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	Meeting Date & Time:
	June 3rd @ 7:30am
	Next Meeting Date & Time:
	August 5th @ 7:30am

	Meeting Location:
	10T3 Conference Room CCT
	Next Meeting Location:
	TBD

	Invited Participants:
	All Medical Receptionist and AAs

	Facilitator:
	Blair Anderson, RN
	Attendees:
	Tina House, Janie Linds, Lakeisha Beard, Rowena Hatch, Catina Smith, Linda Clark, Sharon Seats, Denise Jarrett, Debbie Lamberth, Bobby Steen, Phronda Buckley, Steve Terry, Lakeysha Wiggins, Angelia Curll, Linda Thomas, Rose Place, Izetta Johnson, Juanita Taylor, Shaun Couch, William Gutierrez, Anna Foliyeva, Malou Tabelisma, Terra Bibbs, Stefani Sweeney, Marissa Prid, Trenia Bigham, Carlola Hill, Megan Gorman  

	Meeting Objectives:
	Share information


	Agenda
	Meeting Notes

	Time
	Who
	Topic
	Summary / Decision / Action Items
	
	

	10 min
	Blair Anderson
	Welcome
	THANK YOU Donna Copeland and team of 10T3 for the use of their space.  In the future, please use the TVC elevators (by the cafeteria) to enter and exit the meeting, when held here.  The patients on 10T3 are immune-compromised and less traffic through the unit the safer for the patients. 
	
	

	30 min
	Blair Anderson for                                                                                                                                                                                                          Stephanie Philo
	Inpatient Downtime procedures
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· Inpatient downtime process depends heavily on the knowledge of the MR on duty at the time of the downtime. 
· Familiarize yourself with the Downtime tab in e-docs.  
· Print and use the Guides provided in the Guides bundle
· E-docs can be accessed from an e-docs icon on the desktop.
· Update your downtime kit with newest version of forms.  
· Check the MC# on your documents and compare to those noted in e-docs.
· Discard all old documents in the Shred-it bin
	
	

	20 min
	Phronda Buckley
	Scanning
	· Scanning needs to be done as close to real-time as possible
· All pages must be turned the same way

· All pages must be stickered

· For two sided documents, sticker front and back, even if the back of the document was not used

· Put outside records that need to be scanned in the “To be scanned” bin ASAP so the records are scanned into StarPanel quickly and can be accessed by providers for clinical decisions. Do not put them in the chart!
	
	

	
	Blair Anderson for Debi Camp
	Lab Survey
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· Please print THIS and place survey close to the label printer

· Instructions for use, dates of use and submit are on this version of the form. Discard the one you got in class uless already written on.

· All non-nurse, non-MR staff should fill out this survey

· Attempting to identify all those who print labels and the reasons for printing

· Data will be used to make contact with groups in the future as printing labels and application changes occur that affect label printing functions
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Inpatient Downtime Process

What you need to know to survive downtime





Objectives  

Identify the two types of downtime- Scheduled vs. Unscheduled



Identify the location of the downtime kit on the unit



Demonstrate knowledge of EDOCS and how to view/print appropriate downtime forms



Identify the correct downtime forms needed for unit specific patient care



Describe the Downtime Recovery process



Explain where the downtime printed MARs print for unit







The user will:





Two types of downtime:


Scheduled

Planned downtime, usually several days notice with details of the date, time, applications affected, the plan for downtime and communications



Unscheduled

Unscheduled- Little to no warning about the applications affected and the scope



Change Management Announcement

Sunday, May 17, 2:00 am – 4:00 am

Downtime for VandyWorks during system patching







Downtime Kit

Each unit has a downtime kit

MRs are responsible for stocking  the kit with unit specific downtime forms

Flowsheets

Physician Order Sheets

Blank MARs

Controlled Drug Record

Nurse Managed Heparin Protocol

Unit specific Insulin Drip Protocol

Requisition forms

Downtime Checklists- During and Recovery            

A Downtime Kit content checklist is available in EDOCS





EDOCS

Several ways to get to EDOCS:

StarBrowser/StarPanel Actions Menu

Medical Center web site

HEO/Wiz Stat screen















EDOCS















A Downtime Kit Contents should be printed and kept in each downtime kit, use it to keep the downtime kit stocked.







Scheduled/Unscheduled Downtime Checklist – During should be printed and kept in the downtime kit and used when downtime starts.







Print a Downtime Checklist-Recovery to ensure all recovery tasks are completed when downtime is over.





