be recorded in the space provided for the appropriate meal.

e.
All resident food allergies/intolerances or notes regarding food preferences are to be recorded in RED on the lower portion of the card.

2.
Menu Modification

a.
Choose the appropriate menu

Regular - Green
Regular

Soft

No Concentrated Sweets

High Calorie

High Fiber/Low Fiber

High Carbohydrate

Low Residue

Liberal Bland

Kcal Restricted - Yellow
All Kcal Restricted or

ADA Diets

Low Sodium - Blue

All 2 gm Na or less (unless Kcal or Ada Restricted)

NAS - Orange
No Added Salt

No Added Salt/Soft

b.
Write each complete diet order on the menu for each meal.

c.
Modify as appropriate.

No Added Salt - Orange Dot

2 gm NA or less - Blue Dot

No Conc. Sweets - Yellow Dot

d.
Write all special items requested or ordered in open spaces on the menu.

e.
For all calculated (Kcal, 2gm Na or less, K+, protein restricted diets) and fluid restricted diets, write meal total at the bottom of the menu.  Daily total is to be written at the bottom of the dinner menu.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Weekly Statistics

PURPOSE:
To collect statistics on the number of residents on special diets, select and non-select menus to be utilized for planning purposes.

POLICY:
Statistics will be collected on a specified day each week based on the census for that day.

PROCEDURE:
Complete all columns on the form utilizing the following definitions.

Select - A resident is considered to be on a select menu when he/she or a family member or friend actually chooses from the menu, either written or oral.

Non-Select - A resident is considered to be on a non-select menu if the resident receives the house diet for the day or if dietary staff has made menu selections for the resident.

Regular - This group includes diets which are not clinically altered or textured altered.  The only exception is when cut meat is provided for the resident, it is to be included in this category.  Any diet listed here should not be listed elsewhere.

NAS - All No Salt Added diet orders.

Low Sodium - All low sodium diet orders.

ADA & Low Calorie - All ADA and low calorie diet orders.

Texture Altered - All diets which are modified in texture (Mechanical soft, puree, ground meat).  Diets listed here may also have been counted elsewhere.

Liquid - All full liquid and clear liquid diet orders.

Tube Feedings - All tube feedings.  Residents on tube feedings may also be receiving a tray.  In such a case, it would be counted both as a tube feeding and under the appropriate diet category.

NPO - All residents currently not receiving a tray or tube feeding for at least two meals in the day, this statistic is collected

Other - All diet orders which do not clearly fit into any of the above categories.  These are to be listed exactly as ordered (i.e., 2 gm Na, 2gm K+).

2.
At the end of each eight week period, calculate the average for each column.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Production Tally (For Health Care Center)

PURPOSE:
To accurately communicate production needs from the Diet Office to the kitchen.

POLICY:

A daily production tally will be completed.

PROCEDURE:
1.
Put menus in order of rooms.  Compare menus against cardex to 


determine any missing menus.  Record missing menus to be picked up later.

2.
Make sure entrees are selected on all menus and that special diets are calculated.

3.
On a separate sheet of paper, mark number of residents on cards (non-select) by going through cardex.  Mark special items that need to be considered in count, i.e., no beef, juice with lunch, etc.

4.
Make a copy of production sheets to be used.  Stamp all sheets with date they will be used.

5.
Starting with breakfast, go through each menu and tally food items on production sheet.  Add in number of cards (non-select menu) by comparing diet to spread sheet.  Add in any special items for cards.

6.
Write, in pencil, total in the box on the right hand side.

7.
Continue with lunch and dinner in the same fashion as breakfast.

a.
Pad regular entrees by two, desserts and salads by one.  Do not pad items with a total of less than eight.

b.
Do not tally milk, coffee, tea, soda, bread, condiments and hot chocolate.  These items are on tray line at all times.

8.
Separate hot and cold production sheets.  Put into order of which ones will be used first, i.e., breakfast, lunch then dinner.  Staple hot sheets together, then cold sheets.  Put in kitchen before lunch on the day before production sheet will be used.

a.
At end of day, add or subtract any admissions, discharges, and menus not previously calculated in count.

b.
Breakfast items added in need to be market in red with a plus (+) mark, then circle to alert morning kitchen crew.  All other items may be added into total.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Menu Substitutions

1.
To ensure that a minimum number of appropriate menu item substitutions are made.

2.
To meet requirements established by regulatory agencies.

POLICY:
Menu substitutions, due to shortages of products, will be made only on approval by Food Service Director, Dietitian, and/or Food Service Manager.

PROCEDURE:
1.
Production personnel will notify Food Service Director, Registered 

Dietitian, or Food Service Manager of the need for menu item substitution.

2.
All menu item substitutions will be documented on the production sheet for the day on which it will occur.  The documentation will include the item omitted, item substituted, reason for the substitution, and initial of the manager approving the substitution.

3.
All select menu substitutions will be acknowledged on the appropriate menus with a menu substitution sticker, stamp, or written notation.
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SECTION:

Diet Office - Diet Orders and Recordkeeping

SUBJECT:

Nursing/Dietary Liaison Committee

PURPOSE:

To improve communications between Nursing and Dietary

POLICY:

Nursing/Dietary Liaison Committee will meet quarterly.

PROCEDURE:
1.
These meetings will be held quarterly and will be set up by Dietary.

2.
Minutes of these meetings will be taken and kept in the Quality Assurance Manual.

