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Document

Process

Start

Decision?

Stored Data

Report Point

Legend
Symbol used to Indicate the start or end of a 

process

Symbol used to indicate an event, task or action

Symbol used to indicate paper documents and 

proforma activity excluding patient Case Notes

Symbol used to indicate Case Note activity

Symbol used to indicate a decision point.  The 

question is shown in the icon and there will be two 

options

Symbol used to indicate a system where 

data is captured inc. emails

Symbol used to indicate a reporting point i.e. 

system generated reports or escalation points to 

management etc.

Symbol used to indicate a link to

another map

Symbol used to include a comment or

 additional information

One-way arrow used to show sequence of events 

and what is produced by an event.  

Symbol used to illustrate multiple issues, 

numbered accordingly

Go toGo to

Symbol used to indicate a choice as to which path 

to take.  There can be multiple outputs.

Symbol used to indicate a point whereby all output 

paths should be actioned.
Action All

Either

Casenotes

Symbol used to illustrate multiple ideas, 

numbered accordingly
1

Whiteboards Symbol used to indicate whiteboard actions

Symbol used to indicate a link from 

another map

Symbol used to illustrate Diary/Whiteboard 

Updates, labelled accordingly i.e

Admission Diary = AD

Receptionist Diary = RD

Transfers Whiteboard = TW

Patient Whiteboard = WB

R
D

10

10

10

10

Process end Symbol used to Indicate the start or end of a 

process

FromFrom

Process

10

Process

10

Link to 
Symbol used to illustrate link to maps within 

other Visio documents

Symbol used to indicate e-whiteboard actionsE-whiteboard

10

E-whiteboard

10



Legend

Defects

Over Production

Waiting

Un-utilised Skills

Transportation

Inventory

Motion

Extra Processing

Symbol used to Indicate Happy

Symbol used to Indicate 

Indifferent

Symbol used to Indicate 

Unhappy 

Symbol used to Indicate 

Worried

Symbol used to Indicate Angry
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ED – Emergency Department | SDU – Surgical Decisions Unit | SHO – Senior House Officer | ED – Emergency Department | SDU – Surgical Decisions Unit | SHO – Senior House Officer | 

Process Owner: Linda Whiteford, Consultant Paediatrician

Author: Jenny Poole, Improvement Facilitator

Last Revised Date: 28/01/2025

Version: 1.1

E
it
h
e
r

SHO/Registrar/Consultant 

On Call

Via Cinapsis, unable to 

answer call
2

SHO/Registrar/Consultant 

On Call

Via Cinapsis, unable to 

answer call
2

GP/Medical Secretary

Via Cinapsis, advised service 

is unable to answer call

3

GP/Medical Secretary

Via Cinapsis, advised service 

is unable to answer call

3

E
it
h
e
r

GP/Medical Secretary

Via Cinapsis, raise written 

request

4

GP/Medical Secretary

Via Cinapsis, raise written 

request

4

GP/Medical Secretary

Via Cinapsis, re-select 

“Urgent Call” to call again

5

GP/Medical Secretary

Via Cinapsis, re-select 

“Urgent Call” to call again

5

SHO/Registrar/Consultant 

On Call

Via Cinapsis, ends call for 

practice, Surgical specialist 

stays on the line and selects 

outcome 8

SHO/Registrar/Consultant 

On Call

Via Cinapsis, ends call for 

practice, Surgical specialist 

stays on the line and selects 

outcome 8

E
it
h
e
r

SHO/Registrar/Consultant 

On Call

Via Cinapsis, selects 

outcome
9

SHO/Registrar/Consultant 

On Call

Via Cinapsis, selects 

outcome
9

Via Cinapsis, auto-outcome 

selected after a set time 

period

10

Via Cinapsis, auto-outcome 

selected after a set time 

period

10

Advice Provided | Admit to SDU bed | Admit to SDU triage | Present 

next day to SDU triage | Undifferentiated present to ED | Call failed

Advice Provided | Admit to SDU bed | Admit to SDU triage | Present 

next day to SDU triage | Undifferentiated present to ED | Call failed

Via Cinapsis, directs call to 

mobile phone for SHO, then 

Registrar, then consultant on 

call
6

Via Cinapsis, directs call to 

mobile phone for SHO, then 

Registrar, then consultant on 

call
6

Calls answered 24hours a dayCalls answered 24hours a day

Go to

Box 1

Go to

Box 1

Via Cinapsis, outcome report, 

sent to GP Practices Inbox

11

Via Cinapsis, outcome report, 

sent to GP Practices Inbox

11

Process 

ends

Start 

process

GP/Medical Secretary

Via Cinapsis, Select “Urgent 

Call”