Downtime MARs

Printing downtime MARS takes at least an hour, for that reason Pharmacy makes the decision of when to print the MARs (please don’t call and ask when they will print)

Downtime MARs will print in the following locations:

VUH- Critical printers on the South side units ex. 9S critical printer for both 9N and 9S

Round Wing- Critical printer on each unit

Critical Care Tower- Critical printer on each unit

VCH- B pod critical printers

 VPH- Critical printer on Adult 1

When downtime begins check critical printers and fill paper if needed

Downtime MARs should be kept until the end of the shift in case of application instability

If one medication is charted on the MAR the entire MAR must be scanned after downtime is over

Print “How to fill out a paper MAR guide” from EDOCS if needed
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Orange Alert Activation Medical Center Communication

Medical Center Communications
Sun 51072015 5:19 AM

An Orange Alert for Computer System Failure has been activated. Refer to Quick Reference Guide for instructions. Please be advised
that the System Support Services Fax Lines will be used as an altemate method for communications. Check the System Support
Services FAX machine in your work area for event updates. The VUMC Emergency Operations Plan has been activated. The North
EOC is open. Staff is required to remain on duty until released by their supervisor or the Incident Commander. Please call the North
EOC at 322-4362 if you need assistance.
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Select a downtime bundle:

Downtime Bundles

»

GUIDES for all Downtime Kits

»

Adult Critical Care Downtime Forms

»

»

Adult General Care Downtime Forms.
Newborn Nursery Downtime Forms
NICU Downtime Forms

Obstetric Downtime Forms

Pediatric Critical Care Downtime Forms
Pediatric General Care Downtime Forms

VPH Downtime Forms

Miscellaneous Bundles

»

»

Flowsheets-Miscellaneous
Protocols-Miscellaneous
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Downtime Bundles
~GUIDES for all Downtime
Select one or more documents below, or select all. Then view or print selected documents.

[T Aduit Electrolyte Protocol and Decision Support References (MC 7467)
T Do Creciie Beiore (Ve 7257

[T Downtime Checkiist-During (MC 7258)

[Tl Downtime Checkiist-Recovery

[T Downtime Kit Contents (MC 7272)

TTGuide to Downtime Writlen Ordars
[l How to Fill Out a Paper Medication Administration Record (7466)

[EJHow to View Order Sets in StarPanel (MC 7464)
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~ Protocols-Miscellaneous
CIWA Assessment for Alconol Packet (ncludes proiocol, screenin

[I CNS Depressant Protocol & Flowsheet - PHV

Controlled Drug Record (COR)

TTCVACU Fiolan Weaning Protocol
[ cvicy Downtime IV Insulin Drip Guidelines

[ Dovintime Nurse Managed Heparin Protocols

TTHemodialysis Orders (MC 4630)

[CIMIcu Downtime IV Insuiin Drip Guidelines.

[CI Neonate /Infant TPN and Nutrition Orders-Downtime ONLY
[CINeuro ICU Downtime IV Insuiin Drip Guidelines

[Tl opiate Withdrawal Protocol & Flowsheet - PHV.

[ Pediatric Code Status Downtime Form

[l Pediatric Electrolyte Protocol and Decision Support References.
DI Post Partum PCV Protocol

[l Pressure Ulcer Prevention & Treatment Protocol: Children's Hospital
[CJRapid Response Protocol

[T sedation Protocal for Ventilated Patients (Landscape)

[CIsicu Downtime IV Insuiin Drip Guidelines.

[ Skin Tear Guidelines (MC 9802)

[ Trauma Downtime IV Insulin Drip Guidelines

scorin
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Downtime Kit Contents

Each downtime kit should contain the following:

Scheduled Downtime Checklist- Before
Scheduled/Unscheduled Downtime Checklist- During
Scheduled/Unscheduled Downtime Checklist- Recovery
Critical Infrastructure Assessment form
Physician Order Sheet (POS) 2 x the number of rooms (EDOCS)
Downtime Medication Administration Record (MAR) 2 x the number of
rooms (EDOCS)
VUH Downtime &/or Code Requisition — 2 x the number of rooms (EDOCS)
Unit specific Downtime Flowsheet — 2 x the number of rooms (EDOCS)
Controlled Drug Record (EDOCS)
Braden Scale for Predicting Pressure Ulcer Risk (EDOCS)
Falls Risk Assessment (EDOCS)
Patient Discharge Instructions — 1 for every patient (EDOCS)
Unit specific downtime sheets:

+* Restraint flowsheet (EDOCS)

% Complex wounds flowsheet (EDOCS)

% Respiratory ICU downtime requisition (EDOCS)

* VUH Downtime Nurse Managed Heparin Protocol (EDOCS)

% Unit specific Insulin Drip Protocol (EDOCS)

Assessment Guidelines (EDOCS)
Downtime Policy

PCA/Epidural Policy
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Scheduled/Unscheduled Downtime Checklist-During
The Beginning of Downtime

[  providers/ans write orderson paper Physician Order sheet (POS) and give to MR or RN for processing

* Must printand sign name & pager number on all orders.

