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Surgical Contracts Booking/Waitlist Process
Overview

All Alberta, Calgary Zone, residents, excluding WCB claimants, having insured surgery performed in a
private facility, must have a Surgical Contracts Booking/Waitlist Request form completed and submitted to
the Surgical Contracts Desk.

Completion of the Surgical Contracts Booking/Waitlist Request form is in accordance with Surgical
Contracts and AHS and AHW reporting requirements.

The Surgical Contracts desk enters all Surgical Contracts bookings/waitlisted cases into OR Manager.
After waitlist entry is complete, OR Manager generates a Procedure Report with a unique BURN (Booking
Unique Record Number) and the Surgical Contracts desk sends system generated Procedure Reports to
surgical facilities each business day.

The Surgical Contracts Booking/Waitlist Request Form manual is intended for Calgary Zone Physicians &
office staff and contains information regarding the completion and submission of the Surgical Contracts
Booking/Waitlist Request Form.

Electronic link to Surgical Contracts Booking/Waitlist Request Form Manual:
http://www.albertahealthservices.ca/info/Page4896.aspx

Surgical Contracts Booking Request Form and
Location

The Surgical Contracts Booking Request Form is available electronically. Electronic forms may be printed
or completed on the computer and are available in both PDF and Word formats.
Electronic link to the form: http://www.albertahealthservices.cal/info/Page4896.aspx

Completing a Surgical Contracts
Booklng/Waltllst Request Form (Calgary Zone)

The Surgical Contracts Booking/Waitlist Request Form must be completed prior to all insured
surgery performed on Alberta residents in a private facility, excluding WCB claimants

e Asingle booking form is required when one or multiple procedures are planned for the same
patient on the same surgical date

e Asingle booking form is required for a bilateral procedure. A bilateral procedure is when the
same procedure will be performed on both the left and right sides on the same patient on the
same day. A bilateral procedure is waitlisted as one (1) procedure on the booking form.

e Two (2) separate booking forms are required for a left and a right procedure if they are to be
done on different surgical dates

e All fields are mandatory unless otherwise noted

e Please type or print legibly

e All date fields are entered in YYYY/MM/DD format

e All name fields are entered Last Name, comma, First name or First name initial
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Surgical Contracts Booking/Waitlist Request Form
Data Fields

Step Action

Iﬂl Alberta Health

Cariinac
B Services

A
Surgical Contracts A , :
BookingIWaitIist Request Site B Date Surgical Contracts Desk Received
Date Submitted Surgeon’s Name (Last, First) Surgeon’s Phone
op O b &9 E

A. Patient Label Here: Place patient label here, as per office/facility practice.

Note: Patient information provided on the label does not need to be duplicated in the
corresponding Patient Information fields.

B. Site: State the Facility (location) where the surgery will be performed. Enter acceptable
facility abbreviations (refer to Appendix B) or write facility name in full.

C. Date Submitted: Enter the Date that the Surgical Contracts Booking/Waitlist Request form
is submitted

D. Surgeon’s Name (Last, First): Enter the Surgeon’s last name and first name

E. Surgeon’s Phone: Enter the Surgeon's Office phone number
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2. | Patient Information Section:

' Patient Information

Surname First F Middle Age - | DOB H [] Female
[ male |
PHN # J Cancer K Cancer Suspected | A-CATS Diagnosis Code M
|:|Yes DNO |:|Yes DNOL
Signature/Designation Date
N

F. Surname, First, Middle: Enter the patient’s Full Name as it appears on their Alberta
Personal Health Card

G. Age: Enter patient’s age

H. DOB: Enter patient’s date of birth

I. Gender: Enter patient’s gender

J. PHN#: Enter the patient’s Alberta Provincial Health Care number

K. Cancer: If cancer is confirmed by previous tests and if this operation is related to this
confirmed cancer diagnosis, check the Yes box. If cancer is not confirmed, check the No
box.

L. Cancer Suspected: If cancer is suspected, but has not yet been confirmed, and if this
operation is related to this possible cancer diagnosis, check the Yes box. If cancer is not
suspected, check the No box.

M. A-CATS Diagnosis Code: This is a Mandatory field for Surgical Contracts Ophthalmology,
Podiatry and Oral Maxillofacial Surgical Services. Enter the Western Canada Waitlist Score
(WCWL) for all patients requiring a cataract procedure OR enter the aCATS code for all
non —cataract procedures.

Note: Submission of the WCWL form to the Surgical Contracts desk is not necessary.

N. Signhature Designation: Enter the Signature and Designation of the person completing
Patient Information section. Electronic signatures are acceptable.

