Affected Departments:  JCHC Clinics/Professional Clinic/Oncology Clinic
[bookmark: autoid-9pzaz][bookmark: autoid-ky5p5]Purpose(s) / Objective(s):
Outline procedures for documentation during an Epic downtime or power outage.
[bookmark: autoid-8pa82]Procedure(s):
When System is Down:
1. Check in/check out process
a. Registration Staff will write patient’s name on the Epic Downtime Cheat Sheet upon patient arrival.  All patients who present during a downtime will be registered and triaged by a nurse.
b. Registration Staff will start the paper Clinic note entering the patient’s name, DOB, current date, and place the provider’s name in the upper corner.
i. Complete Basic Registration form for new patients or patients who need to update information.
c. Obtain signatures on the paper Consent to Treat for all patients and HIPAA privacy acknowledgement of receipt of notice if a new patient.  Offer JCHC Notice of Privacy Practices to patient to review before signing acknowledgement.
d. If able, make a photocopy of the insurance card and photo ID.
e. Use downtime receipt for copay collection.
f. Use MSP downtime form for Medicare patients
i. Complete part 2 and part 4 for established patients (highlighted on form).
ii. Complete the entire form for new patients.
g. Keep all forms obtained together by stapling them.
h. Page overhead “Patient checked in for ‘Provider Name.’”  If unable to page, schedulers will notify nursing staff when patient is checked in.  Professional Clinic and Oncology Registration staff will alert nursing staff when a patient is checked in.
2. Nurse and Provider documents visit information on paper Clinic Note.
a. If Epic downtime occurs once the patient is already in a room, the nurse will start the paper clinic note. 
b. Nursing staff: Document vitals, chief complaint, current medications, current allergies, past medical history & surgical history, & preferred pharmacy.
c. Providers: Document History of Present Illness, Review of Systems, Physical Exam, Assessment, Plan, and orders.
d. Staff will print downtime reports (clinical summaries) from the downtime computers as needed and available.
i. Hallway Helpers or designee will report to the downtime computer to print downtime reports; instructions are posted on downtime computer and kept in Downtime GO box by downtime computer.  
e. Paper prescriptions, Lab-Radiology Requisition form, and order sets are available for written orders.  Medications will be phoned to the pharmacy if possible and documented in the Clinic Note.
f. Flowsheet documentation, CC MAR’s, and Patient Dismissal Instructions will be completed by nurses as appropriate (ONCOLOGY).
3. Phone Triage/Nurses taking patient calls will document call information on paper phone note templates and hand deliver them to the appropriate provider or nurse as needed.
4. Schedulers taking patient calls will not schedule appointments during downtime.  Take the patient’s name and number for return calls after system is back online.
When System is back online:
5. Registration staff will schedule any patients listed on the Downtime Cheat Sheet who do not already have scheduled encounters within the EMR, will make any necessary updates on the Encounter and Coverage information, and will check in all patients that arrived during downtime.
6. Nursing staff will keep all paper documentation until the Downtime ends and information will be entered into Epic.  
a. Information that must be back-entered:
i. Meds entered on MAR
ii. Med list updated
iii. Allergy list updated
iv. Enter lab orders that were placed during downtime
v. Document POC results
vi. Release and collect lab orders that were ordered before downtime and collected by clinic nursing staff during downtime. 
b. Use ‘Per Protocol’ order mode for orders that are documented on the paper clinic note.
7. Clinic Provider documentation:
a. Enter a clinic note with only this text: “See scanned clinic note for downtime documentation”
OR
Complete exam documentation using clinic note in EMR after system is back online.
b. Drop charge and associate with a primary diagnosis for the visit
c. Once information has been back-entered, paper clinic notes and attached documentation (including Reg forms and copies of scripts and lab orders) will be placed in the basket on the South wall of Registration.
8. Registration Staff
a. Scan all Downtime forms into Epic, see scan matrix.  Clinic notes should be scanned to the encounter.  If a paper clinic note is used for any portion of the visit, it must be scanned in.
b. After scanning, Registration staff will initial the forms in the upper corner.
c. Registration staff is responsible for placing the paper clinic notes in the business office basket (located in phone triage area).
9. Coding & Billing will code visit based on the paper clinic note, verify notes have been scanned, and then shred notes.
[bookmark: autoid-773ww]Documentation:
See above.
[bookmark: autoid-79adr][bookmark: autoid-5zp2j]Additional Info:
Related Form(s):
A printed copy of forms will be kept in each department in Downtime Packets, and stored on the F: drive in the EpicDowntime Procedures folder.
· [bookmark: autoid-r9aqe]Basic Registration – new patients and updates
· Downtime Receipt
· Epic Down Time Cheat Sheet
· Consent to Treat at JCHC 
· HIPAA Privacy Acknowledgement of Receipt 
· JCHC Notice of Privacy Practices
· MSP Downtime form
· Lab - Radiology Requisition Forms
· Clinic Note 
· Case Requests - Order sets
· CC MAR (Oncology) 
· Flowsheet for Nursing Documentation – vitals – notes (Oncology)
· Nurses’ Detailed Notes (Oncology) 
· Patient Dismissal Instruction
· Phone Note template 


Resources:
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