CUC: Process for EPIC Downtime 
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VERSION CREATED BY Leah Scherzer
This plan will be stored within: 

·  www.genpeds.com
· Red DOWNTIME BINDER within CUC provider rooms 
· A copy will be maintained by the clinic coordinator, nurse manager, medical director and physician champions
It will be the responsibility of the EPIC Physician Champion to maintain the Downtime plan and teach it to new attending-level physicians and nurse practitioners. 

Key terms:

CLINIC COORDINATOR , NURSE MANAGER, HEAD PROVIDER/ MEDICAL DIRECTOR
DOWNTIME NOTE, MASTER PATIENT LIST

I. DETERMINE THAT EPIC IS DOWN
Any user of the EPIC system should note if they encounter significant difficulty. 
Significant difficulty includes 

· Entire internet connection slow or broken for all computers or groups of computers

· (NETWORK ISSUE OR LOCAL CAMPUS INTERNET CONNECTION ISSUE) 
· EPIC “Freezing” (system visible but impossible to input data ), “Kickoffs” (system suddenly logs off users), “Slowness” several minutes needed to navigate between screens (CITRIX SERVER ISSUE) 
· Problems with individual hardware: computers, monitors, keyboards, mouses (LOCAL HARDWARE ISSUE) 
· Problems with individual users’ access to EPIC (ACCESS ISSUE) 
· As a first step, all users should attempt to log out / log back into EPIC
· If an individual computer or individual access issue call help desk 484-628-8151
1. If problems persist for several users, notify CUC LEADERSHIP:
· MAs and RNs should notify their NURSE MANAGER or most senior nurse
· Front Desk and Ancillary staff should notify the CLINIC COORDINATOR or LEADS
· Providers: notify MEDICAL DIRECTOR or PHYSICIAN CHAMPIONS

2. Leadership decides and communicates to all staff that CUC is in DOWNTIME and 

           TRANSITIONING TO PAPER 

II. Transition to Paper Downtime 
· Downtime paper notes are located at front desk, nursing stations, genpeds.com and in all red DOWNTIME BINDERS

1. MAs start a paper chart for patients actively being seen, add their patient information, MRN, insurance and demographic info (available @ the front desk) and vital signs again (re-take if necessary) 

2. Front desk starts paper chart for patients being registered and brings the note back to the MAs when the patient is ready.  In order to avoid running between front desk and back or second floor, front desk should call MA station and inform that patient is registered and hand the downtime note to the parent and inform them that they need to give paper to MA in order to be seen. 
3. Nursing / MA staff implement signs and lists indicating patient locations (the PROVIDER PATIENT LIST) these should be hung on the provider room doors so patients can be tracked and provider knows which room to go to. 
4. All staff communicate to families that downtime unexpected, but patient safety is a priority. 
III) PAPER DOCUMENTATION

1. All staff ensure correct data on paper chart: NAME, DOB, DOV, PROVIDER
Laminated growth charts are at nursing stations for reference. Clinical summaries with vaccine data can be printed from the BCA (downtime computers) by designated clinical staff person.  Clinical summaries will be available for all scheduled patients.  For sick clinic vaccines should not be given. 
Providers will hand off charts to MAs for orders and vaccine administration, MAs will complete orders and make appropriate notations in the lines to the right of the order boxes (vaccine administration info includes manufacturer, expiration date, lot # and site), as well as results of point-of-care testing and any labs sent. MAs will initial when done. 

2. MAs will hand charts back to providers to complete documentation in its entirety, and SIGN
3. Providers complete chart and sign

· Residents give charts to attendings
· Attending/NP providers keep paper charts in organized, identifiable group
· If downtime lasts > 1 session or day, Attending / NP provider should give all papers to nurse manager to keep in organized manner and ensure that no paper charts are lost.
IV. SYSTEM RECOVERY

1. CUC leadership determine and communicate that EPIC is ALL CLEAR to use

2. Coordinator / clinic leads /front desk register and arrive all patients. 
3. Attg/NP providers enter basic data into EPIC, select and enter charge, check off note AS SOON AS POSSIBLE 

i. Basic data: HPI “See downtime chart”, VS (can be entered by nursing as well – make sure to back date), meds, allergiess, diagnoses, referrals

4. Attg / NP hand notes to Nursing
5. Nursing enters vaccines into EPIC and submits charges AS SOON AS POSSIBLE

6. Nursing checks to see if any vaccine opportunities were missed because vaccine record unavailable during Downtime; if so, nursing contacts family to schedule NOV, then check off note

7. Nursing hand notes to Medical Records
8. Medical Records scans paper chart inro EPIC, then check off note

9. Medical Records hand note to Clinic Leads
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