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I.
Purpose:  The utilization of a digital camera to photograph wounds plays a vital Clear wound pictures and accurate documentation of skin conditions for patients receiving wound care at the Physical Therapy Department is paramount.  This policy and procedure provides guidance for how a digital camera and Vista Imaging is to be used.  
II.
Procedure: 
A. All full-thickness wounds or other wounds determined appropriate or necessary by the therapist will be photographed during the initial evaluation. 

B. Subsequent photo documentation will be completed with any significant change in the wound status and upon discharge. 

C. Photo documentation will include date, anatomical location and wound number (with 2 or more lesions), and two patient identifiers (chart number and date of birth).

D. A measurement scale will be used and be legible in the photo.
III.  
Equipment:
Only digital cameras approved by the Computer Support Team (CST) will be acceptable. The Physical Therapy Department will use the Nikon CoolPix L11.  This camera has been approved by the IHS CST (October 2010).  Personal digital cameras are not authorized for clinical use.
IV.
Imaging Capture via Scanning - Digital Camera
A.  Despite that written consent is not required for wound photography; the photographer will explain to the patient why they are photographing  

                them and ask for their verbal permission.  This communication shall be 
                included in the patient’s Physical Therapy EHR note.
B.  Digital photographs should capture the whole wound and be taken using the macro setting, auto-flash, image mode on high, auto-focus, and color set at vivid. The User can link the digital photograph to the correct patient by using the patient identifiers (see Sec. II.C) incorporated into the photograph.

C. The following guidelines are to be followed when importing a photograph into the patient’s EHR:
1. With the camera turned off, the user will insert the USB cable in to the computer and then into the camera.

2. The user then turns the camera on to download the photograph(s) to their “My Pictures” file.   The user will see a screen “pop” up on their desktop prompting the user to select a program to launch this action.  The user should highlight “Microsoft Scanner and Camera Wizard” then click the OK button. 

3. On the following screen, “Welcome to the Scanner and Camera Wizard” the user will click the OK button.
4. On the following screen, “Choose pictures to copy”, the user will click the box in the upper right hand corner of the picture(s) you want to copy to your picture file (program defaults to selecting all pictures), then click the next button. 

5. On the following screen, “Picture name and destination”, the user will name the picture and then make sure the nomenclature “My Pictures” is in the file copy box.  After you have selected the pictures and exported them to your pictures file, select the box, “Delete pictures from my device after copying them”. 

6. On the following screen, “Other options”, make sure the bubble  

      “nothing, I’m finished working with these pictures” is selected.

7. To confirm that your pictures were copied, click on the highlighted “My Pictures”.
8. Once confirmed, the user clicks the “Finished” button, this will  

      terminate the Microsoft Camera Wizard program.   Before turning off and disconnecting the camera, the user will click the hardware unplug button on the bottom of the taskbar.  This stops the US mass storage and disconnects the USB cable. 
V.  
Importing photographs (See also attached competency form) 
A.   After logging into EHR, the user selects the patient. 
B.   If not already created, the user will create a Progress Note or      

      Consultation Report.
C.  Using the tool bar, the user will open both “Vista Imaging Capture and  

      Display” using their Access and Verify codes.
D.  User will minimize EHR and then open the capture window to full  

     screen.
E.  Select “Wound PT” tab and assure the correct patient has been selected.
F. Select the correct Progress Note or Consultation Report.
G. User selects appropriate Doc/Image Type and may also select a  

     Specialty and Proc/Event.
H.  If capturing multiple photographs check the Batch box (not required for Photo  

      ID)
I. Select correct image from the import directory (My Pictures). 
J. User notes that the image appears in the window
K. Using the various tools on the tool bar, verify the quality of the image and that the image belongs to the selected patient (confirm the patient identifiers).  If capturing multiple images for this patient, click down arrow to add images to Batch Capture List.  Repeat steps 7-11until all images for this patient are captured.
L. User clicks the Capture button
M. If the User would like to or needs to cancel at this point, the User would click the cancel button and the image will be removed from the screen.  The user would then start the process over from the top and work from top to bottom.  
N. If satisfied with the images, the User can at this point click the OK button in the Confirm window.
O. The User enters appropriate descriptions for images if prompted (i.e. pressure ulcer sacrum, pressure ulcer left heel)
P. If the document was captured as a batch, then also click on the Study Complete button and enter a Study description if desired.
Q. User will minimize the Capture Client, maximize EHR, and The User goes to Progress Notes and refreshes patient information and clicks on Imaging Icon next to the correct Progress Note, maximized the Display client and verifies a successful capture.
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Capturing Clinical Images – Training Worksheet
Taking pictures with a digital camera

· Create the patient identifier ruler. This can be an index card or paper ruler. This must contain 2 forms of patient identification (ie: Health Record number and Date of Birth)

· Place the patient identifier into the field of vision and take the picture(s).

