Med Surg Downtime Procedure
A. [bookmark: _GoBack]Charge Nurse/ Ward Clerks
a. Please notify staff working on the floor the system is down. 
b. Keep log of any admissions and transfers on paper form. 
i. Please write patient name including middle initial, and date of birth on Daily census log. 
c. Discharge Instructions for surgical patients will be located in the fling cabinet under the backup computer.
d. Patient dismissal instruction forms are located in the filing cabinet. Please record med changes or new scripts for patients on these forms. Make a copy to be scanned in when system is active again.
Current Patients
a. Print off patient information needed using the Back-up computer located behind the nurse’s station from the patient list.
i. MAR/Scheduled Medications
ii. Patient Summary (home med list allergies)
iii. Existing orders
B. Documentation (LABLES) 
a. Non-critical data may remain on paper, which is to be scanned into Epic, and the original put into the loose core folder for HIM.
b. Care Plan: Enter online when Epic is again active
c. Education Plan: Enter on Epic when system is again active
1. All documentation done on paper to be given to ward clerk at end of shift for HIM to be scanned in.
2. Document the vitals, pain, I and Os on the Nursing Vitals Flowsheet
C. Document assessment on the paper Patient Care Flowsheets.
a. Med Administration
i. Keep track of administrations, rate changes, and stop times on manual the printed off MAR worksheets
ii. Anything that doesn’t fit on these, can be added to a generic MAR sheet, located in the filing cabinet under the back up computer.. 
iii. All administrations, rate change, and stop times will need to be entered into the Epic MAR when system is live.

iv. Person who didn’t give the medication- use MAR action: ‘Downtime Administration,’ Override Reason ‘Clinician Reported given by another. Then type “Per *** see paper MAR. Using that person’s initials.

v. Person who administered the medication- use MAR action: ‘Downtime Administration,’ Override Reason System Downtime.
New Admits
b. Pull admission packets from filing cabinet located behind the nurse’s station under the back-up computer.
c. Do daily documentation and assessments on



Surgical Patients 
1. Pre-op
a.  Print off patient information needed using the back-up computer located behind the nurse’s station on MedSurg.
A. This includes
1. Patient Summaries, MARS, Signed and Held Orders for the case.   
i. If orders already released then print – Case request, orders released up to that point, MAR 
ii. If orders have not been released then you will need to follow letters b. to follow.  
b. Use printed surgeon order sets, located in ACU downtime forms binder and at:
F:/EPIC/Downtime_Procedures/JCHC ACU-OR Downtime Forms. *Note: The order sets will follow patient to OR and PACU so they can access their phase of care. 

D. Nursing/Therapies 
a. Documentation
i. Non-critical data may remain on paper, which is to be scanned into Epic, and the original put into the loose core folder for HIM.
ii. Care Plan: Enter online when Epic is again active
iii. Education Plan: Enter on Epic when system is again active
1. All documentation done on paper to be given to ward clerk at end of shift for HIM to be scanned in.
E. Document assessment on the paper Patient Care Flowsheets.
F. Document the vitals on the Nursing Vitals Flowsheet
a. Med Administration
i. Refer to OMNICELL instructions for adding new patients
ii. Keep track of administrations, rate changes, and stop times on manual the blank MAR worksheet. This is located in the cabinet behind the nurses’ station in the filing cabinet under the back up computer. 
iii. Anything that doesn’t fit on these, can be added to a generic MAR sheet, located in the filing cabinet under the back up computer. 
iv. All administrations, rate change, and stop times will need to be entered into the Epic MAR when system is active again.

v. Person who didn’t give the medication- use MAR action: ‘Downtime Administration,’ Override Reason ‘Clinician Reported given by another. Then type “Per *** see paper MAR. Using that person’s initials.

vi. Person who administered the medication- use MAR action: ‘Downtime Administration,’ Override Reason System Downtime.
b. Blood Transfusions 
i.  As per normal document on Blood Administration Form. 
ii. Charges to be put in when system live again. 

G. ORDERS
a. All downtime STAT labs/tests/consults need to be ordered on paper documents.
i.  Please call department that is performing the test, and let them know you have a new order, so they can perform said procedure.
b. Medications:
i. Any new orders or changes for medications need to be back ordered in the system once system is active again. 
ii. LABS
1. Med Surg will be responsible for putting any new orders in computer, lab will link results to these orders when system is active again.
2. Orders placed and collected will be resulted by lab when the system is active again.
3. Stat results will be called to the charge nurse
iii. RADIOLOGY
1. Med Surg will be responsible for putting any new orders in computer, Radiology will link results to these orders when system is active again.
2. Orders placed and collected will be resulted by radiology when the system is active again
3. RESULTS?
c. Any new diet or diet changes will need to be back-ordered from paper documentation into EPIC when active again.
d. Admission/Discharge orders will need to be back timed and dated to be put into the system. 
1. Providers are to use printed order form located in the filing cabinet under the backup computer.
2. Any new orders on new patients that haven’t already been performed will need to be put in when the system is active again. 
3. Nursing is responsible for entering into Epic all orders that were written on paper during the downtime using written as the ordering mode.
a. All orders need to be noted with red pen. Signing initials or nurse and time they were noted. These then need to be scanned into EPIC by HIM.
H.  PROVIDERS
a. Orders
i. Orders are to be handwritten or on order form sheets located in the filing cabinet under the backup computer. 
ii. These will be back entered by nursing using written order mode, 
1. The actual sheet should be sent to HIM for scanning after orders are noted with red pen by nursing.
b. Documentation
i. Providers should hand write notes using the Progress Note form provided by charge nurse.
1. These can be found under the back up computer in the filing cabinet
2. HIM will scan the written notes when system is active again.
c. Discharges
i. Home education/new prescription documentation should be completed on patient dismissal instructions to be copied, and then sent home with the patient.
ii. Any new prescriptions should be written on s script pad, and copied to be scanned and entered in when system is active.
OMICELL INSTRUCTIONS
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Add a Temporary Patient   in Omnicell   If a patient has not yet been added to the hospital ADT system   due to  downtime or another reason , their n ame will not be displayed in  Omnicell   for manual dispensing. You can dispense items to this patient  by adding a temporary patient as described here.   1.     First sign into Omnicell.   2.   Press   patient care   if not already there.         3.     Press   Add  New  Patient .    
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Add a Temporary Patient in Omnicell

If a patient has not yet been added to the hospital ADT system due to downtime or another reason, their name will not be displayed in Omnicell for manual dispensing. You can dispense items to this patient by adding a temporary patient as described here.

1.  First sign into Omnicell.

2. Press patient care if not already there.
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3.  Press Add New Patient.
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4. On the Add Patient screen, enter available information.

Last name, first name, and temp(orary) patient ID entries are required, as indicated by the caution symbols on these fields. Press the caution symbols to display additional information.



5. When required entries are complete, press Add New Patient to arrive at the screen where meds can be retrieved.  The stocked meds tab will need to be used.
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