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Process Symb0| used to Indicate the start or end of a Process end Symb0| used to Indicate the start or end of a L eg en d
Start process process

Process Symbol used to indicate an event, task or action Stored Data Symbol used to indicate a system where
data is captured inc. emails

- . . Report Point Symbol used to indicate a reporting point / note
Whiteboards Symbol used to indicate whiteboard actions P y P gp

[10]

E-whiteboard Symbol used to indicate e-whiteboard actions Symbol used to indicate a link to

another map

Symbol used to indicate paper documents and
proforma activity excluding patient Case Notes

. Symbol used to indicate a link from

another map

Document

Casenotes Symbol used to indicate Case Note activity

Symbol used to illustrate link to maps within
other Visio documents

Symbol used to indicate a decision point. The
guestion is shown in the icon and there will be two

) Annotation Symbol used to include a comment or
options (Notes) additional information

Symbol used to indicate a choice as to which path

to take. There can be multiple outputs. One-way arrow used to show sequence of events

and what is produced by an event.
Symbol used to indicate a point whereby all output
paths should be actioned.

Symbol used to illustrate multiple issues,
Symbol used to illustrate Diary/Whiteboard numbered accordingly

Updates, labelled accordingly i.e
Admission Diary = AD
Receptionist Diary = RD
Transfers Whiteboard = TW ' Symbol used to illustrate multiple ideas,
Patient Whiteboard = WB numbered accordingly
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Symbol used to Indicate Happy

Symbol used to Indicate Over Production
Indifferent

Symbol used to Indicate Waiting
Unhappy

Symbol used to Indicate Un-utilised Skills
Worried

Transportation

Symbol used to Indicate Angry

Inventory
Motion

Extra Processing
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Mental Health Support Team — Referrals and Triage — Map No 1 — As Is

MDT — Multi Disciplinary Team | MHST — Mental Health Support Team |

MHST Admin Team
Via laptus, process the
request details and
upload copy of form

School MH Lead .
School MH Lead Via Outlook, send referral N.'HSTA"M o
Via Outlook, retrieve Duplication of effort

S Via Word, completes email to
DIOCESS referr’aI forr"; MHSTAdmin@somersetft FEIEIELS 0D EfE e updaiing laptus and RIO

nhs.uk 2 TR

MHST Admin Team
Via RiO, add summary
details to Progress Notes

and upload copy of for

MHST Admin Team
Via Outlook, send
confirmation of receipt to
school

6

. Clinical/MDT Team
MHST Admin Team Via F2F/Excel, weekly Go to Map
Via Excel, add details to . . ;
. Triage meeting carried out 2
Daily Spreadsheet and
: and referrals outcomes
Triage Spreadsheet
recorded 9

Mental Health Support Team

MHST Admin Team
Via Telephone, update
parents that request
received

Process Owner: Kate Gallagher / Jennifer Potter, Mental Health In Schools Last Revised Date: 24/05/2024
Author: Jenny Poole, Improvement Facilitator Version: 1.0




Mental Health Support Team — Referrals and Triage — Map No 2 — As Is

MDT — Multi Disciplinary Team | MHST — Mental Health Support Team |

While on waitlist, admin use daily list to check in with requester
(parent/guardian) every 3 weeks until reach the top of the list

Via Excel. highlight areen Via Outlook, email Via Excel, add details to Via laptus/RiO, update Process
» NIgATIgNt g Parents to inform, school Waiting To Be Seen progress notes, and leave ends

on Triage spreadsheet : copied in ) Spreadsheet 3 case open

Accept

MHST Practitioner MHST Admin Team

From Map Accept Clinical/MDT Team Via Paper Process, letter Via laptus/RiO, update Process
1 Reject / More j Via Excel, highlight red sent to requester explaining progress notes, upload 4
iscussion? on Triage spreadsheet why service is not suitable, copy of letter and close e
along with sighposting_8 down referral
information

Discussion

Go to Box
1

MHST Admin Team
Via Outlook/Telephone,
contact Requester for
further information

Clinical/MDT Team
Via F2F, discuss and decide
what information is required

o]

Clinical/MDT Team
Via Excel, highlight
amber on Triage
spreadsheet

Mental Health Support Team

Go to Box
5

All actions are updated in
Progress Notes in both
laptus and RiO

Process Owner: Kate Gallagher / Jennifer Potter, Mental Health In Schools Last Revised Date: 24/05/2024
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