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Annotation 

(Notes)

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 ideas 

(green) and issues (red), 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

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

Action 

Relevant 

Steps

Symbol used to indicate a point where some 

of the following paths should be actioned



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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           = Indicates process step point on Endoscopy Unit Floor Plan (Page 6) / F2F = Face to Face           = Indicates process step point on Endoscopy Unit Floor Plan (Page 6) / F2F = Face to Face

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

Start 

process

Patient – Arrives at 

Endoscopy Unit for 

appointment

01

Patient – Arrives at 

Endoscopy Unit for 

appointment

01

Patient – 

Check in at 

reception
02

Patient – 

Check in at 

reception
02

Note: Will this be 

check in F2F & Portal?

Note: Will this be 

check in F2F & Portal?

1

Patient - sit in 

waiting area

03

Patient - sit in 

waiting area

03

Patient – Go to 

admission room(s) 

to be admitted and 

consented by 

Nurses
04

Patient – Go to 

admission room(s) 

to be admitted and 

consented by 

Nurses
04

Either

Patient – Go to gowned 

area to be changed and 

be cannulated (All 

sedation pts) and 2
nd

 

stage consent by 

consultants
05

Patient – Go to gowned 

area to be changed and 

be cannulated (All 

sedation pts) and 2
nd

 

stage consent by 

consultants
05

Patient – OGD no 

sedation to sit back at 

waiting area
06

Patient – OGD no 

sedation to sit back at 

waiting area
06

Patient – Collected by 

procedure room nurses 

and walked into the 

procedure rooms and 

procedure takes place
07

Patient – Collected by 

procedure room nurses 

and walked into the 

procedure rooms and 

procedure takes place
07

Either

Patient – Taken to 

recovery post 

procedure with sedation
09

Patient – Taken to 

recovery post 

procedure with sedation
09

Patient – Taken to 2
nd

 

stage recovery (no 

sedation) and in civil 

clothing
10

Patient – Taken to 2
nd

 

stage recovery (no 

sedation) and in civil 

clothing
10

Patient – Taken to 

changing room outside 

2
nd

 stage recovery if 

gowned and didn’t have 

sedation
08

Patient – Taken to 

changing room outside 

2
nd

 stage recovery if 

gowned and didn’t have 

sedation
08

Either

Patient – Taken to 

discharge rooms to 

be given reposts 

(.076 & .077)
11

Patient – Taken to 

discharge rooms to 

be given reposts 

(.076 & .077)
11

Patient – To break 

bad news and 

taken to special 

room to be with 

relatives (.008)
12

Patient – To break 

bad news and 

taken to special 

room to be with 

relatives (.008)
12

3
NOTE: Need to identify the best 

room(s) as Discharge Room

NOTE: Need to identify the best 

room(s) as Discharge Room

Patient – Goes 

home through 

reception

13

Patient – Goes 

home through 

reception

13

Process 

ends

NOTE: If patient has 

been given bad news 

will they still go 

through Reception or 

inpatient entrance to 

unit

NOTE: If patient has 

been given bad news 

will they still go 

through Reception or 

inpatient entrance to 

unit

1

2

1 2
3

4

4

5

6a

6b

6c

7a

7b

8

Go to 

Map 02

Go to 

Map 02
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          = Indicates process step point on Endoscopy Unit Floor Plan           = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

8

1

2
43

7a

4

7b5

6b

6c

5

6a

1

Patient into DepartmentPatient into Department

Patient Discharge and homePatient Discharge and home

1 Process stepProcess step

From 

Map 1

From 

Map 1
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        = Indicates process step point on Endoscopy Unit Floor Plan (Page 8)         = Indicates process step point on Endoscopy Unit Floor Plan (Page 8) 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

Start 

process

Patient – Collected 

from ward brought 

through hospital 

street corridor
01

Patient – Collected 

from ward brought 

through hospital 

street corridor
01

Patient – Brought 

to recovery space 

(.48/.64/.049/.063)

02

Patient – Brought 

to recovery space 

(.48/.64/.049/.063)

02

Patient – Taken 

into procedure 

room

03

Patient – Taken 

into procedure 

room

03

Patient – Brought 

back to recovery 

space for initial 

observation checks
04

Patient – Brought 

back to recovery 

space for initial 

observation checks
04

Patient – Once 

report is ready; 

patient taken back 

to ward via hospital 

street corridor
05

Patient – Once 

report is ready; 

patient taken back 

to ward via hospital 

street corridor
05

Process 

ends

1 2 3 4 5

Go to Map 

04 

Go to Map 

04 

1
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          = Indicates process step point on Endoscopy Unit Floor Plan           = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner:  Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

