
DOWNTIME CHECKLIST – ED ADMIN
Date of Downtime:




Time of Downtime: 
	PRE-FIRSTNET DOWNTIME

	
	Bookmark the downtime resources page on learning.kids to computer screen
Downtime – Emergency Department SCHN
	

	
	Locate the Downtime Labels Template 
Accessing Downtime Forms and Labels
	

	
	PRINT A STOCK OF FORMS- downtime packs are behind triage in downtime cabinet 
	

	
	· Logs for recording patient management information
	

	
	· Admission Forms
	

	
	· ED Clinical Details – FirstNet Downtime Form
	

	
	· Continuous Drug Infusion Chart
	

	
	· Criteria Led Discharge Asthma/Wheeze Form
	

	
	· Imaging Requests
	

	
	· Med Chart (Paper NIMC for medication orders) - Order from Stream
	

	
	· MRI Referral
	

	
	· Pathology Requests (also available at Central Specimen Reception, POW) 
	

	
	· Paper NIMC for medication orders (med chart) order from Stream
	

	
	· Paper IV Chart
	

	
	· Progress Notes – Order from Stream
	

	
	· Registration Form
	

	
	· Transfusion Request
	

	
	· Triage Form
	

	1-2 hrs before
	Nurses will use the 724 Access Viewer (DTV) to print Med Chart and other documents
Downtime Printing Using the 724 Access Viewer
	


	Advise Clinicians during FirstNet Downtime
	

	· All orders and charting are on paper

· Nurse will provide printout of required documents from the DTV

· The DTV can still be used during downtime to retrieve information that has not been printed. It will reflect information uploaded at last refresh before downtime

· New medication orders are ordered on the Med Chart

· New IV Fluid orders are ordered on the paper IV Fluid Chart

· Doctors can view medical images/reports in Sectra Uniview (in the AL window) and pathology results in the Pathology Results Viewer
· If their logins to the apps do not work, use generic logins on the downtime box
	

	Registration during FirstNet Downtime
	

	· Use paper registration forms

· Use iPM as usual and log activity:

· Find existing MRN to add to registration form

· Update details of existing patients

· Create a MRN for new patients to add to registration form

· Print patient labels from iPM to be used on paper documentation

	

	Discharge
	

	· Enter discharge details on paper record/white board (nurse)
	

	ED Admission
	

	· Use iPM

· Admission on paper

· Print stickers and front sheet from iPM (right click patient line in iPM and select Documents)
	

	Transfer to Ward
	

	· Collate paper documentation including 724 Access Viewer printouts, med chart and other paper documents 
· Copy all documents and send the copies with patient

· Keep original documents for the ED
	

	Direct Admissions to SCH
	

	· Use paper admission forms.  Ward will put on whiteboard

· Place admission paperwork in downtime folder to hand to ward

· Print labels and front sheet from iPM
	

	Post Downtime Recovery (First Net is back)
	

	There may be a dedicated recovery team led by ED Data Manager. Division of responsibilities to be advised at time
	

	Overview
	

	· Prioritise entering patient details in this order

· Patients for Admission

· Patients still in the ED

· Patients discharged during Downtime

· Collate all paperwork in Discharge Tray 

· Send the log and paperwork from Discharge Tray to ED Data Manager


	

	All Patients
	

	· Quick reg and backtime the arrival date/time 
	

	· Enter Downtime Patient Event using Set Events for patients with paper charts

· Click Set Event icon [image: image1.png]


  > Tick x Downtime Pt [image: image2.png]Urinalysis:
€ Downtime Pt





· Downtime icon appears in the info column of tracking board    [image: image3.png]Info





	

	· Backtime Full Reg and Add Encounter
	

	· Triage Nurse will backtime Triage by clicking the Triage icon in toolbar
	

	· Triage Nurse will backtime Nurse Initiated Protocol 

· Set Event > tick Protocol Commenced > modify date/time
	

	· Triage Nurse will backdate ED Dr Seen/Subspecialty Review/Senior Early Review 

· Set Event > Tick ED Physician Exam > modify date/time
	

	Patients for Admission
	

	· Backdate Admission process (Click bed icon and complete admission) [image: image4.png]G





	

