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 P a t i e n t  

a n d  P r o v i d e r 

P u b l i c a t i o n s

Intermountain’s Patient and Provider Publications department has developed  
templates and processes to guide system-wide clinical teams in the creation and  
publication of fact sheets for patients and families. This document describes how we will 
work with you to plan, prioritize, develop, review, and publish these fact sheets.

What is a fact sheet? 
A fact sheet is a 1- to 4-page document that provides basic facts about diseases, condi-
tions, treatments, or procedures. Fact sheets focus on the most important information for 
patients and families to know and do. Key types of fact sheets are: 

Diseases and conditions: �  Provide basic information about a specific disease or 
condition. This includes information about the disease, its causes and symptoms, how 
it’s diagnosed and treated, and how it can be prevented.  

Procedures and treatments:  � Provide basic information about a treatment or 
procedure, including what it is, how it’s performed, and what to expect before, during, 
and after. They also often provide basic discharge and home-care instructions. Because 
these fact sheets can be used to support informed consent, they usually also summarize 
risks, benefits, and alternatives.   
Important: Though treatment and procedure fact sheets can support informed consent, they do NOT 
replace the role and responsibility of physicians for providing this information. For some procedures, a fact 
sheet may not be an appropriate approach for providing this information. 

How to’s and other: �   How-to fact sheets provide simple, step-by-step instructions 
for self-care procedures such as how to use crutches, care for an IV line, or give an 
injection. Other fact sheets may cover general health topics such as nutrition, healthy 
habits, or safety.

p r o c e s s  f o r . . .

Patient Fact Sheet Development

Benefits of fact sheets?
Consistent development, review, and •	
approval processes ensure clinical 
accuracy and system-wide applicability. 

Content and format templates •	
help ensure that patients receive 
the information they need in an 
understandable, consistent, and 
professional format.

Types of fact sheets

  DEFINE NEED AND REQUEST HELP

E-mail PPP@imail.org with the following information:
Your name and contact information �
Topic �
Audience �
Purpose/goal �
Associated clinical program, clin � ical support service, or other system-wide team:

 PLAN AND PRIORITIZE

Patient and Provider Publications (PPP) will contact you to: 
Clarify need and verify that a fact sheet is the best approach. PPP may suggest a different   �
medium or format. Pediatric topics that fit the “Let’s Talk About…” model may be deferred  
to PCMC Pediatric Education Services.

Identify appropriate Clinical Programs and other system-wide clinical leaders who can confirm  �
need, help establish priority, and determine appropriate clinical review and approval group(s). 

Diseases  
and conditions
Examples:

GERD•	

Ear infection•	

Osteoporosis •	

Appendicitis•	

What is the process?
This process overview and other patient education resources can be found on the Patient 
Education Network (PEN) website: intermountain.net/PEN. Before beginning this pro-
cess, check the PEN site for existing materials that may meet your need. 

Treatments 
and 
procedures
Examples:

Spinal injections•	

Colonscopy•	

Angioplasty•	

How to’s and other
Examples:

How to use crutches•	

How to give an  •	

injection

How to change •	

a dressing

Coumadin eating plan•	

Important: Treatment and procedure fact sheets 
support informed consent, but do NOT replace the 
responsibility of physicians.
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Questions?
Contact Patient and Provider  
Publications at: 
801.442.3168  
or ppp@imail.org

d e v e l o p m e n t  a n d  p u b l i c at i o n  o f  fa c t  s h e e t s  f o r  pat i e n t s  a n d  fa m i l i e s

Word content templates/instructions are available 
for each type of fact sheet.   DRAFT INITIAL CONTENT: 

PPP medical writer will work with clinical authors and teams to provide guidance and  �
tools and help develop initial content. 

A Word content template and instructions for each type of fact sheet is available for  �
clinical authors.

Content creation includes identification of potential medical illustrations. �

 EDIT, ILLUSTRATE, AND FORMAT

PPP Medical Writer will: 
Review and edit content, reading level, clarity, level of detail, etc., and put into  �
appropriate format.

Obtain any necessary medical illustrations. �

Assign fact sheet form number. �

PPP Medical Writer will edit content, 
obtain medical illustration(s), arrange for 
translation,assign fact sheet form numbers, 
and put both English and Spanish docu-
ments in the fact sheet template.

 REVIEW AND APPROVAL
The review and approval process is iterative. Sometimes multiple reviews are  �
required to arrive at clinical consensus. 

PPP will work with clinical authors to route fact sheet through identified channels  �
for review. and will obtain final approval from the persons or teams identified in 
Step 

 TRANSLATE

Patient and Provider Publications (PPP) will: 

Arrange for translation of system-wide fact sheets. �

Format Spanish fact sheets for printing on pre-printed fact sheet shells. � PPP will load the new fact sheets in the 
Kinko’s online catalog and in KRO and  
code them to surface on all appropriate 
.net and .org sites. You can access and 
order fact sheets from intermountain.
org/PEN or from the “Clinical” tab on the 
home page of intermountain.net.

Access information and tools 
for fact sheet development and 
ordering  on the Patient Education 
Network website at: 
intermountain.net/PEN

or

 PUBLISH

Patient and Provider Publications (PPP) will: 

Place English and Spanish fact sheets in KRO under appropriate topic(s). �

Add English and Spanish fact sheets to Kinko’s online catalog:   �
docstore.kinkos.com/ihc. 

Verify appropriate availability via web (.net and .org) �

Let you know when the above is done and provide instructions for access � .

English

Spanish


