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Annotation 
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Annotation 

(Notes)

1

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

E-whiteboard

10

E-whiteboard

10

Symbol used to indicate e-whiteboard actions
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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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PT - PatientPT - Patient

Every PT that has something 

done is tracked via either ePRO, 

Viewpoint or Maxims

Every PT that has something 

done is tracked via either ePRO, 

Viewpoint or Maxims
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To be 

Validated

Start 

process

Either

Directly from the 

Lab from Bristol

2

Directly from the 

Lab from Bristol

2

PT referred from:

1

PT referred from:

1

From Fast Track

9

From Fast Track

9

From GP, Private, 

Gynae 

Outpatients, or 

Other 13

From GP, Private, 

Gynae 

Outpatients, or 

Other 13

Colposcopy Admin 

identifies whether PT 

requires 2 week or 6 week 

pathway and sends an 

appointment to the PT
6

Colposcopy Admin 

identifies whether PT 

requires 2 week or 6 week 

pathway and sends an 

appointment to the PT
6

Six Week Pathway – 

PT is seen within six 

weeks in Colposcopy 

Clinic
7

Six Week Pathway – 

PT is seen within six 

weeks in Colposcopy 

Clinic
7

Two Week Pathway – 

PT is seen within two 

weeks in Colposcopy 

Clinic
8

Two Week Pathway – 

PT is seen within two 

weeks in Colposcopy 

Clinic
8

PT triaged by 

Colposcopy Team

11

PT triaged by 

Colposcopy Team

11

Either
PT seen/referred to 

another Clinic

12

PT seen/referred to 

another Clinic

12

Process 

ends

PT triaged by 

Colposcopy Team and 

directed to appropriate 

Clinic
18

PT triaged by 

Colposcopy Team and 

directed to appropriate 

Clinic
18

Either

PT seen in 

Colposcopy Clinic 

(either routine, six week 

pathway or two week 

pathway 19

PT seen in 

Colposcopy Clinic 

(either routine, six week 

pathway or two week 

pathway 19

Go to

Map 3

Go to

Map 3

Either

Colposcopy Admin 

check PT details are 

correct on email and 

Maxims
16

Colposcopy Admin 

check PT details are 

correct on email and 

Maxims
16

Colposcopy Admin 

check PT details are 

correct on email and 

Maxims
5

Colposcopy Admin 

check PT details are 

correct on email and 

Maxims
5

Colposcopy 

Admin receive daily 

PT details list via 

email 3

Colposcopy 

Admin receive daily 

PT details list via 

email 3

PT automatically 

uploaded on 

Maxims under 

awaiting triage 10

PT automatically 

uploaded on 

Maxims under 

awaiting triage 10

Colposcopy 

Admin upload 

direct referrals to 

Maxims 4

Colposcopy 

Admin upload 

direct referrals to 

Maxims 4

Colposcopy 

Admin receive daily 

PT details list via 

email 14

Colposcopy 

Admin receive daily 

PT details list via 

email 14

Colposcopy 

Admin upload 

direct referrals to 

Maxims 15

Colposcopy 

Admin upload 

direct referrals to 

Maxims 15

PT already uploaded/

automatically 

uploaded on Maxims
17

PT already uploaded/

automatically 

uploaded on Maxims
17
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To be 

Validated

From

Map 1

From

Map 1

PT seen in Colposcopy Clinic 

(either routine, six week 

pathway or two week pathway) 

– (PT can follow more than one 

pathway)
1

PT seen in Colposcopy Clinic 

(either routine, six week 

pathway or two week pathway) 

