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Patient Attending for Chemo Treatment 

 

 

 

 

 

Plan according to 

- High risk regimens 

- Long treatments 

- Disease related priority 

Prioritise Patients 

Allocate Resources 

 

 

First hour of downtime 

Start 

Unable to access 

Chemo EP System 

and KOMS 

Escalate to 

department 

service lead  

Department service 

lead reports outage 

to Trust IT 

Trust IT reports to 

MTW computer 

sciences 

MTW computer 

sciences advise 

trusts of expected 

downtime 

D 

Inform all other 

departments of 

outage 

 System(s) have 

been unavailable 

< 1 hr? 

No new treatment to 

be started 

Update service leads 

that outage ongoing 

Service lead to inform all 

trusts including cancer 

clinical leads and escalate 

to manager on call via 

clinical site manager 

3x daily planning 

meetings – lead nurse / 

pharmacist / clinician / 

Cancer services manager 

 1st meeting?  Agree to go to 

downtime? 

Print Chemo EP system 

downtime report and 

prescriptions. Print KOMS 

downtime reports to include 

outpatient clinics and chemo 

unit schedules 

Consider if this is an SI, if so, 

refer to local Trust policies 

Review 

appointment list to 

aid prioritizing of 

patients/treatments 

 Patient attending for 

treatment? 

 New Patient? 

A 

Dr creates paper 

action sheet and paper 

prescription 

 Emergency Patient 

(treated within 24hrs)? 

 Continue to schedule 

as normal 

Chemo Treatment 
 Patient assessed fit 

for treatment? (using 

paper pack) 

Patient Unwell 

treatment to be 

delayed 

Prescription 

screened, chemo 

made and dispensed 

by pharmacy 

Administer SACT 

as per policy 

Complete paper 

assessment forms 

Patient delayed paper 

prescription and paper 

EAS amended to 

include reason for delay  

  Dose reduction 

required? 

 All forms to control 

room / END 

Scheduler to ensure 

patient has further 

appointments 

Retrieve paper 

prescription 

from BCR 

Patient delayed, paper 

prescription and paper 

EAS amended to include 

reason for delay 

 Prescription 

Approved? 

Administer 

SACT as 

per policy 

Complete paper 

assessment 

forms  

 D 

Pre Chemo 

Appointment 

Document delay 

on change 

control form in 

patient pack 

Pharmacy to screen, 

approve and dispense 

chemo 

NO 

NO 

YES 

YES 

YES NO 

YES 

NO 

NO 

YES 
NO 

NO 

YES 

NO 

YES 

NO 

YES 

P1 – OP: Chemo EP system and KOMS unavailable – Page 1 

Inform 

pharmacy and 

clinician of delay 

Patient pack sent 

to pharmacy  

Scheduler to ensure 

patient has further 

appointments 

Prepare individual patient 

packs to include chemo EP 

system and KOMS print 

outs 

Sort patient packs between 

those to be sent to 

pharmacy for dispensing 

and those to send to 

ward/day unit for 

administration depending 

on where each one is in 

the process 

 All forms to control 

room / END 
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Pre Chemo 

Appointment 

Dr/Nurse sends 

change control & 

paper prescription to 

pharmacy 

Update change 

control form 

patient fit for 

treatment  

Nurse/Dr review patient’s 

documentation (medical notes if 

available or other electronic 

patient systems) 

A 

Pharmacy screen, 

approve and dispense 

Chemo when required 

 Patient is fit to receive 

treatment? 

 Dose reduction 

required? 

Patient Unwell, 

treatment to be 

delayed 

Document delay on 

paper EAS and 

change control 

form 

Scheduler to make new 

appointment 

Inform pharmacy & 

schedulers of delay  

 All forms to control 

room / END 

Dr to amend and 

reapprove 

prescription 

Pharmacy informed & 

prescription sent to 

Pharmacy department 

Pharmacy make the 

Chemo for treatment 

in 2 days 

YES NO NO 

YES 

P2 – OP: Chemo EP system and KOMS unavailable – Page 2 

Retrieve from Business 

Continuity Report 

Retrieve template from 

DMS – see Appendix A 

YES NO 

Dr prescribes and attaches 

change control form 

 

Follow local processes 

for releasing treatment 

as applicable  

When patient attends for 

treatment, restart process 

 Treatment delayed? 

