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Acronyms 

 

AMRH Al Masarra Hospital 

HOD Head of Department 

ED Emergency department 

OPD Outpatient department 

PRO Public Relation officer 

BVC Broset Violence Score 

AWS Alcohol withdrawal scale 

COWS Clinical Opiate Withdrawal Scale 
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Definitions 

 Admission of a patient means allowing and facilitating a patient to stay in the hospital 

ward for observation, investigation or treatment of the disease.  

 Hospitalization in Mental Health Facility is indicated when the person is severely 

depressed and suicidal, severely psychotic, experiencing alcohol or drug withdrawal, or 

exhibiting behaviors that require close supervision in a safe and supportive environment.  

 Voluntary or self-admission: it means that the patient is having the capacity to make 

decisions about his/her mental healthcare and treatment. Decision making capacity 

depends on several elements. For instance, level of understanding, insight, evaluation, 

reasoning and abilities related to making a choice and communication. The independent 

patient can ask to leave the hospital at any time and can do so without asking for consent 

as well. Involvement of PRO is needed to inform the concerned first degree relative about 

the admission.  

 Involuntary or supported admission: it means the patient does not have the capacity to 

decide about his/her mental healthcare and treatment. Involuntary admission can be given 

to patients who have a serious psychiatric disorder with a risk of harming self or others. 

 Routine admission: it means the patient is admitted in a planned period for specific 

investigation, diagnostic test or making an alteration in the psychiatric treatment. 

 Acute admission: this is when the patient needs urgent psychiatric help. It also known as 

an emergency admission to an acute psychiatry unit. The aim of this kind of 

hospitalization is to control the symptoms and ensure the safety of the patients and the 

people around them.  
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CHAPTER ONE: 

Introduction: 

Al Masarra Hospital (AMRH) is a tertiary hospital specialized in providing psychiatric care for 

mentally ill clients through using curative and preventative measures. The hospital is divided into 

main sub-departments, the outpatient departments and the inpatient departments. The outpatient 

departments include both the Out Patient Department (OPD) and Emergency Departments (ED). 

Both departments play an important role in the first phase of admission cycle.  

This document discusses the guideline of admitting adult client into psychiatric wards and the 

required intervention and procedures when the client has been already decided for admission in 

the hospital. In addition, it highlights the role of various multidisciplinary personnel when the 

patient is going through the admission procedure and their responsibilities in this regard. A 

flowchart is attached in the Annexes section to simplify the vital steps and to offer a clear picture 

for the whole process. 

Purpose: 

 To ensure appropriate admission procedure and maintain accurate data for all admitted male 

and female psychiatric patients. 

 To provide proper and effective guidelines to all the ward staff with regard to safe and 

standard admission procedure. 

 To provide an organized admission services for all patients by meeting individuals needs and 

establish a plan of ongoing care. 

 To ensure psychiatric patients receive comprehensive and holistic care through proper 

assessment. 

Scope 

Psychiatric Admission Policy applies to all multidisciplinary treating team members in Al-

Masarra Hospital (AMRH) who works directly with the patients and the policy scope covers 

adult psychiatric patients only, who are above 18 years old. For patients under 17.5 years old 

(Refer Policy & Procedure of Child admission) 
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Structure 

This is the first version of this guideline and it consists of three chapters. Chapter one entails the 

Introduction, Purpose and Scope. Second chapter contains the Guidelines and Procedure of Adult 

Psychiatry Admission in Ambulatory Areas covering male and female patients. Chapter three 

includes the responsibilities of staff nurses, shift in charges, the ward in charges, clinical 

instructors and supervisors in relation with this guideline. 
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CHAPTER TWO: 

     Guideline  

1. Acute psychiatric inpatient hospitalization is a highly structured level of care designed to 

meet the needs of individuals who have emotional and behavioral manifestations that put 

them at risk of harming self or others, or otherwise render them unable to care for 

themselves. 

2. The client has a psychiatric diagnosis or provisional psychiatric diagnosis. 

3. The psychiatric patient with medical conditions that require a high level of care in critical 

care units will not be admitted in the hospital due to the unavailability of critical care facility. 

Therefore, all patients before being admitted will be medically cleared by the physician and 

physically examined to exclude any serious medical conditions that need an urgent referral to 

other healthcare facilities.  

4. Male/female clients who are 17.5 years old and above can be admitted in the adult 

Male/Female psychiatric wards. For patients under 17.5 years old, the Policy & Procedures 

of Child and Adolescent in Patient Services, the criteria for admission, will be followed. 