– (PT can follow more than one 

pathway)
1

PT treated and 

discharged back to 

their GP
7

PT treated and 

discharged back to 

their GP
7

Biopsy and wait for 

the results

2

Biopsy and wait for 

the results

2

Follow up in 6–12 

months

3

Follow up in 6–12 

months

3

Follow up for 

treatment

5

Follow up for 

treatment

5

Advise and 

discharge

6

Advise and 

discharge

6

PT seen and 

outcome discussed 

in MDT
4

PT seen and 

outcome discussed 

in MDT
4

Refer to another 

Clinic/Clinician

8

Refer to another 

Clinic/Clinician

8

PT loops back 

round to one of the 

previous options
9

PT loops back 

round to one of the 

previous options
9

Either

PT is discharged 

(Physically 

processed by Admin 

or Secretary’s)
14

PT is discharged 

(Physically 

processed by Admin 

or Secretary’s)
14

Clinician dictated 

letter sent to GP

18

Clinician dictated 

letter sent to GP

18

Process 

ends

Access letter on 

ePRO and 

discharge PT on 

Maxims 16

Access letter on 

ePRO and 

discharge PT on 

Maxims 16

Letter issued to PT 

confirming 

discharge
17

Letter issued to PT 

confirming 

discharge
17

Once appointment 

is due PT is sent 

an appointment via 

email or post 13

Once appointment 

is due PT is sent 

an appointment via 

email or post 13

Go to

Map 5 

Go to

Map 5 

Colposcopy 

Admin receive 

Clinician letter
15

Colposcopy 

Admin receive 

Clinician letter
15

Colposcopy 

Admin receive 

Clinician letter
10

Colposcopy 

Admin receive 

Clinician letter
10

Colposcopy 

Admin action 

letter via ePRO
11

Colposcopy 

Admin action 

letter via ePRO
11

Colposcopy 

Admin put PT on 

follow up pending 

list on Maxims 12

Colposcopy 

Admin put PT on 

follow up pending 

list on Maxims 12
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To be 

Validated

Colposcopy Team 

notify Screening 

Programme of 

screening plan
1

Colposcopy Team 

notify Screening 

Programme of 

screening plan
1

Clinician signs off 

screening plan and 

Admin Team sends 

it to Screening 

Programme 5

Clinician signs off 

screening plan and 

Admin Team sends 

it to Screening 

Programme 5

Colposcopy Lead 

signs off failsafe 

screening 

spreadsheet 7

Colposcopy Lead 

signs off failsafe 

screening 

spreadsheet 7

Send reminder to 

GP or to PT 

themselves
8

Send reminder to 

GP or to PT 

themselves
8

Female PT’s who need 

a smear in 6 months 

time go on separate 

spreadsheet held within 

Colposcopy 2

Female PT’s who need 

a smear in 6 months 

time go on separate 

spreadsheet held within 

Colposcopy 2

Periodically, 

Colposcopy reviews 

6 month follow up 

smear list and updates 

record 3

Periodically, 

Colposcopy reviews 

6 month follow up 

smear list and updates 

record 3

Colposcopy Team 

ascertain why PT 

hasn’t had smear 

(GP/PT) 4

Colposcopy Team 

ascertain why PT 

hasn’t had smear 

(GP/PT) 4

Colposcopy Failsafe Officer/

Nurse Colposcopist checks 

failsafe screening spreadsheet 

for 6 month follow ups in GP 

Practice and 

Colposcopy 6

Colposcopy Failsafe Officer/

Nurse Colposcopist checks 

failsafe screening spreadsheet 

for 6 month follow ups in GP 

Practice and 

Colposcopy 6

Process 

ends

From

Map 3

From

Map 3
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Every PT that has something 

done is tracked via either Big 

Hand, Viewpoint or Trac Care

Every PT that has something 

done is tracked via either Big 

Hand, Viewpoint or Trac Care
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To be 

Validated

Start 

process

Either

Directly from the 

Lab from Bristol 

and Berkshire
2

Directly from the 

Lab from Bristol 

and Berkshire
2

PT referred from:

1

PT referred from:

1

From Fast Track

13

From Fast Track

13

From GP

17

From GP

17

Colposcopy Admin 

identifies whether PT 

requires 2 week or 6 week 

pathway and sends an 

appointment to the PT
7

Colposcopy Admin 

identifies whether PT 

requires 2 week or 6 week 

pathway and sends an 

appointment to the PT
7

Six Week Pathway – 

PT is seen within six 

weeks in Colposcopy 

Clinic
8

Six Week Pathway – 

PT is seen within six 

weeks in Colposcopy 

Clinic
8

Two Week Pathway – 

PT is seen within two 

weeks in Colposcopy 

Clinic
9

Two Week Pathway – 

PT is seen within two 

weeks in Colposcopy 

Clinic
9

PT seen/referred to 

another Clinic

16

PT seen/referred to 

another Clinic

16

Process 

ends

PT triaged by 

Colposcopy Team and 

directed to appropriate 

Clinic
21

PT triaged by 

Colposcopy Team and 

directed to appropriate 

Clinic
21

Either

PT seen in 

Colposcopy Clinic 

(either routine, six week 

pathway or two week 

pathway 22

PT seen in 

Colposcopy Clinic 

(either routine, six week 

pathway or two week 

pathway 22

Go to

Map 4

Go to

Map 4

Colposcopy 

Admin receive daily 

PT details list via 

email 3

Colposcopy 

Admin receive daily 

PT details list via 

email 3

PT automatically 

uploaded on Trac 

Care under 

awaiting triage 14

PT automatically 

uploaded on Trac 

Care under 

awaiting triage 14

Colposcopy Admin 

print off referrals from 

email from Bristol or 

Berkshire
4

Colposcopy Admin 

print off referrals from 

email from Bristol or 

Berkshire
4

Colposcopy Admin 

check PT details are 

correct
5

Colposcopy Admin 

check PT details are 

correct
5

Create pathway on 

Trac Care (physical 

referral not uploaded 

onto Trac Care)
6

Create pathway on 

Trac Care (physical 

referral not uploaded 

onto Trac Care)
6

PT rings 

Colposcopy with a 

UBRN number
19

PT rings 

Colposcopy with a 

UBRN number
19

GP processes PT 

on ERS

18

GP processes PT 

on ERS

18

Colposcopy Admin 

process information on 

ERS and put it on to 

Trac Care
20

Colposcopy Admin 

process information on 

ERS and put it on to 

Trac Care
20

PT seen in Fast 

Track Clinic

15

PT seen in Fast 

Track Clinic

15

Either

Gynae outpatients 

or other

10

Gynae outpatients 

or other

10

Clinician outcomes PT 

on Trac whether they 

want them to be seen 

in Colposcopy
11

Clinician outcomes PT 

on Trac whether they 

want them to be seen 

in Colposcopy
11

Colposcopy Admin go 

through vetting list on 

Trac and appropriate 

appointment is 

arranged 12

Colposcopy Admin go 

through vetting list on 

Trac and appropriate 

appointment is 

arranged 12
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To be 

Validated

From

Map 2

From

Map 2

PT seen in Colposcopy Clinic 

(either routine, six week 

pathway or two week pathway) 