O. Date: Enter date Patient Information section completed.
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3. | Booking Information Section:

Booking Information

Decision Date for Surgery P Ready to Treat Date Q
Admit Category
|:| Elective D Urgent 3 day D Urgent 7 day D Urgent 14 day D Urgent 28 day |:| Urgent 42 day R
Procedure 1 Description +/- Code Surgeon 1
[ ] rignt
S [Jreit T U
|:| Bilateral
Procedure 2 Description +/- Code Surgeon 2
[] right
v [ Left
|:| Bilateral
Procedure 3 Description +/- Code Surgeon 3
[ ] Right
[ ] Left
[] Bilateral
Signature/Designation Date

P. Decision Date for Surgery = Decision Date to Treat: Enter the date that the surgeon
and the patient decide that surgery is the treatment option. The Decision Date for Surgery
is defined as the date on which sufficient pre-treatment testing is complete that the
physician can reasonably assume that the patient will be treated and the patient has
agreed to the treatment

Q. Ready to Treat (RTT): Enter the date the patient is ready to begin treatment from a
social, personal and medical perspective.

e RTT- Planned Delay: If the patient is not proceeding directly to surgery but has a
planned delay (i.e., cancer treatment first, patient choice or physician choice), then
the RTT date will be the date on which any planned delay is over, and the patient is
ready to begin treatment.

e RTT - No Planned Delay: If there is no planned delay, the RTT Date is the same as
the Decision Date for Surgery.

R. Admit Category: Check the correct admit category. All patients requiring scheduled
surgical procedures are categorized preoperatively into 2 categories: Elective or Urgent.

o Elective Admit Category: The Elective admit category applies to those cases that
can wait 43 days or longer without any anticipated harm to the patient.

e Urgent Admit Category: The Urgent admit category is divided into sub categories
defined by the time frame, in days, within which the surgery must be performed. Do
not use to indicate that the surgery will be done with a specific time frame.

o Urgent within 3 days

Urgent within 7 days

Urgent within 14 days

Urgent within 28 days

Urgent within 42 days

o 0O 0 O

S. Procedure 1 Description +/- Code: Enter the Surgeon’s description of the surgical
procedure. Enter the OR Manager Procedure code mnemonic, if known. Refer to
Surgical Contracts OR Manager Procedure Code Table.
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T. Procedure 1 Laterality: Check the appropriate box, if the surgery involves a paired
organ, limb or structure. If no laterality involved, mark N/A.

U. Procedure 1 Surgeon: Enter the name of the Surgeon who will be performing surgery

V. Repeat steps from sections S, T, and U for multiple procedures only if same surgeon
performing additional procedures on the same day

W. Signature Designation: Enter the Signature and Designation of the person completing
the Booking Information section. Electronic signatures are acceptable.

X. Date: Enter date Booking Information section completed

4. Surgical Contracts Desk Use Only
BURN Initials Z

e Do not enter any information in sections Y or Z. This will be done by Surgical Contracts
Team

Surgical Contracts Booking/Waitlist Request Form
Submission

e All completed forms must be sent DAILY or as soon as possible to the Surgical Contracts Desk.
e Booking/Waitlist submission is via:
Secure e-mail: surgical.contracts@ahs.ca (approved sites only)

1. Fax: (403) 944-4010
2. If neither Secure e-mail nor fax are available, use secure courier, i.e. Transmed

Surgical Contracts Booking/Waitlist Request Form
Returns

e Surgical Contracts Booking/Waitlist Form(s) will be returned to the originator if incorrect patient
information or mandatory fields are left blank

e Complete and/or correct the form and re-submit to Surgical Contracts Desk

e Patients will not be waitlisted until complete, correct forms are received by the Surgical Contracts
Desk

Surgical Contracts Desk

e The Surgical Contracts Desk receives all Surgical Contracts Booking/Waitlist Request forms,
initiates AHS Calgary Zone waitlist data entry and enters post-operative Surgical Contracts data.

Surgical Contracts Desk Contact Information:
FMC — South Tower, 9t Floor, Room 904
3031 Hospital Drive NW
Calgary, Alberta T2N 2T8
Phone: 403-944-4410
Fax: 403-944-4010
E-mail: surgical.contracts@ahs.ca
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Surgical Contracts Team Lead Contact Information:
FMC — South Tower, 9t Floor, Room 904
3031 Hospital Drive NW
Calgary, Alberta T2N 2T8
Phone: 403-944-2473
Fax: 403-944-4010

FAQS

1. What do | do if there is a change to the procedure or surgeon on a booking after it’s been
submitted?
Update the original Surgical Contracts Booking/Waitlist Request Form with the new information.
Submit the updated form to the Surgical Contracts Desk.

2. What do | do if there is a change to the Decision Date for Surgery on a booking after it’s
been submitted?
There are two options:
1) Resubmit the original Surgical Contracts Booking form with “Cancel Booking” written on the
form and submit a new booking request form with the new Decision Date
2) Send/resend the Surgical Contracts Waitlist by aCATS Diagnosis by Surgeon Detail with an
updated Decision Date

3. Who do I call for information about completing a booking form?
Contact the Surgical Contracts Desk.

4. My Surgical Contracts booking was sent back. Why?
Surgical Contracts Booking forms are sent back if incomplete or incorrect patient information is
supplied. Complete and/or correct the form and re-submit. Contact Surgical Contracts Desk if you
have any questions.

