
Provincial Preventative  
Diabetes Foot Care Program 

Program Workflow Document 

Part 1 of 2

November 25/24 

**Have the bookmarks tab open to help navigate the 
document (ribbon symbol from left side menu)** 

Page 1 of 209



Referral Party 
Where to find Program Information 
Need education on how to complete a Provincial Diabetes Foot Screen? Go here: 
https://src.healthpei.ca/diabetic-foot 
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How to find information about the program and a client within EMR CHR 
 

 
 

 There are three main places in a client's chart that you can find information about 
a client in the program: 1) Foot Exam Widget, 2) Referral, and 3) Case 

 

2 Open a client chart. 
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 This example has the Foot Exam patient data widget within the header so can be 
seen automatically once the chart is open. 
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 There are 3 items listed that serve as a type of care plan. You will see the nurse's 
recommended foot care frequency (FC); when diabetes foot screens (DFS) are due 
(which are paired with additional foot care assessments that may require more 
appt time when booking) and when foot care consents are due. These items serve 
as a guideline; however, it is essential to review other sections of the chart to 
confirm whether these tasks have been completed. For instance, a client may 
leave PEI for the summer, resulting in their FC every six weeks being significantly 
overdue  

 

As a diabetes educator or primary care nurse, if you observe the Foot Exam widget 
as outlined in Step 4, please verify whether the client has been attending 
appointments with the foot care program staff. If they have, kindly leave the 
diabetes foot screenings for the program staff to complete. 
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5 To check the referral section for information, Click "Start/Open.." 

 

6 "Referrals" 
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 Click "Initial Foot Care & Assessment" referral (this example has multiple due to 
being a test patient). 

 Before opening the referral I can tell the date the referral was made, that client 
was "Accepted" and that Krisandra Cairns is the service provider (in live referrals it 
will be the appropriate LPN). 
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 Once the referral is open I can see her Priority status is "highest". Under 
attachments I can also open their referral form, diabetes foot screen or the 
diabetes foot program - referral status for more details. Beginning in October 
2024, all referrals will be accompanied by referral status forms at each stage. This 
will allow newcomers to track the history of the referral effectively. This approach 
ensures that all relevant personnel can view the most recent referral status, rather 
than limiting access solely to the ordering provider who would be directly notified 
of any changes in referral status  
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Status options: 

 

Booked - If an appointment has been scheduled, it indicates acceptance into the 
program. Please note that if you see a status of "Booked," it will be updated as 
soon as the error is identified. 

Additional Information Required 

Waitlisted 

Created in Error - e.g. wrong patient, wrong type of referral 

Cancelled - e.g. when you have multiple referrals and closing all except one to 
process 

Archived - e.g. Discharged or Deceased 

Declined Service 

Closed at intake - e.g. Ineligible referral for an initial appointment, for example a 
l  i k di b  f   

 

Priority options 

 

There are 4 risk levels on the referral form, low (ineligible), moderate, high, and 
stable high. The eligible risk levels are prioritized as the following options: 

Moderate risk level - "Priority" Medium 

High risk level - "Priority" Highest 
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The majority of the foot care nurse's charting can be found in the case section. 
Click "Start/Open.." then Click "Cases" 

Click the case that has an issue of "Foot Care," uses the template "Provincial 
Diabetes Foot Care," or is assigned to a foot care nurse. 