	Patients Still in ED
	

	· Patient record continues on paper until the end of visit

· Depart from board as usual (nurse)

· Leave DC Downtime Set Event
	

	Patients discharged during Downtime
	

	· Backdate Departure Ready and Actual Discharge (nurse)

· Leave DC Downtime Set Event
	

	IPM DOWNTIME PLANNED AND UNPLANNED
(FIRSTNET WORKING)
	

	See Registration Process During iPM Downtime and Interruptions (SCH)
	

	Patient with SCH MRN is added to tracking board WITH MRN
	

	· Patient details are in FirstNet however, may require update

· Quick Reg only (Add Encounter)
· Complete paper registration form with the parent and keep the form (details may differ from existing details in FirstNet)

· Enter x Downtime Patient Event 

· Click Set Event icon [image: image5.png]


  > Tick x Downtime Pt [image: image6.png]Urinalysis:
€ Downtime Pt





· Downtime icon (pencil) appears on tracking board in Info column   [image: image7.png]Info





Note

· Orders and charting will be in FirstNet

· Treat patients with only CHW MRNs as if no MRN (will be merged later)


	

	Patient without SCH MRN is added to tracking board with NO MRN
	

	· Keep a log of patients with no SCH MRN
	

	Step 1: Quick Reg in FirstNet
	

	· When patient is not found, click MPI search
· Click OK on this message
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· Do not click Cancel Search on this message. Wait until end of search.
[image: image9.png]



· Click Close on the next message. (It cannot be confirmed if patient has an iPM MRN in another district)
[image: image10.png]"
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· Click Add Person

· Patient is added to tracking board without a MRN


	

	Step 2: Enter x Downtime Patient Event
	

	· Click Set Event icon [image: image11.png]


  > Tick x Downtime Pt [image: image12.png]Urinalysis:
€ Downtime Pt





· Downtime icon (pencil) appears on tracking board in Info column  [image: image13.png]Info






	

	Step 3: Complete Downtime Paper Registration Form
	

	Step 4: Complete iPM Downtime Conversation in Access Management Office
	

	· [image: image14.png]€ _iPM Downtime




 bottom of Conversation list
· Search Surname, First Name and DOB

· Highlight patient name and click OK (not Add Person)

· Click Yes on the Warning

[image: image15.png]WARNING

Yes

No





· Complete mandatory fields with patients details then OK.

· Close Access Management Office


	

	Step 5: Full Reg in FirstNet
	

	· Use the gold key [image: image16.png]



· Collect all the patient details as you would in iPM
· Patient displays on tracking board with no MRN
	

	Notes on patients with no MRNs
	

	· All Orders are on paper the entire visit, even if iPM comes up and patient is given a MRN 
· Including medications, imaging, pathology, consults, referrals 
· Medication administrations are charted on paper 
· All notes, adhoc forms, observations, assessments etc are in FirstNet

	

	Admission via ED during iPM downtime 
	

	· Admit to ED using Admission icon [image: image17.png]


 as usual
· Patients with no existing SCH MRN must be completed in quick reg, iPM Downtime Conversation and Full Reg as per above
· Patients with no MRN will remain with no MRN
	

	Discharge from ED during iPM downtime
	

	· As usual
· Patients with no existing SCH MRN must have Quick Reg, iPM Downtime Conversation and Full Reg completed as per above
	

	Transfer to Ward during iPM downtime
	

	· Use Transfer icon [image: image18.png]


 as usual 
· Patients with no existing SCH MRN must have Quick Reg, iPM Downtime Conversation and Full Reg completed as per above
· Patients with no MRN will appear on the bedboard/patient list with NO MRN

	

	Direct Admission during iPM Downtime for patient WITH existing SCH MRN
	

	· Use iPM Downtime Conversation in Access Management Office [image: image19.png]€ _iPM Downtime





· When patient is found with SCH MRN, click OK (not Add Person)
· Click Yes on warning window “is patient going to have an encounter during downtime?”
· Complete mandatory fields with the nurse
· Complete Admission conversation in Access Management using all same details as already in system
[image: image20.png]



· Advise nurse on ward this is a downtime patient and details must be updated by ward clerk when system returns
	