(Refer to Child & Adolescent in Patient Services, Admission Policy & Procedure, 

AMRH/CAPD/P&P/001/Vers.01) 

5. Admission is decided after full and clear assessment from psychiatrist or concern 

specialized treating doctor. The purpose of admission, expected duration and therapies vary 

by conditions. The admitting doctor can give estimated duration of admission according to 

patient’s diagnosis, chief complains and document it clearly in the treatment plan.  

6. The purpose of admission and management plan should be explained by the admitting 

doctor. After the explanation, staff nurse will proceed with the admission consent form in the 

system; and to be signed by the patient or family member prior to admission. 

7. Admission process should be well communicated through proper channels between all 

multidisciplinary personnel including admitting doctor, specialized psychiatrist, hospital bed 

manager, nursing supervisor, ward in-charge nurse and the assigned ward nurse. 
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8. Admission of Non-Omani psychiatric patients must include sponsor consent or any 

concerned agency before the admission and PRO must be notified to do the needed 

interventions. 

Procedure 

1. The assigned staff receives the patient from: car, ambulance, and wheelchair or by 

walking, then welcomes the patient; provide privacy and comfortable place for both the 

patient and relatives. 

 Assess the patient for mental states examination. If in emergency department (ED), fill 

ED Triage registration form in Al Shifa System and categorize the case (i.e.: routine, 

urgent and emergency). 

 Check the vital signs of the patient, weight and height and RBS as per doctor’s order. 

 Check doctor order for admission in the system. 

 Identify the patient accurately by confirming key identifiers, e.g., patient’s full name, 

medical record number and date of birth. 

 Ensure purpose of admission and management plan are explained by the doctor to both 

the patient and his family. 

 Explain hospital policy and regulation. 

 Ensure the agreement of admission from patient’s family and in case of self-admission; 

PRO must be involved to inform the concerned close relative about the admission   

2. Proceed with the admission consent form in the system; which should include: 

 Document ID number of patient and the responsible admitting relative. 

 Document three relative names with their contact numbers. 

 Obtain signature of admission from patient or responsible admitting relative. 

 The admitting nurse finalizes the admission consent by signing for verification. 

3. Perform nursing assessment and needed interventions including: 

 Mini mental status examination (MSE) (Refer to appendix 2). 

 Checking of vital signs and recording it in the system. 

 Check doctor order for any laboratory tests required or ECG. 
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 Assess the need for medical clearance and physical examination. 

 Assess the need for any physical or chemical restrain. 

 Check patient’s visional parts of body for any marks like; abrasions, trauma, injury, 

hematoma. And notify the doctor for the need of Medico- legal form. If the patient is 

uncooperative for body check, to document the reason of refusal in nursing Kardex.  

 Assess the need for risk assessment score tools such as the Brocet Violence Score (BVC), 

Alcohol withdrawal scale (AWS), Clinical Opiate Withdrawal Scale (COWS), Sad 

Person Scale (SPS), Risk For Fall (Refer to Appendices Section). 

 Assess the need for isolation room and refer to infection control protocol. 

4. Inform PRO regarding the admission payment if needed for expatriates’ patients. 

5. Secure ID band with proper type of color, e.g., green, white or red; according to patient 

condition (Refer to Policy and Procedure of Patient identification, 

AMRH/ADMIN/P&P/013/Vers.01).  

6. Patient’s belonging should be returned back to relatives if they are available. If self-admission 

and has valuable things (e.g. money or gold) or the patient refused to give it to his relative; to 

inform PRO to collect it during the working hour, during the non- working hours, the valuable 

things to be kept in patient belonging locker inside the ward and to notify the PRO on duty. 

Patient belonging form to be filled with specific details and signature from duty PRO (Refer to 

Appendices Section). 

7. Notify bed manger and shift ward in-charge about the admission before escorting. 

8. Escort the patient safely to the ward accompanying by relative. 

9. Endorse to the received staff, including: 

 Patient name 

 Diagnosis, chief complaints,  

 Any given medications or pending procedures or investigations. 

 Any devices or contraptions connected to the client (example: cannula, NGT, catheter 

etc.); including the type, location, date and time of insertion. 
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 Psychiatric history for the client including (multiple admission or new case) and family 

history of mental or physical illness. 

 Patient’s physical assessments including presence of any injuries, hematoma or lesion are 

described in details; e.g. size, type of injury and location. 

 Presence or absence of: Allergies, Any physical disabilities or impairment, withdrawal 

symptoms and delirium symptoms (for patients with substance abuse or alcoholic 

problems.) 

 Special observation or precautions like suicidal precautions, homicidal precautions, fall 

risks or escape risks. 

 Any chemical or physical restraint given to the patient. 

 Patient’s belonging. 

 If the patient needs isolation room as per infection control protocol. 

10. Maintain the admission register book including patient sticker, ward   name, unit and 

signature of both endorsed and received staff.  

