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1 Introduction

The Referral Portal, also known as DRAR (Digital, Referrals, Assessment, and Reviews) has been
developed as a quick and convenient way for CCG(s)/HB(s) to receive CHC referrals that can be
imported directly into their Patient Management System.

The Referral Portal is accessible online by both the CCG(s)/HB(s) and a referrer, and is a fully digital
platform for submitting and receiving CHC Referrals and up to 10 additional forms of documentation.

This guidance document will provide information on creating a Referral, and a Webform (digital
referral), which can be uploaded to your chosen CCG(s)/HB(s).

If you are an Administrator please also refer to the Administrator guide.

2 How to access the Referral Portal

The Referral Portal/DRAR can be accessed through your internet browser, ideally Chrome or
Microsoft Edge, however, we would recommend having the latest version of the software to ensure
the best performance.

3 How to register for the Referral Portal
1. Enter https://referral-portal.chshealthcare.co.uk/ into your web-browser.

2. You will be directed to the below login page.

C ]
:qeolthcare

Part of Acacium Group

Welcome

Go to Referral Portal login

Not signed up? Register for an account

Need help?

3. Click ‘Register for an account’.
4. You will be directed to the below page, please enter your details into the sections with
an* (highlighted in yellow).

Please note these are Mandatory Fields, and you will be unable to submit until they are
complete.
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0
e
W

Lealthcare
Register
User Details
Ernail Ackdress: * Password: *
Full Mame: *
lab Title: * Phone Mumber: *
Place Of Business: *
Training
O Completed Checklist Training
Date Of Training: Training Renewal Date:

»
>

OO ]/ HB =)

SO HB s, *

Please note the training section is not a mandatory field, you can enter a date that you completed the
training or a date that has been agreed with the CCG/HB, if you are unsure, please contact the
CCG/HB Lead who can assist you with your training requirements.

Select the CCG(s)/HB(s) you will be sending referrals to. You can select more than one and if you add
an CCG(s)/HB(s) name by mistake, press x next to the name to remove it.

CCG(s)/HB(s)

CCG(s)/HB(s): *
Ashfordx |

Bedrock CCG
Cheshire East
Crewe & Nantwich

Demo Test

Demonstration ICB

6|Page



Referral Portal User Guide | Bringing health and
social care together

Once you are ready to upload a referral (this will be explained in more detail on how to complete a
Referral/Webform), the CCG(s)/HB(s) you have selected in the Registration Section will be provided as
an option to select, this is to ensure the referral and any supporting documentation are uploaded to
the correct CCG(s)/HB(s) Patient Management System.

5. Once you have completed all sections, please click the Submit button.
6. You will receive the below email advising your account has been created successfully.
Please DO NOT click Login, please wait for the email.

You have successfully created a Referral Portal account

We have sent an email to the email address you gave us. Please read the email for the next step to set up your account.

7. You will receive a ‘Welcome’ email.

Welcome to Referral Portal
Referral Portal invited you to create a new Referral Portal account.

Here is the account information they provided for you:

Email address: rebecca.maynard@chshealthcare.co.uk

Organisation: Referral Portal

To set the password for your new account, please select the button below:

To visit Referral Portal, please select the button below:

Visit Referral Portal

For any issues with your account, please contact your ICB supervisor or
visit our help page

Thank you.

The Referral Portal Team.

4 Setting up your account

In alignment with NHS England’s digital programme, we have introduced Multi-Factor Authentication
(MFA) to the Referral Portal (DRAR). MFA is an additional way of checking that it is really you when
you log into your account.

To log into Referral Portal (DRAR) using an Email Address and Password, there is an additional second
form of authentication. There are two options available; Authentication App or Security Key.

This second layer of security is designed to prevent anyone but you from accessing your account,
even if they know your password.

a. Ifyou already have a log in for either BroadCare or Caretrack and are using the same browser
to login to the Referral Portal/DRAR you will not be prompted to set a new password, due to
Single Sign-On (SSO), the password you set previously will be used for either BroadCare or
Caretrack, and the Referral Portal/DRAR. Please visit the Referral Portal from the ‘Welcome’
email. As MFA has already been set up using your preferred method, it will direct you to
either ‘Enter your one-time code’ or ‘Use Security Key’. If you are using an Authenticator App,
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you can enter the one-time code displayed within the app that you use for BroadCare, or
Caretrack as this will log you into all platforms you have access to.

b. If you are an external referrer that sends referrals into an ICB/HB and do not have access to
BroadCare or Caretrack you will be prompted to set a new password.

Please reference the below information for individuals that have not set up MFA previously for
BroadCare or Caretrack.

1. Click ‘Set password’.

- Ensure your passwords includes a unique character and a number i.e YellowToad!456.

- Please note the ‘Set password’ link will expire after 5 days. If you click ‘Set password’
after 5 days of receiving the “Welcome’ email the below message will appear, prompting
you to select ‘Forgot password’ from your login page. Please reference section 5 for
more information.

- Please set your password before setting up MFA.

Link Expired

To reset your password, return to the login
page and select "Forgot Your Password" to
send a new email.

2. After you have set a new password, or if the ‘Set password’ link has expired, click ‘Visit
Referral Portal’.

Welcome to Referral Portal
Referral Portal invited you to create a new Referral Portal account.

Here is the account information they provided for you:

Email address: rebecca.maynard@chshealthcare.co.uk

Organisation: Referral Portal

To set the password for your new account, please select the button below:

To visit Referral Portal, please select the button below:

Visit Referral Portal

For any issues with your account, please contact your ICB supervisor or
visit our help page

Thank you.

