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DISTRIBUTION:  Juvenile Court Health Services Medical Records Procedure Manual 

PURPOSE 
To provide and establish guidelines for Outside Future Appointment Letters sent to youths for 
continuity of care for discharge youth. 
 
PROCEDURE 
 
Nursing Department will provide Medical Records/HIM Department an Outside Future 
Appointment Letter. 
 
Medical Records/HIM Department clerk will receive the Outside Future Appointment Letter from 
the Nursing Department.  
 
Medical Records/HIM Department clerk will input youth’s information into PEMRS/Request 
Manager for future stats/references.  
 
Medical Records/HIM Department clerk will mail the Outside Future Appointment Letter to the; 
Group/Placement Homes, California Youth Authority, County Jail, parents/guardians or minor for 
continuity of care. 
 
Form letters returned by the post office shall be checked in PCMS System for accuracy of the 
address and inform designated probation staff if address is unknown, or appears to have wrong 
address.  HIM Department will inform designated probation staff thru via - email with following 
information: 
 

a. Name of youth 
b. Youth’s birth date 
c. PDJ #  
d. Address return back to sender 
 

If form letter is once again returned with no current address and the youth’s whereabouts is 
unknown, the letter shall be returned to the physician for review and entry on the health record. 

 
All return letters and updated information should be noted in the Request Manager in PEMRS 
System. 
 
REFERENCE  
Los Angeles County Department of Probation 
Los Angeles County Department of Health/Mental Health Services 
 
 