From Map 

03

From Map 

03

1

Inpatient into DepartmentInpatient into Department
Patient Discharge and back 

to ward

Patient Discharge and back 

to ward
Process stepProcess step1

1

5

2

2

4

3 3

4

2

2
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         = Indicates process step point on Endoscopy Unit Floor Plan (Page 10)         = Indicates process step point on Endoscopy Unit Floor Plan (Page 10)

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

Start 

process

1

Either

Reception – 

Requested Case notes 

are stored on reception 

once delivered

01

Reception – 

Requested Case notes 

are stored on reception 

once delivered

01

NOTE: Case notes go into procedure rooms when 

needed ( if not they stay stored in reception)

NOTE: Case notes go into procedure rooms when 

needed ( if not they stay stored in reception)

Reception – 

Requested Case notes 

are prepped ready for 

patient appointment

02

Reception – 

Requested Case notes 

are prepped ready for 

patient appointment

02

Reception – Patient 

admission paper work 

is also prepped when 

required

03

Reception – Patient 

admission paper work 

is also prepped when 

required

03

Admission Nurse – 

puts patient case notes 

on admission trolley

04

Admission Nurse – 

puts patient case notes 

on admission trolley

04

Admission Nurse – 

Collects patient 

paperwork from 

reception

05

Admission Nurse – 

Collects patient 

paperwork from 

reception

05

NOTE: Or do 

reception put notes on 

admission trolley

NOTE: Or do 

reception put notes on 

admission trolley

Admission Nurse – 

Takes patient 

paperwork to a 

admission room(s)

06

Admission Nurse – 

Takes patient 

paperwork to a 

admission room(s)

06

Admission Nurse – 

Goes to pre procedure 

case notes on 

admission trolley

07

Admission Nurse – 

Goes to pre procedure 

case notes on 

admission trolley

07

Admission Nurse – 

Collects the case notes from 

the trolley and takes into the 

procedure room and when 

room is ready will collect 

patient by checking consent 

form
08

Admission Nurse – 

Collects the case notes from 

the trolley and takes into the 

procedure room and when 

room is ready will collect 

patient by checking consent 

form
08

NOTE: Location(s) for 

case notes in unit to 

be confirmed

NOTE: Location(s) for 

case notes in unit to 

be confirmed

Either

Patient – Goes into 

recovery so case notes 

follow them if they had 

sedation

09

Patient – Goes into 

recovery so case notes 

follow them if they had 

sedation

09

Patient – Non – 

sedated patient case 

notes go into 2
nd

 stage 

recovery

10

Patient – Non – 

sedated patient case 

notes go into 2
nd

 stage 

recovery

10

Patient – Case notes 

along with patient goes 

into discharge room

11

Patient – Case notes 

along with patient goes 

into discharge room

11

Patient – Once patient 

is discharged notes go 

back to reception ( 

from Admission Nurse)

12

Patient – Once patient 

is discharged notes go 

back to reception ( 

from Admission Nurse)

12

Process 

ends

1

2

3

1a

1b

1c

2 3 4

5

6

7a

7b

8

9

Go to Map 

06 

Go to Map 

06 
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          = Indicates process step point on Endoscopy Unit Floor Plan           = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

1

1a 1b 1c

2

3

9

4

7a
7b

6

6
6 6

5

9
7b

Patient into DepartmentPatient into Department

Patient Discharge and homePatient Discharge and home Process stepProcess step1

Patient Notes to trolleyPatient Notes to trolley

From Map 

05

From Map 

05
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         = Indicates process step point on Endoscopy Unit Floor Plan (Page 12)         = Indicates process step point on Endoscopy Unit Floor Plan (Page 12)

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

1

Start 

process

Patient – Case notes 

along with patient 

come into recovery

01

Patient – Case notes 

along with patient 

come into recovery

01

Admission Nurse – 

Case notes are taken 

into procedure rooms

02

Admission Nurse – 

Case notes are taken 

into procedure rooms

02

Admission Nurse – 

Case notes are taken 

back into recovery

03

Admission Nurse – 

Case notes are taken 

back into recovery

03

Admission Nurse – 

Inpatient case plan, 

consent and report taken 

into reception for scanning 

into EPRO

04

Admission Nurse – 

Inpatient case plan, 

consent and report taken 

into reception for scanning 

into EPRO

04

Admission Nurse – 

After scanning notes 

patient taken back to 

ward

05

Admission Nurse – 

After scanning notes 

patient taken back to 

ward

05

Process 

ends

1 2 3
4

5

Go to Map 

08 

Go to Map 

08 
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          = Indicates process step point on Endoscopy Unit Floor Plan           = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 24/07/2024

Version: 0.1

To be 

Validated

1

Inpatient into Department/

leave

Inpatient into Department/

leave

Process stepProcess step1

Patient Notes to trolleyPatient Notes to trolley

1

2
2 2

2

3 3
3

4 5

From Map 

07

From Map 

07

5
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                   = Indicates process step point on Endoscopy Unit Floor Plan (Page 14) / AERs = Automated Endoscope Preprocessor                   = Indicates process step point on Endoscopy Unit Floor Plan (Page 14) / AERs = Automated Endoscope Preprocessor