· It is recommended the settings of macro, auto-flash, high image mode, auto-focus, and vivid color set be used. These must be taken using optical zoom, not digital zoom. The patient identification card may not fit into the field of vision. In this case: 

1. Zoom out to include the pt identifier 

2. Zoom in to take a close up without the pt identifier 

3. Zoom out to include the pat identifier. This creates a Batch of images which will be imported as a batch in subsequent steps.

· Remove memory card and place in “SIIG” Card Reader

· Open EHR, then open “Capture” through the imaging menu

Work from the top down

· Select Single picture or multiple pictures button  [1]
· Select signed progress note to attach picture(s) to  [2]
· Optional – Populate specialty and/or proc/event fields [3]
· Edit image description if necessary  [4]
· Select picture(s) to import – 

· Drop and drag from folder  [8] OR

· Click on the drive letter and drill down to your pictures  [9]
· Review the image, verify that you have the correct patient and progress note selected.
Single picture

· Enter Long Image Description – Optional

· Click the “Capture” Button [6]
Multiple pictures

· Add pictures to batch capture list [5]
· Click the “Capture” Button  [6]
· You will be prompted for a short description for each picture

· After all pictures have been imported Click the “Study Complete” Button  [7]
Tips

· If “Capture” button is grayed out – Click “Cancel”

· If patient name is blank – go to “File” and re-select the patient

The Fine Print

· The IHS Security Rules of Behavior, HIPAA, and Privacy act apply to clinical images captured by digital cameras.

· You are responsible for images that you capture and import into the Electronic Health Record.

· You can not import photos for any other person (if you take the picture you import it)

· Clinical photos must be taken on an IHS camera that has been approved by the Computer Support Team

· You are responsible for uploading your clinical photos and that they must be immediately uploaded to Vista Imaging and subsequently deleted from the camera or memory card.

· Clinical images should not be transferred, copied, or stored  at any location except on the Vista Imaging Server

· You can’t manipulate, resize, print, or crop any images.
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	Photo Capture Steps
	Pass/Needs Review

	Create the patient identifier ruler. This can be an index card or a ruler. This must contain 2 forms of identification (ie Health Record number and Date of Birth)
	

	Place the patient identifier into the field of vision and take the picture (s). 
	

	Some images may require zoom/macro. These must be taken using optical zoom, not digital zoom. The patient identification card may not fit into the field of vision. In this case: 

1. Zoom out to include the pt identifier 

2. Zoom in to take a close up without the pt identifier 

3. Zoom out to include the pat identifier. This creates a Batch of images which will be imported as a batch in subsequent steps.
	

	Immediately connect the camera to a workstation. Or place memory card in card reader
	

	Start EHR. Open the capture window from the Imaging toolbar.
	

	Select the progress note that you want to attach the image to
	

	Import the image using the import button or import batch button. These buttons may be named differently at your site. 
	

	Populate  the specialty and the procedure/event fields
	

	Navigate to the import folder (lower left) and locate your camera device
	

	Select the image(s)
	

	Review the image, verify that you have the correct patient and progress note selected.
	

	Capture the image by selecting the capture button.
	

	If you are importing a batch of pictures, review the batch and verify that all of the pictures are present. Select Study complete
	

	Verify that the image was imported into the correct patient record by selecting FILE and reviewing the last patient.
	

	Certified date:
	

	Name:
	Date:

	Certified by:
	Department:


· I understand that The IHS Security Rules of Behavior, HIPAA, and Privacy act apply to clinical images captured by the digital camera.

· I understand that I am responsible for images that I capture and import into the Electronic Health Record.

· I understand that I can not import photos for any other person

· I understand that clinical photos must be taken on an IHS camera that has been approved by the Computer Support Team

· I understand that I am responsible for uploading my clinical photos and that they must be immediately   uploaded to Vista Imaging and subsequently deleted from the camera.

· I understand that the clinical images should not be transferred, copied, or stored  at any location except on the Vista Imaging Server

· I will not manipulate, resize, print, or crop any images.

· I understand the procedure and have been certified

X_________________________________________Date___________________
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