What should a flowchart that covers the implementation of a process look like?
All healthcare organisations, and organisations that work with patient-identifiable data have to ensure that their processes meet important NHS Information Governance (IG) standards, regardless of whether the organisation is NHS-based or not. A Provider’s compliance against these information governance standards is monitored on an annual basis nationally, via the completion of the NHS information governance toolkit. In addition, all healthcare providers should ensure that they are undertaking internal monitoring on a routine basis to ensure that their internal processes are always compliant with the IG standards, to ensure that all staff understand these standards and their importance, and to ensure that any concerns around IG, information security, data sharing, confidentiality and risk are dealt with quickly and efficiently. To be able to demonstrate compliance against these IG standards, all providers need to ensure that they have sufficient Information Governance documentation in place. 

One of the NHS toolkit standards is around the process that is in place at any given organisation for agreeing to implement a new process. This may sound a little strange; after all businesses and organisations are moving and changing all of the time and the ways in which they operate are also constantly changing. This thus means that new processes, procedures and protocols will be adopted frequently, and often without any real, formal discussion. The information governance concern around this though is that a new process could be implemented without the implementers undertaking a risk assessment of how this change in process could have an impact on data security. To overcome this concern, the NHS toolkit dictates that all healthcare providers should have a written flowchart or process map that clearly demonstrates what steps need to be taken when a department, team, individual or entire organisation adopts a new way of completing a task.

So what should this type of flowchart look like? Well it is important to keep it simple. This flowchart should be brought into play because there is a need to have a clearly defined process for the implementation of a new procedure. It should be easy to understand and painless to follow – the smaller the number of steps in the process the better.

Below are some suggested steps that could be included in a flowchart for implementing a new process. Each organisation is different and their needs differ, so this basic framework would need to be tailored to meet the specific needs of a particular organisation.

1. Area identified that would benefit from the introduction of a formal process

2. Suggested process written. Process writer to consider impact of confidentiality and data protection

3. Suggested process agreed operationally

4. Suggested process presented to the Information Governance Group / Meeting

5. Information Governance either accepts or rejects the process

6. If the process is rejected, the changes required are identified and comments are sent back to the process writer

7. If the process is accepted, it is communicated across the entire organisation. Spot checks are undertaken to ensure this new process is utilised appropriately