	Direct Admission for patient WITH NO existing SCH MRN 
	

	· Complete admission on paper for duration of the ipm Downtime

· Do not use the IPM Downtime Conversation for direct admissions for patients with no SCH MRN


	

	When iPM is back up
	

	· Use details in eMR to complete registrations in iPM to generate SCH MRN

· Entries in iPM  will over write entries in iPM Downtime conversation
· If patient is still in the ED, the MRN will automatically display on tracking board
· Update details in iPM for existing SCH MRNs
· Email SCHN-PAS with log of all activity during iPM Downtime
· New MRNs
· Patients with iPM MRNs in other districts to merge
· Updates to iPM for PAS to check have transferred over

	

	IPM INTERFACE IS DOWN 
(iPM works but not connected to FirstNet)
	

	The way an iPM interface interruption is handled depends on the particular situation.
· If the interface is expected to return soon, use both iPM and FirstNet and wait for the MRN to cross from iPM to FirstNet. See procedures oulined below.

· If an extended interruption is expected, use the procedures described above as if it’s a full iPM downtime and inform IT by logging a Service Desk ticket.

	

	Registration for Patient with SCH MRN during (short) iPM Interface disruption
	

	· Patient is found with SCH MRN when searching Quick Reg

· Click OK (not Add Person) and complete quick reg to put patient on the tracking board with MRN
· Complete Paper Registration form with the parent and keep the form
· Orders and Charting will be in FirstNet
· Treat patients with only CHW MRN as if no MRN (will be merged later)
	

	Registration for Patient with NO SCH MRN
	

	· Patient is not found with SCH MRN when searching Quick Reg

· Click MPI Search to search the SESI database. This will yield no results as interface is down. Do not proceed with quick reg yet

· Search name in iPM

· If patient is found in iPM without MRN (ie SESI patient)
· perform dummy update to generate SCH MRN in iPM
· Use this MRN to search for patient in Quick Reg (rather than name and DOB)
· If patient displays (interface interruptions can be intermittent and information may transfer), proceed to register the patient in Quick Reg. The MRN might take time to come across to tracking board.
· If patient is NOT found in iPM
· go back to FirstNet and complete Quick Reg (using Add Person) to create new patient on board
· Use new MRN to open iPM profile and complete all details 
· Details will cross from iPM to eMR once interface returns 
· If the MRN does not appear on FirstNet tracking board for some time, communicate with NUM to decide if there is time to continue waiting for MRN to cross or to go to paper charting without MRN. Alternatively complete the iPM downtime conversation as if a full iPM downtime. That way, observations, iview, notes, BTF can be completed electronically but orders must be on paper.
· Keep a log to check when iPM interface returns, that iPM updates have crossed to FirstNet 

	

	Admission via ED during iPM interface disruption 
	

	· Patient with MRN is admitted to ED as usual

· For patients with no MRN, and there is time, wait for iPM interface to return
· If urgent, proceed as follows to admit to ED with no MRN

· IPM Downtime Conversation in Access Management Office
· Full Reg in FirstNet
· Admission via FirstNet

	

	Transfer to Ward during iPM interface disruption
	

	· Patient with MRN is transferred as usual
· For patients with no MRN, and there is time, wait for iPM interface to return

· If urgent, proceed as follows to admit to ED with no MRN

· IPM Downtime Conversation in Access Management Office
· Full Reg in FirstNet

· Transfer in FirstNet


	

	 Direct Admission during interface interruption
	

	· Patient with SCH MRN is admitted as usual
· Update iPM if required to transfer details later. Keep a log
· Advise the nurse to tell the ward clerk to check that updates have crossed from iPM to PM when interface is restored
· Patient with no existing SCH MRN
· Complete admission on paper

	

	After iPM Interface Disruption
	

	· Check updates in to existing MRNS in iPM have transferred to FirstNet
· Check new MRNs created in iPM have transferred
· Notify SCHN-PAS to merge any duplicate MRNS 


	

	QUICKSTARTS
	

	FirstNet registration process during iPM downtime and interruptions
Downtime Emergency Department SCHN (forms and labels to print and other downtime info)
Sectra Image Viewing Downtime Procedure


HYPERLINK "https://learning.schn.health.nsw.gov.au/viewing-imaged-documents-during-downtime" \h
View Imaged Documents during Downtime
	


