Standard Operating Procedure | PEI

SOP Name: Admin Notes in the Provincial EMR SOP Revised
Effective Date: 2025-05
Next Review Date: 2028-05

This is to be completed every 3 years as per Health PEl's

Revision Dates: . .
policy review cycle and standards.

Related SOPs, Directives, Policies, & https://src.healthpei.ca/high-risk-behaviour-alert-tools-
Forms: and-resources

Owner/Approved: Provincial EMR Program Standards Committee
Purpose:

Establish a standardized process for using Administrative Notes within the Provincial Electronic
Medical Record (Prov EMR) specifically for clinical/administrative and patient safety reasons.
Administrative Notes should only be marked as Important if they are patient safety related or outlined
in this SOP. This will ensure accurate, consistent, and efficient documentation that supports patient
care and clinic operations.

Important Administrative Notes should be limited to reduced pop-up fatigue and improve workflow
efficiency.

Definitions:

¢ Administrative Notes:
A place to document administrative notes that cannot be documented elsewhere in the chart. Visible to
all users, it does not pop up.

¢ Important Administrative Notes:
An administrative note that is flagged as Important to document information that is deemed critical to
patient safety and should be viewed by all users of the system. An Important Administrative Note will
pop up for all users every time the chart is accessed.

e Private Important Admin Notes and Administrative Notes:
These are visible ONLY to the author.

Scope:

e This standard applies to all users of the EMR who perform documentation.
o Health care providers and other users will record administrative notes in accordance with
approved guidelines for documentation in the health record.
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Applications and procedures

¢ Important Administrative Notes should be used when there are patient safety concerns that
should be seen by all users of the system. Important Administrative Notes include:
¢ High Risk Behavior (Please refer to Microsoft Word - Primary Care and Chronic
Disease High Risk Behaviour (Flag) Alert Procedure (2-pager)
e Same or similar name warning
e Both Important and Administrative Notes should not be used to document the following:
Health Card information
Preferred communication methods
Next of Kin information
Vital Signs
Preventive Care Due Dates
Medical History
Referrals
Information directed at a particular user
Reminders for tasks (this does not include hyperlinks to the FORM Section)
Allergies
e The EMR Program will complete regular quality analysis on Important Admin Notes end dates.
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https://src.healthpei.ca/sites/src.healthpei.ca/files/OCHSW/PrimaryCareAndChronicDiseaseHighRiskBehaviour(Flag)AlertProcedure.pdf
https://src.healthpei.ca/sites/src.healthpei.ca/files/OCHSW/PrimaryCareAndChronicDiseaseHighRiskBehaviour(Flag)AlertProcedure.pdf
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Appendix A:

Health PEI

Procedure Steps

1 | Navigate to the top right

note.

5 Clearly and concisely
describe the clinical
administrative activity,
including relevant
information to ensure
patient’s safety.

6 Select the adequate
option for the information
provided on the Note:
-Mark as important (The
note will pop up for
whoever opens this
chart)

-Mark as private (This
note will be visible only to
the author)

7 Ensure to fill in start
and end dates of the
activity (except for
perpetual reminder, then
do not include end date).

8 Click on Save once the
note is completed.

corner of the screen and - e ———) PR
click on the Start/Open El := _ M Start/Open.. =
tab.
2 | Search for Admin Notes 9 Appointments g!
on the drop-down list. EP— N
min MNotes
A Patient Outbox s
= Pathway History b
3 | Once opened, click on T Admin Notes PR
add new note on the top
right corner of the “Admin
Note” interface.
4 Assign a title to your Add Note

*Title or description is required

TITLE

DESCRIPTION

S, | B I F === = EBEEe AN = ==
1 Mark as Important

This note will pop up when you open this chart
] Mark as Private

This note will be visible anly to the autho

START DATE END DATE

L !
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Appendix B:

Alternatives to Important Admin Notes

1

Scheduling

1) Add Patient Status Tag “Scheduling Conditions”.