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 25/07/2024

Version: 0.1

To be 

Validated

Start 

process

CLEANCLEAN

DIRTYDIRTY

Scopes housed in 

the clean side of 

decon unit

01

Scopes housed in 

the clean side of 

decon unit

01

Scopes distributed 

to procedure rooms 

outside the 

procedure rooms
02

Scopes distributed 

to procedure rooms 

outside the 

procedure rooms
02

Clean Scopes 

taken into the 

procedure rooms

03

Clean Scopes 

taken into the 

procedure rooms

03

Once the Scope is 

processed in AER 

scopes taken and 

given out again
07

Once the Scope is 

processed in AER 

scopes taken and 

given out again
07

After the procedure 

the dirty Scope 

comes out of the 

rooms
04

After the procedure 

the dirty Scope 

comes out of the 

rooms
04

Dirty Scopes left 

out in the trolleys 

outside the decon 

dirty room door
05

Dirty Scopes left 

out in the trolleys 

outside the decon 

dirty room door
05

Dirty Scopes 

collected and 

cleaned manually 

and put in AERs
06

Dirty Scopes 

collected and 

cleaned manually 

and put in AERs
06

1 2 3

4

321

1

Go to Map 

10

Go to Map 

10
Clean ScopesClean Scopes Dirty ScopesDirty Scopes

1 1
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                  = Indicates process step point on Endoscopy Unit Floor Plan                   = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 25/07/2024

Version: 0.1

To be 

Validated

From Map 

9

From Map 

9

1 1Clean ScopesClean Scopes Dirty ScopesDirty Scopes

2 2 2 2

3
333

1

2

3

4

3

1

1

1 11

Scope ready to be collectedScope ready to be collected

1 41
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         = Indicates process step point on Endoscopy Unit Floor Plan (Page 16)          = Indicates process step point on Endoscopy Unit Floor Plan (Page 16) 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 25/07/2024

Version: 0.1

To be 

Validated

1

Start 

process

Store Cages – 

brought in from 

inpatient entrance 

via Hospital Street 

corridor 01

Store Cages – 

brought in from 

inpatient entrance 

via Hospital Street 

corridor 01

Store Cages – 

taken in between 

Room 1 and Room 

2 corridor
02

Store Cages – 

taken in between 

Room 1 and Room 

2 corridor
02

Store Cages – 

enters the dirty 

corridor and into 

the store room
03

Store Cages – 

enters the dirty 

corridor and into 

the store room
03

Store Cages – after 

use they are brought 

out the same way and 

back via inpatient 

entrance to Hospital 

Street corridor
04

Store Cages – after 

use they are brought 

out the same way and 

back via inpatient 

entrance to Hospital 

Street corridor
04

Process 

ends

Go to Map 

12 

Go to Map 

12 

1 2 3
4
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        = Indicates process step point on Endoscopy Unit Floor Plan         = Indicates process step point on Endoscopy Unit Floor Plan 

Process Owner: Rachel Withecombe/Jessin John

Author: Lee Derrick, Improvement Facilitator

Last Revised Date: 25/07/2024

Version: 0.1

To be 

Validated

From Map 

11

From Map 

11

1

1

2

3

4

Store Cage OutStore Cage OutStore Cage InStore Cage In 1 Process StepProcess Step



Page 17
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nd

 Stage Consent Pathway NEW – Map No 13 – To BeEndoscopy NEW Unit – 2
nd

 Stage Consent Pathway NEW – Map No 13 – To Be
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         = Indicates process step point on Endoscopy Unit Floor Plan (Page 18)          = Indicates process step point on Endoscopy Unit Floor Plan (Page 18) 

Process Owner: Rachel Withecombe/Jessin John

Author:  Lee Derrick, Improvement Facilitator

Last Revised Date: 25/07/2024

Version: 0.1

To be 

Validated

1

Start 

process

Patient - checks in 

reception and waits 

in waiting area

01

Patient - checks in 

reception and waits 

in waiting area

01

Patient – admitted 

in admission 

room(s)

02

Patient – admitted 

in admission 

room(s)

02

Patient – taken 

into gowned wait 

area for changing 

and cannulation
03

Patient – taken 

into gowned wait 

area for changing 

and cannulation
03

Admission Nurse – 

Case notes put out 

into the notes trolley 

outside the gowned 

wait areas
04

Admission Nurse – 

Case notes put out 

into the notes trolley 

outside the gowned 

wait areas
04

Consultant – takes 

the case notes and 

patient into consent 

rooms inside gowned 

areas (.021 / .016)
05

Consultant – takes 

the case notes and 

patient into consent 

rooms inside gowned 

areas (.021 / .016)
05

Process 

ends
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