11. Document the admission procedure in nursing Kardex.as per the Guideline and/or Policy of 

Nursing Documentation. (Refer to Nursing Documentation Policy, 

AMRH/ADMIN/P&P/013/Vers.01) 

12. Document all nursing procedures in nursing procedures record. 
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CHAPTER THREE: 

Responsibilities (and/or Requirements) 

1. Quality Management and Patient Safety Department (QMPSD) Shall: 

 Review the developed document for validation. 

 Ensure that all documents are developed, reviewed and approved based on these 

documents. 

2. Doctors Shall: 

 Ensure complete and clear assessment of patient condition upon assessing the patient in 

both ED and OPD.  

 Ensure that there is no contradiction for admission in the psychiatric ward.  

 Ensure proper explanation including purpose of admission and management plan is well 

explained to the patient or family members.  

 Document the treatment plan clearly and completely including the management plan and 

level of observation required.  

3. Public Relation Officer (PRO) Shall: 

 Collaborate with other multidisciplinary team members with regard to any administrative 

issues. 

 Ensure appropriate involvement of family members/ concerned agency if needed during 

the admission procedure. 
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CHAPTER FOUR: 

Document History and Version Control Table 

Version Description Review Date 

1 Initial Release September 2023 

2 Version Two September 2026 
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Annexes 

Appendix 1.Flow Chart of Procedure for Adult Psychiatric Admission  
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Appendix 2.Clinical Opiate Withdrawal Scale Form (COWS) 
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Appendix 3.Alcohol Withdrawal Scale Form (AWS) 
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Appendix 4.Suicide Risk Assessment (Triage & Inpatient) 

4.1. Triage    

 

 

 

 

 



                                                                                  Guideline of Adult Psychiatry Admission  

 

Page 19 of 29 
GUIDELINE OF ADULT PSYCHIATRY 

ADMISSION 

  

AMRH/ADMIN/GUD/005/Vers.01                                                                                                             September 

2023 

4.2 Inpatient 
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Appendix 5.MSE Form 
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Appendix 6.Code White Form with BVC 
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Appendix 7.Patient Belonging’s Form 
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Appendix 8.Competency Checklist 

SULTANATE OF OMAN                                                                                                                                            

MINISTRY OF HEALTH                                                                                                                               

 

 DOCUMENT CODE: 

AMRH/ADMIN/GUD/005/CHL1/Vers.01 

Review Date: October 2026 

         

AL- MASARRA HOSPITAL 

NURSING AFFAIRS DEPARTMENT 

Nursing Procedure Competency Checklist 

Adult Psychiatry Admission Procedure Competency Revised on: 20/04/2022 

Name: Area: Rating Passed  

Staff No.: Date:  Failed  

No. 
Procedure S 

(3) 

NI 

(2) 

U 

(1) 

Comments 

1.  
Assigned staff receives the patient from: car, ambulance, wheel chair 

or by walking. 

    

2.  
Provides privacy and comfortable place for both the patient and 

relatives. 

    

3.  Assess the patient for mental states examination.      

4.  

If in emergency department (ED) fill:  

 ED Triage registration form in Al Shifa System 3+ 

 Categorize the case (i.e.: routine, urgent and emergency). 

    

5.  
Check patient’s initial vital signs, SPO2, weight and height and RBS 

as per doctor’s order. 

    

6.  Check doctor order for admission in Al Shifa System 3+     

7.  

 Identify the patient accurately by confirming key identifiers, e.g., 

 Patient’s full Name 

 Medical record number (IP. No.)  

 Date of birth. 

    

8.  
Ensures patient and family received proper explanation about the 

admission procedure from the admitting psychiatrist. 

    

9.  Explains hospital policy and regulation (visiting time, ward set-up etc.)     

10.  

Ensure the patient’ agreement of admission from patient’s family as 

and in case of self-admission; PRO must be involved as a witness for 

admission. 

    

11.  

Proceed with the admission consent form in the system; 

which should include: 

 Full information about patient and relative. 

 Document ID number of patient and the responsible admitting 

relative. 

 Document three relative names with their contact numbers. 

 Obtain signature of admission from patient or responsible 
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admitting relative. 

 The admitting nurse finalizes the admission consent by signing for 

verification. 

12.  

Perform nursing assessment and needed  

Interventions including: 

 Mini Mental status examination (MSE) 

 Checking of vital signs and records it in the system. 

 Check doctor order for any laboratory tests required or ECG. 

 Assess the need for medical clearance and physical 

examination. 

 Assess the need for any physical or chemical restrain. 

 Check patient’s body for any marks like; abrasions, trauma, 

injury, hematoma. And notify the doctor for the need of 

Medico- legal form. 

