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TRANSFER OF RESIDENT WITHIN THE FACILITY 
(GENERAL GUIDELINES FOR) 

 
PURPOSE: 
1. To provide resident with room of choice whenever possible. 
2. To provide specialized nursing care. 
3. To provide supervision. 
4. To provide calm atmosphere. 
 
EQUIPMENT: 
1. Change of room or roommate notice. 
2. Transfer form used in the facility. 
3. Inventory list. 
4. Interfacility notification of transfer. 
5. Census report. 
 
PROCEDURE: 
1. Report all transfer requests to appropriate individuals or interdisciplinary team per 

facility protocol. 
2. Notify the resident and responsible party in advance of the transfer. 
3. Obtain order from the attending physician if transfer is for medical purposes. 
4. Prepare room to receive resident. 
5. Transfer resident by appropriate mode of transportation. 
6. Transfer the following with the resident: 

A. Medical record; correct the room number on all record forms. 
B. Medications in medication and treatment carts. 
C. All equipment charged to the resident. 
D. All personal belongings. 

7. Orient resident to new room and location in the facility. 
8. Introduce resident to new roommate. 
9. Notify all roommates affected by transfer. 
10. Complete transfer form to notify appropriate departments: 

A. Dietary. 
B. Housekeeping. 
C. Business office. 
D. Laundry. 
E. Any other department to be notified of resident transfers per facility policy. 

11. Place call light within reach. 
12. Transfer all resident’s belongings and update inventory list. 
13. Report completion of transfer to charge nurse. 
14. Report how well resident tolerated procedure and condition of resident. 
15. Correct census report. 
 


