
Creating a Discharge Letter in ICCA

Quick Flowchart



Complete normal day to day 
documentation (summaries feed 
the discharge document

When patient is deemed medically fit 
for step down from ICU, add discharge 
document set (in add documents) –
(Nurses or Doctors can do this)

Complete discharge summary form in ICCA 
(content of this will populate discharge 
word document (both nursing and junior 
medical staff)

When above completed, generate word 
discharge letter in ‘check and send to EPR’ 
by selecting Report type (e.g. discharge 
report) and then clicking save chart (in usual 
place).



When senior medical staff happy with Word Discharge Report, this is submitted by clicking 
on ‘SEND’ button, which sends report to Scanned notes, and patients GP via Docman

A word report is generated in less than a minute and found with a timestamp within 
‘check & send to EPR’ tab, and should be reviewed and modified by senior medical staff 
(just modify/add text and click save as usual in a word document).



A copy of the letter can be printed out for bedside handover if the bedspace nurse desires

As Sunrise doesn’t support document import yet, and the Discharge letter can only be 
sent to scanned notes, as a work around, an ‘ICU Discharge’ document must also be 
created in Sunrise – this is a simple document with fixed text pointing staff to where the 
ICU discharge Word Report can be found (in Evolve/scanned notes).

When discharge is complete, nurse must complete the final section of the discharge 
report within ICCA, where the time of handover etc is documented for audit purposes.

(Note – Discharge from ICCA occurs automatically on transfer using the PAS system (senior 
nurses/ward clerks can do this) – do not use ICCA to discharge the patient).



• Word Report Discharge Letter Completed and ‘Sent’ to scanned notes

• Sunrise ‘ICU discharge’ form created to flag location of ICU Discharge 
letter in scanned notes

• Ward Prescription chart written

• Final demographic detail added to ICCA discharge form (time of 
transfer/handover checklist etc)

• PAS administrator to transfer patient location

ICU Discharge – Checklist:
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