1

GP/Medical Secretary

Via Cinapsis, Select “Urgent 

Call”

1

SHO/Registrar/Consultant 

On Call

Via Mobile Telephone, 

provides advice to requester
7

SHO/Registrar/Consultant 

On Call

Via Mobile Telephone, 

provides advice to requester
7

Go to

Map 1b

Go to

Map 1b

Call direct to SHO first, then to 

Registrar, then to consultant if 

unanswered

Call direct to SHO first, then to 

Registrar, then to consultant if 

unanswered
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ED – Emergency Department | SDU – Surgical Decisions Unit | SHO – Senior House Officer | ED – Emergency Department | SDU – Surgical Decisions Unit | SHO – Senior House Officer | 

Case Triaged & Outcome Selected on Cinapsis within 12 Hour SLACase Triaged & Outcome Selected on Cinapsis within 12 Hour SLA

Process Owner: Linda Whiteford, Consultant Paediatrician
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Version: 1.1

From

Map 1a

Box 5

From

Map 1a

Box 5

GP/Medical Secretary

Via Cinapsis, Select “Urgent 

Written Request”

1

GP/Medical Secretary

Via Cinapsis, Select “Urgent 

Written Request”

1

GP/Medical Secretary

Via Cinapsis, Select “Next” to 

raise a request to be 

responded to within 12 hours
2

GP/Medical Secretary

Via Cinapsis, Select “Next” to 

raise a request to be 

responded to within 12 hours
2

GP/Medical Secretary

Via Cinapsis, Select where 

completed specialist report 

should be sent
3

GP/Medical Secretary

Via Cinapsis, Select where 

completed specialist report 

should be sent
3

My Cinapsis Inbox

Requesting Organisation / Practice Inbox

Patients Registered GP Practice

Another GP Practice (select from list)

My Registered Email

My Cinapsis Inbox

Requesting Organisation / Practice Inbox

Patients Registered GP Practice

Another GP Practice (select from list)

My Registered Email

GP/Medical Secretary

Via Cinapsis, complete form 

to raise request, attach any 

relevant files
4

GP/Medical Secretary

Via Cinapsis, complete form 

to raise request, attach any 

relevant files
4

Summary

Relevant Background

Observations

Examinations

Plan

Under 50 Pregnancy Test / Urine Dip

Anti-Coagulants / Clopidogrel

Summary

Relevant Background

Observations

Examinations

Plan

Under 50 Pregnancy Test / Urine Dip

Anti-Coagulants / Clopidogrel

GP/Medical Secretary

Via Cinapsis, click “Send”, or 

save draft

5

GP/Medical Secretary

Via Cinapsis, click “Send”, or 

save draft

5

Surgical Consultant

Via Cinapsis, claims case 

from Cinapsis inbox- sort list, 

and click ‘Start’ to select
6

Surgical Consultant

Via Cinapsis, claims case 

from Cinapsis inbox- sort list, 

and click ‘Start’ to select
6

Surgical Consultant

Via Cinapsis, reviews 

“Referral & Reports”, “Shared 

Files” and “Previous Cinapsis 

Cases” details on LHS of page 

to triage case 7

Surgical Consultant

Via Cinapsis, reviews 

“Referral & Reports”, “Shared 

Files” and “Previous Cinapsis 

Cases” details on LHS of page 

to triage case 7

Surgical Consultant

Via Cinapsis, selects 

outcome from drop down list 

on RHS of page
8

Surgical Consultant

Via Cinapsis, selects 

outcome from drop down list 

on RHS of page
8

Surgical Consultant

Via Cinapsis, attach relevant 

files and click Send Response

9

Surgical Consultant

Via Cinapsis, attach relevant 

files and click Send Response

9

Process 

ends

Advice Provided | Admit to SDU Triage | 

Admit to SDU Bed | Present Next Dat to 

SDU Triage | Undifferentiated Present 

to ED | Call Failed

Advice Provided | Admit to SDU Triage | 

Admit to SDU Bed | Present Next Dat to 

SDU Triage | Undifferentiated Present 

to ED | Call Failed

Via Cinapsis, outcome report 

sent to GP Practices Inbox

10

Via Cinapsis, outcome report 

sent to GP Practices Inbox

10

GP

Via F2F/Telephone, takes 

appropriate action and informs 

patient
11

GP

Via F2F/Telephone, takes 

appropriate action and informs 

patient
11
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