Page 10 of 209



 

 Once the case is opened you can see the issue, assigned provider, status, and case 
data. This example does not contain any encounters or attachments as it pertains 
to a test patient. In an actual chart, you will find foot care encounters listed in the 
encounters section. Please note that these encounters are duplicates and will also 
appear in the main encounter section; however, only those encounters created 
within or linked to the specific case will be displayed here. When a case is first 
opened, staff will review previous encounters and link them as necessary, 
particularly those relevant to foot care. While some past encounters may be 
overlooked, all future foot care nursing encounters will be accessible in this 
section  Please select an encounter to view the associated documentation  
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 Under the encounters section is the attachments section where consent forms will 
be uploaded for easy access within the case. While pdfs are duplicated and also 
available in the client's main "patient files" section, please note that only the 
documents uploaded within the case will be visible within the case. Unfortunately 
existing pdfs already under the "patient files" section cannot be linked to the case. 
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How to make an internal referral (anyone with EMR CHR access) 
 
 

 
 

 Referral parties are likely already in the affected client's chart as well as working 
within an active encounter. The following steps are done from within an 
encounter. 

 

2 Scroll down your active encounter until you get to the "Attachments" section. 
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 "Attachments" section here. Now look to the right side of attachments bar for 
"+Add Form" 

 

4    
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 Select "Diabetes Foot Screen." A program referral cannot be done without one and 
it is easier to have the screen done before making the referral. 

 

6 Complete screen. Click "Save" 
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The Diabetes Foot Screen form requests completed screens to be faxed to the 
Provincial Skin and Wound Care. Steps 7-9 have to do with this form request, 
which is for DATA ENTRY and not for the referral process. The next step in the 
referral process is Step 10. 

 

7 Click the pictured fax button connected to the screen. 
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 The Provincial Skin and Wound Care fax # is pre-entered, select "Provincial Skin 
and Wound Care" 

 

9 "Send" 
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10 Click "Add Form" 

 

11 Click "Diabetes Foot Care Referral Form" 
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 Complete the referral. Instead of clicking Save, Click "Referral" which will 
automatically save the document. 

 

13 Click "Internal" NEVER USE OUTGOING 
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14 Double-click the "Reason for Referral" field.

15 Click "Initial Foot Care & Assessment"
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 Under "Service Provider" field find and select "Provincial Diabetes Foot Care 
Central Referral" 

 

Under the Service Provider section, there is an option labeled "Incoming Fax - 
Provincial Diabetes Foot Care." Please try to avoid this option as it may delay the 
processing of the referral. It does get checked but may be delayed. 
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17 Do not change "Status," the program clerk will do this. 

 Do not change "Priority," the program clerk will do this based on the diabetes foot 
screen, then the foot care nurse will keep it updated. 
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 Do not change the "waiting list," the provincial clerk will do this (this step has to do 
with an organizational folder and has nothing to do with an actual waiting list. If 
client is actually on a waitlist the "status" will be changed to waitlisted). 

 

20    
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21 Click "Attach a file of xxxx" 

 

22 "Form" 
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 Click "Diabetes foot screen." Entries highlighted in blue are attached, at minimum 
all referrals must have at least two entries highlighted (referral form and diabetes 
foot screen) 

 

24 "Select" 
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25 Double check that the right patient information auto populated. 

 

26 Review that you completed everything on the referral. 
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 An example of when a comment is needed would be West Prince referrals; add a 
comment of which clinic client would like to go to (summer 2024 options are 
O'Leary and Tignish) 

 

28 If referral complete click "Save & Close" 
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29 Referral is complete! If you want to double check; Click "Start/Open.." 

 

30 "Referrals" 
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 You can see the referral (more than one in this example due to being a test/fake 
patient) 
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How to make an incoming referral (anyone without EMR CHR access; faxed or 
paper based referrals) 

IF YOU HAVE ACCESS TO EMR CHR PLEASE FOLLOW THE DIRECTIONS IN THE 
"HOW TO MAKE AN INTERNAL REFERRAL" SECTION. 

1 Fill out a Provincial Diabetes Foot Care Screen 

Reminder to send completed forms of the Diabetes Foot Care Screen as indicated 
at the bottom of page one (this has to do with data entry on the screen's use and 
does not have to do with the referral). 

2 Fill out a Provincial Preventative Diabetes Foot Care Program Referral 

3 Fax BOTH the screen and the referral to 1-833-652-1546 
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