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1.0 
Protocol

It is the protocol of the DeKalb County Board of Health, Office of Vital Records, to file an accurate DeKalb County Death Certificate in a timely and efficient manner. 
1.0 Purpose


This protocol establishes procedures to ensure that written guidelines are in place in support of the filing of a death certificate that in compliance with applicable State of Georgia laws

2.0 The DeKalb Office of Vital Records will receive in-person death certificate filing requests from a mortuary, funeral home or crematory from 8:00 a.m. to 4:00 p.m., Monday through Friday, excepting Board official holidays. An in-person death certificate filing received after 3:00 p.m. will not be processed until the next business day. 
3.0 In-Person Death Certificate Filing Responsibilities
3.1 The business operations specialist and the death filing clerk are responsible for the filing of an in-person death certificate within a one-hour time frame, subject to the accuracy and completion of required information. 
3.2 The requestor is responsible for ensuring that the DeKalb County Death Certificate submitted is accurate and complete.
3.3 The business operations specialist is responsible for the initial inspection of the in-person death certificate(s). 
3.4 If the death certificate requires a DeKalb County permit, the business operations specialist reviews at the initial inspection. 
3.5 If the business operations specialist determines at initial inspection required information is missing or inaccurate, the death certificate request will be returned to the requestor for correction. 
3.6 The requestor will review and correct the missing and inaccurate information and resubmit the corrected death certificate to the business operations specialist for final inspection.
3.7 The business operations specialist will re-inspect the death certificate. 
3.8 The business operations specialist will scan the death certificate and permit, if applicable, for indexing into the Vital Records system. 
3.9 After scanning, the business operations specialist will retain death certificate(s) and applicable permits until such time the death clerk receives the files for processing. The death clerk processes each filing by printing, signing, dating and sealing the requested copies.  
3.10 The death clerk files the permit in the designated permit file. The death clerk completes the point of sale and prints a receipt for the requestor. 

3.11 The death clerk delivers the completed request and point of sale receipt to the designated area used to retain such files until such time the requestor takes delivery. The requestor may take delivery from the death clerk, if requestor is available at the time of completion, or from the business operations specialist if delivered at a later time. 

3.12 The death clerk alphabetizes the completed death certificates and places the completed death certificates in the assigned file for processing by the local registrar. 
3.13 No later than the next work day, the local registrar compares the DeKalb death certificates to the scanned death report for filings occurring during a defined time period, which is generally daily. 
3.14 If reconciled, the local registrar places the death certificates in an inter-agency envelope with the appropriate delivery information and places the envelope in the Vital Records mailbox. 
3.15 The Board mail processing staff picks up the inter-agency envelope for in-person daily delivery to the State Office of Vital Records. 
3.16 The custodial copy of the death certificate will be returned by the state to the local registrar upon completion of their processing. 
3.17 The local registrar places the custodial copies in the assigned file for scanning by the business operations specialist. 
3.18 The business operations specialist scans and verifies the custodial copies. Upon verification of proper scanning, the business operations specialist retains and destroys the custodial copy according the BOH policy. 

4.0 Mail Death Certificate Filing Responsibilities
4.1 The local registrar receives and sorts incoming mail, including date-stamping upon receipt, and places the mailed death certificate filing requests in the assigned area for inspection and scanning by the business operations specialist. 

4.2 The mailed death certificate request will be processed in the same manner as above. 

5.0 Death Certificate Staffing Plan 
5.1 Lunch periods or extended periods out of the office for the death clerk and the business operations specialist should not overlap. 
5.2 During the assigned lunch period, the business operations specialist and the death clerk will provide coverage for the filing of in-person death certificates. 
5.3 If the business operations specialist is out of the office for an extended period of time, the local registrar will assume the death filing responsibilities for this position during the specialist’s absence. 
5.4 If the death clerk is out of the office for an extended period of time, the local registrar will assume the death filing responsibilities for the business operations specialist. The business operations specialist will assume the responsibilities for the death filing clerk during the clerk’s absence. 
5.5 Under most circumstances, the business operations specialist and the death clerk will not be approved for annual leave at the same time to ensure adequate coverage of the death filing process. 
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Approved and Effective this ________day of the month of_________________, 2014 by:
Dianne McWethy
Division Director, Administration
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