– (PT can follow more than one 

pathway)
1

PT seen in Colposcopy Clinic 

(either routine, six week 

pathway or two week pathway) 

– (PT can follow more than one 

pathway)
1

PT treated and 

discharged back to 

their GP
7

PT treated and 

discharged back to 

their GP
7

Biopsy and wait for 

the results

2

Biopsy and wait for 

the results

2

Follow up in 6–12 

months

3

Follow up in 6–12 

months

3

Follow up for 

treatment

5

Follow up for 

treatment

5

Advise and 

discharge

6

Advise and 

discharge

6

PT seen and 

outcome discussed 

in MDT
4

PT seen and 

outcome discussed 

in MDT
4

Refer to another 

Clinic/Clinician

8

Refer to another 

Clinic/Clinician

8

PT loops back 

round to one of the 

previous options
9

PT loops back 

round to one of the 

previous options
9

Either

Process 

ends

Once appointment is 

due PT is sent an 

appointment via email, 

post, or telephone
14

Once appointment is 

due PT is sent an 

appointment via email, 

post, or telephone
14

Colposcopy 

Admin receive 

Clinician letter
16

Colposcopy 

Admin receive 

Clinician letter
16

Colposcopy 

Admin receive 

Clinician letter
10

Colposcopy 

Admin receive 

Clinician letter
10

Colposcopy Admin put 

PT on follow up pending 

list on Trac Care or 

processed by Elective 

Booking Officer 12

Colposcopy Admin put 

PT on follow up pending 

list on Trac Care or 

processed by Elective 

Booking Officer 12

PT is discharged 

Clinician outcomes PT 

on Trac Care and 

dictates a letter to 

GP and PT 15

PT is discharged 

Clinician outcomes PT 

on Trac Care and 

dictates a letter to 

GP and PT 15

Colposcopy Admin 

action the outcome of 

the appointment on 

Trac Care 11

Colposcopy Admin 

action the outcome of 

the appointment on 

Trac Care 11

Colposcopy 

Admin file 

discharge letter
17

Colposcopy 

Admin file 

discharge letter
17

Go to

Map 6

Go to

Map 6

Colposcopy Admin run 

a monthly pending list 

from Trac Care and 

Viewpoint as a failsafe
13

Colposcopy Admin run 

a monthly pending list 

from Trac Care and 

Viewpoint as a failsafe
13
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Acts as fail safe (once a month)

Only for PT’s referred from Bristol and Berkshire

Acts as fail safe (once a month)

Only for PT’s referred from Bristol and Berkshire
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To be 

Validated

Discharge list – indicates 

the time frame the 

Screening Office needs 

to contact the PT 

again 6

Discharge list – indicates 

the time frame the 

Screening Office needs 

to contact the PT 

again 6

Letter to PT from 

Screening Office

7

Letter to PT from 

Screening Office

7

PT contacts GP and 

organises smear

8

PT contacts GP and 

organises smear

8

PT has smear

9

PT has smear

9

Process 

ends

Colposcopy Admin 

receive PT list via 

email from Bristol or 

Berkshire 
12

Colposcopy Admin 

receive PT list via 

email from Bristol or 

Berkshire 
12

Colposcopy Admin 

action email

13

Colposcopy Admin 

action email

13

Process 

ends

Clinician generates a 

6 months test of cure 

failsafe list from 

CYRES
1

Clinician generates a 

6 months test of cure 

failsafe list from 

CYRES
1

Clinician 

generates test of 

cure letter to GP on 

BigHand 5

Clinician 

generates test of 

cure letter to GP on 

BigHand 5

Clinician triages list of 

PT’s to dictate whether 

they need to be seen in 

Colposcopy for smear 

or GP 2

Clinician triages list of 

PT’s to dictate whether 

they need to be seen in 

Colposcopy for smear 

or GP 2

Either

For PT’s that need to be 

seen in Colposcopy, 

Colposcopy Admin 

book the appointment
3

For PT’s that need to be 

seen in Colposcopy, 

Colposcopy Admin 

book the appointment
3

Appointment sent 

to PT

4

Appointment sent 

to PT

4

Colposcopy Admin 

receive a PT 

outcomes fail safe list 

from Bristol or 

Berkshire 10

Colposcopy Admin 

receive a PT 

outcomes fail safe list 

from Bristol or 

Berkshire 10

Colposcopy Admin 

checks PT outcome 

and fills in table and 

emails it back
11

Colposcopy Admin 

checks PT outcome 

and fills in table and 

emails it back
11

From

Map 4

From

Map 4

Start 

process
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