
ON-SITE WARD ROUND
MEMBERS

ALL WARD ROUND
MEMBERS

Each team member signs into 
their allocated device with 
their own Monash Health 
username and password

Open the Webex 
Teams app 

Go to the team’s 
Webex Space

End and leave ward 
round Webex Teams call

Ensure cleaning procedures 
are followed for devices on-site 

as per PROMPT

Return device to the 
designated charging 
area/storage facility

Ensure devices are 
secured safely in 

storage area when not 
in use

After the round, review the Webex 
Teams Space messages, and if ongoing 
use, review and acknowledge regularly. 
Where appropriate, delete messages if 

they contain confidential patient 
information.

Completing a virtual ward round using 
Webex Teams

Ensure cleaning procedures 
are followed (as per PROMPT) 

for devices on-site after 
reviewing each patient, and 
prior to reviewing the next 

patient

Finish attending each 
patient on the ward round, 

but continue the Webex 
Team call

Review and discuss messages in 
the team Space during or after 

the ward round. Consider which 
messages require EMR 

documentation or other actions 

Finalise and update all required 
EMR documentation for each 

patient

Allocate post-ward round 
tasks/follow up

Ensure cleaning 
procedures for 

devices on-site as 
per PROMPT

Start or join the 
virtual ward round 

by selecting 
‘Meet’ or ‘Join’ 

within the team’s 
Webex Space 

Start virtual 
ward round

 'Screen share' can be used to view 
patients EMR record during video call. 

If using the team Space message 
function, de-identify comments, and if 

not possible, delete as per Monash 
policy. 

Close the loop virtually by 
acknowledging messages in the Space

Allocate and determine 
(as a team) what 

roles/responsibilities 
each team member will 
have in the ward round 

process

Ensure all team members 
who will take part in the ward 

round are added to the 
Webex Teams Space 

(including off-site members 
and drop-in clinicians treating 

the patient) 

Ward round members allocate 
themselves devices each ensuring 
they have audio through the device 

or through cleanable/disposable 
external headphones/mic

Retrieve device(s) 
from designated 

storage area

Ward round members allocate 
themselves to separate physical 

locations including on-site 
(maintaining physical distance), 

off-site and patient areas