NO 

When patient attends for 

treatment, restart process 

YES 

 Check if prescription is 

available? 
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Patient Attending for Chemo Treatment 

  

 

 

 

 

Plan according to 

- High risk regimens 

- Long treatments 

- Disease related priority 

Prioritise Patients 

Allocate Resources 

 

 

First hour of downtime 
Start 

Unable to 

access 

Chemo EP 

system 

Escalate to 

department 

service lead 

Department 

service lead 

reports outage 

to Trust IT 

MTW computer 

science advise 

Trusts of expected 

downtime 

E 

Inform all other 

departments of 

outage 

 System(s) have 

been unavailable 

< 1 hr? 

No new treatment to 

be started 

Update service 

lead that outage 

ongoing 

Service lead to inform 

all trusts including 

cancer clinical leads 

and escalate to 

Manager on Call via 

Clinical Site Manager 

3x daily planning 

meetings – lead nurse / 

pharmacist / clinician / 

Cancer services manager 

 1st meeting?  Agree to go to 

downtime? 

Print Chemo EP system 

downtime report & 

prescriptions 

Consider if this is an SI, if so, 

refer to local Trust policies 

Review appointment list 

to aid prioritizing of 

patients/treatments? 

 Patient attending for 

treatment? 

 New Patient? 

Pre Chemo 

Appointment B 

Dr creates 

electronic Action 

Sheet on KOMS 

 
Emergency 

Patient (treated 

within 24hrs)? 

 
Continue to schedule 

as per normal 

ssNoYesPrescription 

Chemo Treatment 

 Patient assessed 

fit for treatment? 

Patient Unwell 

treatment to be 

delayed 

Document delay 

on electronic 

Action Sheet 

Prescription screened, 

chemo made and 

dispensed by 

pharmacy 

Dr prescribes and 

attaches change 

control form 

Administer SACT 

as per policy 

Update KOMS 

with administration 

information as 

necessary 

Patient delayed, Paper 

prescription amended 

and reapproved, update 

EAS with reason why 

 Dose reduction 

required? 

 
All forms to control 

room / END 

Scheduler to ensure 

patient has further 

appointments 

Retrieve paper 

prescription from BCR 

Treatment to be 

delayed 

 
Prescription 

Approved? 

Treatment and prescription 

reconciled then released to 

ward/day unit 

Administer SACT 

as per policy 

 E 

Update KOMS with 

administration information 

as necessary 

Sort prescriptions between 

those to be sent to 

pharmacy for dispensing 

and those to send to 

ward/day unit for 

administration depending 

on where each one is in 

the process 

NO 

NO 

YES 

YES 

YES NO 

YES 

NO 

NO 

YES 

NO 

NO 

YES 

NO 

YES 

NO 

YES 

Trust IT reports to 

MTW computer 

sciences 

Inform pharmacy 

and clinician of 

delay 

Inform scheduler of 

delay if applicable 

P3 – OP: Chemo EP system unavailable page 1 

Prescription template 

retrieved from DMS 

and printed – See 

Appendix A Scheduler to ensure 

patient has further 

appointments 

YES 

 
All forms to control 

room / END 
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Pre Chemo 

Appointment 

Nurse/Dr review patient’s 

documentation (medical 

notes if available or other 

electronic patient systems) 

B 

NO NO 

YES 

 

 

 

 

 

 

 

-- 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

 

 

P4 – OP: Chemo EP system unavailable page 2 

Retrieve template from 

DMS – see Appendix A 

YES NO 

Follow local 

processes for 

releasing treatment 

as applicable 

When patient attends for 

treatment, restart process 

NO 

When patient attends for 

treatment, restart process 

Dr prescribes and attaches 

change control form 

 

 Check if prescription is 

available? 

 

Retrieve from Business 

Continuity Report 

Dr/Nurse sends 

change control & 

paper prescription to 

pharmacy 

Update system 

patient fit for 

treatment 

Pharmacy screen, 

approve and dispense 

Chemo when required 

 Patient is fit to receive 

treatment? 

 Dose reduction 

required? 