Conditions 2) This will be readily visible in the Hover Over feature from the scheduler.
3) Please enlist scheduling conditions under “Family Doctor Additional Info” you
can find the field by clicking “Update Patient Info”.
Lunch "Test Patient" Eon B enerat BBE
O e )
[® NOTSYNCED | @ SEVERE ALLERGY 10:05AM 2025/Apr/25 .
€% OTHER: LunchEon [Primary) e
./ Mobile: +1 902555 5555, CISTESTTEST -
Home: only send labs to Dr Felcity., Lunch *Test Patient” E
@ 19210 Trans Canada Highway RTE 1 Hampton, thisis a . une ot Fatient Fon 4
test, PEI, PE COA 1NO, Canada ap Female| 2023/un/21(22mo)
& | PP: André Celliers Update patient info Encounter
B TELUS Health Virtual Pharmacy,
. 1 CPOE Physician B “
' Paper Chart Entered - Primary Practitioner | Test Patient
8 @ Testlocal T -
Portal Consent  Mobility Impairment.
Ortho Chart 5 3 | Scheduling Conditit STATUS «  Confirmed «
TAGS
|  Booking Psckage Complate  CxList  Expired Hesith Card
Letter Sent Medication List Updated No Chart
Mon-Patient Specific Billing Qut of Province
Paper Chart Scanned See Admin Note Staff
International Student Meeds Translator Urine Dip
Vitals Collected Needs work note WCB
PRESENTING ISSUE
Mo Issue Set -
NOTE
P
060
Update Patient gipatientChart
General Portal Archive User access. RX/Meds
Search provider by name, clinic or number a i
Search provider by name, clinic ar number a
FAMILY DOCTOR ADDITIGNAL INFO
OBGYN - Neads low bed. F
En::nj'ncvcommrmrws Ew:::.mcvcoumcrmﬂ rave
EMERGENCY CONTACT HUMBER EMERGENCYRELATIONSHI
867-5309 Guardian, Brother
Cancel | Save and validate E
2 | Preventive 1) Add to patient’s chart header by clicking the cogwheel for & Preventive Care row
Care Due patient specific alerts. *There is no patient specific Alert . FiTTest
Dates for BMD, but it can also be added to the header.
= Colonoscopy
# Bone Mineral Density 17th Apr 2025 | Yes | Needs referral in 12 months
This property is expired at 10:38 am 28th Apr 2025 PATIENT + Mammogram

2025/Apr/24 2:50PM

= Pap Smear

= HPV Testing
Lunch " lest Patient” kon
22 months old / 2023/Jun/21/ Sex: Female, Gender: Transgender male - ]
i= LBl Start/Open.. =
© Allergies (2) v/ [T Lunchion [ or André celliers / Balance Due: $0.00

Patient Specific Alert: 8 months NoEntry ([l NoEntry Date: 2024-07-31/ Date Ordered: 2024-07-10/ Excluded Reason: Refused FIT (1 year exemption) q : l

Date Ordered: 2024-07-24 / Patient Spacific Alert: 90 months
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Kari Doiron
Karen, I do not see this in production.  Sorry if you have already addressed this.  Is there something I have to do on my view?
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3 | Appointment | Scee [0 e o] «] o — 1) Use Appointment Tags available or Appointment

specific Note
tasks 8:00AM 2025/Apr/29 .

CISTEST TEST 2

. Lunch "Test Patient" Eon Va

& Female] 2023/Jun/21(22mao)

Update patientinfo | | Encounter

1 CPOE Nurse Practitioner NP TEST -

Testlocal -

STATUS v Confirmed ~

TAGS
Booking Package Complete ~ CXList  Expired Health Card
Letter Sent Medication List Updated No Chart
Non-Patient Specific Billing Out of Province

Paper Chart Scanned See Admin Note Staff

International Student Needs Translator m
NLeHel e Needsworknote  WCB

No Issue Set v

NOTE

Prepare
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