 Assess the need for using assessment tool, e.g. Brøset 

Violence Score (BVC), Alcohol withdrawal scale (AWS), 

Clinical Opiate Withdrawal Scale (COWS), SADPERSONS 

Scale. 

 Assess the need for isolation room and refer to infection 

control protocol. 

    

13.  
Inform PRO regarding the admission payment if needed for 

expatriates’ patients. 

    

14.  
Secure ID band with proper type of color, e.g., green, white 

or red; according to patient care. 

    

15.  

Patient’s belonging should be returned back with relatives 

if they are available and if self-admission and has valuable 

things (e.g. Money or gold) or the patient refused to give it 

to his relative to inform PRO to collect. 

    

16.  
Notify ward shift in-charge about the admission before 

escorting. 

    

17.  
Escort the patient safely to the ward accompanying by 

his/her relative. 

    

18.  

Endorse to the receiving staff, including: 

 Patient Name 

 Diagnosis 

 Chief complaints 

 Any given medications or pending procedures/Investigations. 

  Any devices/contraptions connected to the client (example: 

cannula, NGT, catheter etc.); including the type, location, date and 

time of insertion. 

  Psychiatric history for the client including (multiple 

admissions/new case) and family history of mental/physical 

illness. 

 Patient’s physical assessment including; injuries, hematoma or 

lesion are described in details which includes; size, type of injury 

and location. 
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 Presence or absence of:  

 Allergies  

 Any physical disabilities and impairment. 

 Withdrawal symptoms and delirium symptoms for patients with 

substance abuse or alcoholic problems. 

 Special observation/precautions like suicidal precautions, 

homicidal precautions, fall risk and close observations and at risk 

for escape, etc.Any chemical or physical restraint given to the 

patient 

 Patient’s belonging. 

 If the patient needs isolation room as per infection control 

protocol. 

19.  

Maintain the admission register book including patient 

sticker, ward name, unit and signature of both endorsed and 

received staff. 

    

20.  Document the admission procedure in nursing Kardex.     

21.  
Document all nursing procedures in nursing procedures 

record. 

    

 Total     
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Appendix 9.Audit Tool  

Department: ___________________________________________ 

Date: ________________________________________________ 

Auditor’s Name: ________________________________________ 

# Criteria Yes No N/a Remarks 

Knowledge of the Guideline/Procedure/Protocol (Interview) 

1 Is/are the staff aware of the content of the document?     

2 Is/are the staff aware of the risks assessment tools during 

and prior to admission procedure? 

    

Training or (Document Review & Interview) 

3 Is there a training conducted?   

4 Admission procedure explained by the doctor to patient and 

his/her relative accurately. 

  

5 Admission consent form filled by admitted nurse in the Shifa 

system. 

  

6 Admitted nurse notified bed manger and ward staff about the 

admission before escorting the patient. 

  

7 All necessary forms are handed over to the ward staff and 

documented: 

Broset Violence Score (BVC) 

Alcohol withdrawal scale (AWS) 

Clinical Opiate Withdrawal Scale (COWS) 

Sad Persons Scale (SPS) 

Patient belonging 

  

8 OPD/ED staff document the complete admission procedure in 

nursing Kardex and recorded in the Nursing Procedure 

  

Observation 

9 Mental states examination and vital signs including weight 

and height of the patient (RBS if require) are done by assigned 

staff. 

    

10 Assigned staff approaches the client and welcome him/her and 

ensure the staff provide privacy and comfortable place for 
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both the patient and relatives 

11 The patient was identified accurately by confirming key 

identifiers, e.g., patient’s full name, medical record number 

and date of birth 

 

    

12 Patient ID band secure with appropriate color coding     

13 OPD/ED staff escort the patient safely to the ward 

accompanying his/her relative 
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Appendix 10: Document Request Form 

Document Request Form 

MoH/DGQAC/GUD/001/FRM001/Vers.2 

Section A:  To be completed by Document Writer 

Writer Details 

Name Khalsa Al-Naabi Date of 

Request 

October 2023 
 

Institution  Al Masarra Hospital Contact 

information 

------------- 
 

Department Nursing Affairs 

Purpose of Request:  

     Develop new document            Modify existing document               Cancel existing document 

Document Information 

Document title 

 (for new & existing  

documents) 

Guideline of Adult Psychiatry Admission 

 

Document code 

 (for existing documents) 

AMRH/ADMIN/GUD/005/Vers.01                                                                                                              

Required Amendments nil 

Reasons nil 

Section B: To be completed by  

Document Section of Quality Management and Patient Safety  

      Approved                            Rejected                      Cancelled 

Comment and Recommendation: to proceed with the document  
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