Patient Unwell, 

treatment to be 

delayed 

Document delay on 

EAS and change 

control form 

Scheduler to make new 

appointment 

Inform pharmacy & 

schedulers of delay  

 All forms to control 

room / END 

Dr to amend and 

reapprove 

prescription 

Pharmacy informed & 

prescription sent to 

Pharmacy department 

Pharmacy make the 

Chemo for treatment 

in 2 days 

 Treatment delayed? 

YES 

YES 
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Patient Attending for Chemo Treatment 

 

  

 

 

Plan according to 

- High risk regimens 

- Long treatments 

- Disease related priority 

Prioritise Patients 

Allocate Resources 

First hour of downtime 

Start F 

Inform all other 

departments of 

outage 

 System(s) have 

been unavailable 

< 1 hr? 

No new treatment to 

be started 

Update service 

lead that outage 

ongoing 

Service lead to inform all 

trusts including cancer 

clinical leads and escalate 

to Manager on Call via 

Clinical Site Manager 

3x daily planning 

meetings – lead nurse / 

pharmacist / clinician  
 1st meeting?  Agree to go to 

downtime? 

Implement paper 

packs for assessment 

and notes sheets 

Print off KOMS 

reports (patient lists 

for OP clinics and 

chemo units) 

Review paper 

reports at the 

planning meeting 

 Patient attending for 

treatment? 

 New Patient? 

Pre Chemo 

Appointment C 

Create paper 

Action Sheet & EP 

on chemo EP 

system 

 Emergency Patient 

(treated within 24hrs)? 

 Continue to schedule 

as normal 

Chemo Treatment 

 
Patient assessed 

fit for treatment? 

(using paper pack) 

Patient Unwell 

treatment to be 

delayed 

Document delay on 

change control form 

Prescription 

screened, chemo 

made and dispensed 

by pharmacy 

Dr creates EP, 

updates paper action 

sheet and attaches 

change control form 

Administer SACT 

as per policy 

Complete paper 

assessment forms 

 Dose reduction 

required? 

 All forms to control 

room / END 

Scheduler to ensure 

patient has further 

appointments 

Check electronic 

prescription 

 
Prescription 

approved? 

Pharmacy to screen, 

approve and 

dispense chemo 

Administer 

SACT as 

per policy 

Complete paper 

assessment 

forms 

 F 

NO 

NO 

YES 

YES 

YES NO 

YES 

NO 

NO 

YES 

NO 

NO 

YES 

NO 

YES 

NO 

YES 

P5 - KOMS unavailable – Page 1 

Unable to 

access 

KOMS 

Escalate to 

department 

service lead 

Department 

service lead 

reports outage 

to Trust IT 

Trust IT reports to 

MTW computer 

sciences 

MTW computer 

science advise 

Trusts of expected 

downtime 

Scheduler to ensure 

patient has further 

appointments 

Inform pharmacy 

and clinician of delay 

YES 

 

Patient delayed, 

EP amended 

and reapproved 

 

Patient delayed, 

EP amended 

and reapproved 
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Pre Chemo 

Appointment 

Dr/Nurse sends 

change control 

form to pharmacy 

Nurse/Dr review patient’s 

documentation (medical 

notes if available or other 

electronic patient systems) 

C 

Pharmacy screen, 

approve and dispense 

Chemo when required 

 Patient is fit to receive 

treatment? 

 Dose reduction 

required? 

Patient Unwell, 

treatment to be 

delayed 

Document delay on 

change control 

form & form to 

schedulers 

 All forms to control 

room / END 

Dr to amend and 

reapprove 

prescription 

Pharmacy informed & 

Forms sent to 

Pharmacy department 

Pharmacy make the 

Chemo for treatment 

in 2 days 

YES NO NO 

YES 

P6 - KOMS unavailable – Page 2 

 Prescription available? Dr prescribes and attaches 

change control form 

 

NO 

YES 

Update change 

control form 

patient fit for 

treatment 

Follow local 

processes for 

releasing treatment 

as applicable 

When patient attends for 

treatment, restart process 

 Treatment delayed? 

