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

Symbol used to indicate a reporting point i.e.
Report Point system generated reports or escalation points to

Whiteboards Symbol used to indicate whiteboard actions management etc

[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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Wincanton Community Hospital — Front of House — Main Reception — Map No 1 — As Is

OPD call bell in reception — e.g. for fall

Patient may need to be redirected if at wrong in toilet

site — ring around for more information Two waiting rooms

Administrator Administrator
Via Various, arrive Via F2F, direct patient
patient onto to wating area to be
appropriate system called by clinicia%

Trakcare, RiO, Maxims, Lillie, Administrator
Ris, Diabetic Retinopathy S A .
Via F2F, greet

patients
Administrator [3] 5

Administrator . - ) .
Start lock building in th Via Various, log on Accompany undertakers to mortuary And sign out when finished for
Unlock building in the ; the d
process with user ID and © day
morning d Garden Maintenance
WOr
1 passwo > — A
Administrator Administrator

Via F2F, greet Via Paper Process, ask

contractors and other contractor to fill in sign in
visitors boo
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Twice daily — chase up notes
not arrived

Administrator Administrator
Via Telephone, answer Via Paper Process,
and respond to/re-direct receive notes from YDH T
patient enquires Administrator Administrator

Via Maxims, print :
patient labels and M EI.DRO’ g oz Trakcare, prep clinic
patient notes

Administrator barcoded sheet 1 notes ”

Administrator Via Maxims, cross
Via E-Med, book patient reference notes to

transport prep for clinics

Administrator
Via Paper Process/

e
o
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]
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On instruction from clinicians Administrator Administrat
/E Arrange collection of Vi F—Zlems' rar(])r !
returned medications 2 , recelve hearing

Y
Administrator Administrator and sharps 5 a'dsigéigelgg/r for @i [
]

Via Trakcare, book Via F2F, complete % - 5
follow up forms to reimburse ’

equipment to patients

appointments patient travel —
: w&s—@ n Administrator Administrator
Via Telephone, liaise ) _d_s_LO_
P Via F2F, issue hearing

with MedEquip to
collect returned iterrﬂﬁ

aids batteries to patients

(21
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Wincanton Community Hospital — Front of House — Main Reception — Map No 2 — As Is

Contracts, service dates,
inspections, etc
J— Administrator P T— E—
ministrator i ; ministrator ministrator L
Ensure walkie alkie o Iesleations for Yoo Via WS excel, Via EPRO, scar Administrator
nsure walkie talkies are for medications for Yeovil ia excel, ia EPRO, scan Monitor CCTV to
charged — to Pharmac manage Medical handwritten clinic e ;
) ] y . : ensure it's running ok
communicate with Porters \/\IZ Equipment Register, 5 notes and upload .
1

Records are audited /{Eyholders for safe

Administrator dmini
Via Paper Process, keep \% v.ﬁfg'%itﬁt?yr . Administrator Administrator
prescription pad in safe , P tundraising monies. Lock > letters / meetmp Via Outlook, maintain Laminate items for
and maintain records 9 ’ 9 global email list colleagues
in safe 7] minutes
7

Weekly handover of funds to Friends
Admlnlstrator
Via Excel, maintain
totals/cashflow
records for fundralsmg
monies

~ Administrator Via Paper Process, Administrator Administrator Go to Map
Via Outlook, email fire

tost notifications to all receive incoming post and Via Neopost, franking of Via F2F, pass pathology 3
staff sort into pigeon holes outgoing post samples to courier
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Action All
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. . . Liaise with Freewheelers for samples
/{ Add monies to franking machine that have missed the collection
A

Administrator
Administrator
Via F2F, attend Team
Meetings, 1:1s, etc

Administrator
Via Pinpoint, test alarms

14
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Wincanton Community Hospital — Front of House — Main Reception — Map No 3 — As Is

Administrator
Via Bookwise, book
rooms for OPD

Ensure pads are in date and
there is sufficient battery life

Administrator
Monitor stationery stock
levels, and pass orders

Administrator
Via The Circuit, look

Administrator
Via Paper Process,

dispose of confidential

Administrator
Via Internet, input

after AED % Friends and Family
department to managers 5 surveys
From Map 1 3

2

Administrator
Via Outlook, book
meeting rooms into

calendar

Administrator
Via paper Process,
maintain patient

%

Administrator
Via Powerpoint,
update waiting room
presentation

Administrator
Via Email, report

Administrator
Via Simply Serve,
_ vending machine faults and look after : report issues/ Via Grapevine, report
issues to Graddons . maintenance requests telephone faults

- copiers
using feedback fornf 7 8 to Estates 9 10

Administrator

Via RICOH, report Administrator
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Present annually to staff

Administrator

Via Word, update Via Internet, carry out
major incidents files —

quarterly H&S checks
lockdown / systems and input onto NHS
outage website 14

Administrator
Administrator
Change rooms codes for
security (twice yearly)

(15|

Administrator Process
Lock building in the 4.
. ends
evening
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