= Oneset of ordersper page

= USE ONLY Black Ballpoint Pen and press hard (needs to go through 2 copies)

* Anyverbal/telephone ordersREQUIRE 3 read back to the provider and will REQUIRE  co-
signature by the provider

MR alerts the RN of any STAT orders
MR will Fax a copy of each POS with medication ordersto the Pharmacy
MR will scan the POS, highlight and place in the chart

MR transcribes new, modified, & discontinued orders to the paper MAR

MR completes DT requisitions for labs, ancillary departments and blood bank (one requisition per
department) and calls to inform of them of orders or sends order to ancillary department. Complete a DT
requisition for future occurrencesof ancillary ordersthat are scheduled during the downtime (seral labs,
respiratory treatments]

ooooo

MR updates the Diet List with any new diet orders

MR denotes “DT” nextto ongoing orderson the POS that will need to be entered once the system comes
backup.

MR keeps the POS at the desk to assist with tracking orders during downtime ie. CXRin am, 023t 2 I/m,
Albuterol treatment ash

the oPC

RN/CP document interventions on paper flowsheets and Medications on the MAR (consider other
downtime documents if needed.e. restraints, complex wounds)

RN will complete the Nursing Admission History in StarPanel or on paper for new admissions. The RN wil
needto use a POS ifa pnusmovax or CPAP order s needed. Positive screensfor ancillary departments

[m}

[m}

[m}

[ v rites new orcerson O7C orfor  farge number of new ardersmakes »copyf the 705 and saples to
[m}

[m}

(SW, PT, and OT) will not require an order as they will be communicated via the ancillary dashboards.
[m}

MR will ound at least Qah during DT

+ Check for missed POS in charts
+ Restock downtime POS as needed

® Restock printers with paper
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Downtime Checklist-Recovery
(When the end of downtime has been called)
Orders
D RN to enter in HEO/Wiz any ongoing non pharmacy orders (i.e. new diet order)

*  Orderscompleted during downtime should not be enteredin HEO/Wiz

[ eharmacy will enter all on going medication ordersin HEO/Wiz. PROVIDERS SHOULD NOT ENTER ANY
‘ORDERS THAT WERE WRITTEN DURING DOWNTIME this is o preventany duplication of orders

[ provicersshouid renewrestraint arders n Heo Wiz sfer downtime

] procersut cosgn s vl teephone o ot axcersurten on s duringdoime

[ oneoing ordersinitiated during downtime will be entered in HEO/Wiz after downtime and can be
electronically cosigned

Documentation

[ Ao enter i eo

= Lastsetof vital signs

* Documentation for foleys inserted/discontinued, IVs inserted/discontinued, wounds
initated discontinued and tubes initiated/discontinued during downtime

*  Downtime Start and Stop time on Assessment /Intervention Tab

*  Cumulative Intake and Output during downtime should be enteredinto HED from cumulative
total on the paper flowsheet. Cumulative will be the current cumulative from the paper
flowsheet.

[ & to confirm medications in Care Organizer using the paper MAR, carefully checking schedules and
informing Pharmacy of schedule changes via Care Organizer

] i e the A il note any verduesan document s “Already give-see MAR" f adminstered and
chated doing O

RN will chart Priority Problems with goals. Complete Plan Priorities and Nursing Summary at the end of
the shift

Whensystemis stable

[ R will remove and discard all unused downtime documents with  patient label attached, place any
unlabeled downtime documents in the downtime kit

[ R wil remove Transfer Order sheets (T0S) from the chart if printed

[ ¥ i scan ot WiARs, Flowsheets, 205 and TOS and eloca chrts per uniprotocl
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Inpatient Downtime Process

Wrat you n






Label SurveyUnit: ____________________________



Attention to all non-floor staff printing HEO labels

[bookmark: _GoBack]Please fill in the information below.    

We are collecting reasons labels are printed and who prints them.

		Name

		Role

		Reason for label



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		







MR/Charge nurse, Please fill in your unit, print a second copy and post if this form fills up. Send all copies via fax to SSS at 936-6785 on June 29th.  Thank you for your help in collecting this information!