YES 

NO 

When patient attends for 

treatment, restart process 

Inform pharmacy and 

schedulers of the delay 

Scheduler to make new 

appointment 
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First hour of downtime 

Start 

Unable to 

access 

chemo EP 

system 

and/or 

KOMS 

Escalate to 

Nurse in 

charge of 

the unit 

Nurse in 

charge reports 

problem to site 

practitioner 

Site 

Practitioner 

reports problem 

to IT On Call 

IT advise 

trusts of 

expected 

downtime 

Inform all other 

departments of outage 

 

 
System(s) have 

been unavailable 

< 1 hr? 

No new treatment to 

be started 

Escalate to Matron 

/ Chemotherapy 

Lead Nurse 

Lead nurse to 

inform/update all trusts 

and escalate to Manager 

on Call via Clinical Site 

Manager 

 Agree to go to 

downtime? 

Print chemo EP system 

&/or KOMS downtime 

reports & prescriptions 

Consider if this is an SI, if so, 

refer to local Trust policies 

 

Implement paper 

packs for assessment 

and notes sheets 

YES YES 

NO 

YES 

 All forms to control 

room / END 

P7 – IP Out of Hours: Chemo EP system and/or KOMS unavailable 

Local IT to 

contact MTW 

Computer 

Science 
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Initiate recovery 

working group and 

nominate DR users 

IT advise system(s) 

returned on line 

 

 All systems ready 

for testing? 

System Administrators 

create Sys recovery users 

in sysrecovery user group 

All Trusts to test systems 

using test scripts (Dr, 

Nurse, Pharmacist) 

 Tests passed at 

all trusts? 

Continue with 

BCP until all data 

entry complete 

Inform trusts they can 

begin their data entry 

processes 

Nominated data entry 

team to Retrieve DR 

packs from control 

room at each trust 

Activate 

user 

accounts 

Data entry from 

change control 

forms 

Data to be validated 

by a different team 

member (see SOP) 

 
Recovery working 

group agree all data 

re-entered for the 

Trust? 

System Sign-off -

Inform staff to reinitiate 

live data entry 

Archive DR 

paperwork 

Deactivate 

user accounts 

Recovery 

working group 

debrief meeting 

Call an Urgent Strategic 

BC meeting of COO of 

affected Trusts and 

Chemo/Oncology Leads 

Consider if this is an SI, if so, 

refer to local Trust policies 

 

Continue with BCP and 

inform IT 

 
Chemo EP 

system & KOMS 

unavailable? 

 
Chemo EP 

system 

unavailable? 

D 

E 

F 

P8 - Recovery Processes 

 Process End 

YES 

NO 

NO 

YES 

YES 

YES 

KOMS unavailable 

YES 

NO 
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Appendix A: DMS (Document Management System) 

Our current DMS is LogicalDoc, below you will find the website where you can access this system: 

https://pdms.ekhuft.nhs.uk/login.jsp 

If you do not have login information please send an email to Roshny Patel at KMCC: roshny.patel@nhs.net  

She will be able to create a login for you to be able to access the system.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Optionally, you can select a language which will drive the language of the menus 

in the system. If you do not specify a language, the user's last used language will 

be used. 

You can also choose to save the credentials on your local machine for quicker 

access in the future. 

Once on the website, a login form is presented in which you have to enter your 

username, password. Username will be in the format: firstname.lastname 

A temporary password will be given for your first login. 

The homepage will appear once you’ve logged on. To access the documents, 

click Pharmacy on the left had side  

When you click Sign In another box will appear to change your password. 

Your new password has to be a minimum of 8 characters and will be case sensitive. 

 

https://pdms.ekhuft.nhs.uk/login.jsp
mailto:roshny.patel@nhs.net
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Once you have licked the sub-folder, all the documents contained within that folder will spear in the centre on the screen. Click on the heading 

File name to organise them alphabetically. Click on the chosen regimen to be able to see a preview of the document on the right-hand side. 

The magnifying glass above the preview allows you to zoom in.  

To download the document, either double-click on the document, right-click on the document 

and chose the option Download or highlight the document an click this icon. 

Next, click the folder Aria Regimen Library to gain access to each of the Aria 

regimens which are sorted by tumour type. Scroll down to see more tumour types.  

Click on the sub-folder for the tumour type you need the prescription for. 