5. Do I need to complete the aCATs Diagnosis field?
Yes, if your surgical service is Ophthalmology, Podiatry or Oral Maxillofacial, the aCATs
Diagnosis code field must be completed.

Note: Booking request forms will be returned if the aCATS diagnosis field is not completed by
aCATS services and the booking will not be waitlisted until a completed form is received by the
Surgical Contracts desk.

6. Do I need to complete the Ready to Treat (RTT) field?
Yes, if your surgical service is Ophthalmology, Podiatry or Oral Maxillofacial. NOTE: Booking
request forms will be returned if the RTT field is not completed by aCATS services and the
booking will not be waitlisted until a completed form is received by the Surgical Contracts desk.

7. What do | do if there is a change to the Ready to Treat date on a booking after it’s been
submitted?
There are two options:
1) Resubmit the original Surgical Contracts Booking form with an updated Ready to Treat date
2) Send/resend the Surgical Contracts Waitlist by aCATS Diagnosis by Surgeon Detail with an
updated Ready to Treat date

8. My patient has cancer but the surgery is not related to the cancer diagnosis. What do |
mark on the cancer box?
If the surgery being booked is not directly related to a Cancer diagnosis, mark NO. An example
would be a patient who has leukemia, but needs to have an Eye cataract with IOL insertion.

9. Where can | get NHSF Booking/Waitlist Request forms?
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10. Where can | get an NHSF Procedure Code Table?
Contact the Surgical Contracts Desk. The Surgical Contracts desk can also answer procedure
coding questions.

11. How do I find out if a patient has been waitlisted?
Surgeon Offices:
e Complete Desk Case Request form: http://www.albertahealthservices.ca/4896.asp
e  Submit form to Surgical Contracts Desk
e Contact the facility and provide the BURN
Surgical Facilities:
e E-mail the Surgical Contracts Desk and request “Report for Waitlisted and Completed
Cases”
e Contact surgeon office if patient is not waitlisted
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Appendix A
Surgical Contracts Booking/Waitlist Request Form

BN Alberta Health
H

Surgical Contracts

. ey She DO3fe Surgicd Comracs Desk He =
Booking/Waitlist Request I SRS e
Oai= Submm=a SOTgEon 5 ame [Last P SOTgEon 5 Fone

i
Patient Information
Surnams First Middle Age DOB O Female
O male
FANE Caneer CEnCer SIS pecEd | A-CATS Oagnoss Lo
Oves O No Oves O Mo

bl; nature’ LE_E};FEH:I' Date

Booking Information
Uecision Uate for Surgery Heady to Ireat Usie

FEOmT CategaTy
O Elective [ Urgent2day [ UrgentTdsy [ Urgentt4day [ UrgentZEdsy [ Urgent 42 day

Procedurs 1 Description +-Code SUTgEon
O Right
[ Left
O Eilatersl
Procedure 2 Deschption +/-Code SUTgECn £
O Right
[ Left
[ Eilstzral
Frocedure 2 Deschption +-Code SUrgEcn 2
O Right
[0 Left
[ Eilstzral
Signature Desgnaion EE

Surgical Contracts Desk Use Cnly
BURN Initizils

=  The Surgical Contmcts (formerhy NHEF) Booking/\Waitist R eguest must be completed for sl inswred surgery pefomed on Albera residents n
a private faciity, excluding WCEB claimants.
This form is availsbleon the Alberts Health Services externa website at hitp:/fwww slbershealths ervices cal4896 a5
Completed Surgical Contracts Booking\Waitist Reguests areto be submitted daily to Surgical Contracts Dask.
Form submission: {1) Secure E-mail NHEFCaselMansmementi@slbenshesiths erv ces o3 (Approved Sies), (2) or Fax [(403) 344-4010.
QuestionsConcemns: Contact the Surgical Contracts Office FMC - 5T, 5th Floor, Rioom 304, 3031 Hospitsl Dive MW Calgary, Alberta TZN
Z18, (45E) 34934710 or emanl NHSH-UasehManagementizsibart shesthsenices. ca
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Surgical Contracts Facility Abbreviations
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Appendix B

DvD Dr. Douglas Vincelli Prof Corp

HCS Holy Cross Surgical Services

ICS | Care Services

MBS Marlborough Surgicentre

RMS Rocky Mountain Surgery Centre

RVS Royal View Surgical Centre

SAE Southern Alberta Eye Center

SBO Steve Bureau Oral & Maxillofacial Surgery
SCI Surgical Centres Inc

SCO South Calgary Oral & Maxillofacial Surgery
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Appendix C
Surgical Contracts Booking/Waitlist Request Flow Chart

Calgary Zone Surgical Contracts Booking Request Flow Chart
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