The Referral Portal Team.
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3. Ifyour ‘Set Password’ link has expired, please click ‘Forgot password’, this will generate a
password reset link to your email address, enter a new password and click ‘Rest password’.

C 1
neolthcore

Part of Acacium Group

Change Your Password

Enter a new password below to change

your password.
1 New password* [}

‘ Re-enter new password* @ ‘

Password Changed!

Your password must contain: Your password has been changed

* Atleast 8 characters successfully.

+ Atleast 3 of the following:
+ Lower case letters (a-z)
+ Upper case letters (A-Z)
+ Numbers (0-9)

* Special characters (e.g.
1@#$%"8*)

4. Once you have set your password please click ‘Visit Referral Portal’ from your “‘Welcome’
email.
5. Enter your Email Address and Password and click ‘Continue’.

C ]
.hleolthccre

Part of Acacium Group

Welcome

Log in to Referral Portal

‘ Email address* ‘

Password* @

Forgot password?

Continue
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6. Select your ICB/HB’s preferred MFA method, either the Authentication App or Security Key.

CHS
Healthcare

Pt A

Keep Your Account Safe

Add " P

o Google Authenticator or
similar

o Security Key

Authenticator App:
This could be the Microsoft Authenticator App or similar, it is a secure method of receiving a
verification code to your smartphone or tablet.

Find out how to download the Authenticator app for your device

Security Key:
There are different Security Key options, for instance FIDO (Fast Identity Online), this is a physical

security key/token. It is a secure, hardware-based authentication method. For instance, it can be used
in the USB drive of your laptop or computer.

Read more about FIDO2 on the NHSmail website

4.1 Considerations

a) Once you have set up MFA, this will be your preferred MFA option and you will not need to
set up MFA again.

b) Once you have activated MFA for the day, you will remain logged into MFA for 12 hours
unless you log out of all platforms (please reference section 6 for further information).

c) If you use one email login for multiple users for instance if you work in a Carehome or
Hospital setting, please ensure that once you have submitted your referral you ‘Exit the
Referral Portal’ to allow another user to login. Please note the ‘Welcome’ email will go to the
email address that is used once registered. It is best practice to have users set up under their
own user profile.

d) MFA is activated for the browser you are using to log into Referral Portal (DRAR), if you log
into Referral Portal (DRAR) or another application using another browser you will need to
activate again so MFA is recognised on the other browser.

e) If you wish to exit Referral Portal (DRAR), MFA will allow you to automatically log back in,
however if you log out of all platforms this will log you out completely and you will be
required to log back in using your credentials; Email Address and Password, and preferred
MFA method.

f) If you have access to other CHS Healthcare applications you will be automatically signed into
these using Single Sign-On (SSO).
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4.2 Authenticator App

If you have chosen to use an Authenticator App, you will initially need to download this on to your
Apple or Android device i.e., mobile or tablet.

For further information on how to download this, please use the below link, this will guide you
through the set up process.

Find out how to download the Authenticator app for your device

1. Install your preferred Authenticator App.

2. Within your preferred Authenticator App scan the below QR Code, example shown below,
please do not scan this code, your unique code will be sent to you once you have received
your ‘Welcome email’.

CHS
t!eohhcare

Part of Acacium Group

Helpdesk: 01270 845 000

Secure Your Account

Scan the QR Code below using your
preferred authenticator app and then
enter the provided one-time code
below.

Trouble Scanning?

THEN

{ Enter your one-time code
|

Try another method

3. After you have scanned the QR code from your Authenticator App, you will have your Referral
Portal (DRAR) account details added to the App, by clicking on this within the App, a one-time
code will appear, this will reset every 30 seconds.

4. Enter the code in the ‘Enter your one-time code’ box and press ‘Continue’.

MFA has now been set up and is ready to use for accessing Referral Portal (DRAR).

6. The QR will not be required again as MFA has been set up, you will only require your Email
Address, Password, and One-time code every 12 hours to access Referral Portal (DRAR).

w
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4.3 Security Key

1. Plug your Security Key into your Laptop or Desktop.
2. Click on ‘Use Security Key'.

C 1]
!I:!ec:lthcare

Part of Acacium Group

Helpdesk: 01270 845 000

Adding Your Security Key

Security Keys can be used as an
additional authentication factor.

Connect your Security Key and

continue

© Follow the steps on the browser.

© Name your Security Key to easily
identify it later.

{ Use security key J

Try another method

3. Once ‘Use security key’ is clicked, the below popup will appear.

CHS
hnr‘t ltheara
Windows Security X

Security key setup

Set up your security key to sign in to chs-dev.uk.authO.com as
rebecca.maynard+1@chshealthcare.co.uk.

This request comes from Msedge, published by Microsoft
Corporation.

( - T J

Use security key

Try another method

4. Click OK to validate the Security Key.
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5. A pop up will appear prompting you to enter your Security Key into the USB port of your
laptop or computer.

Wiedows Secueity x
Continue setup

Tap your security key on the reader or
insert it into the USB port.

@ Name your Sacurny Ky 1 sasly
Derey 4 loter

6. Once you have entered your Security Key into the USB slot, you will be prompted to press the
button on the Security Key.

Windows Security x {
Continue setup

6

Touch your security key.

@ Nama your Sacurty Ky % sasly
ety 4

> Awalting Security Key

Ty accther methed

7. You will be promted to enter a name for your Security Key. Once you have entered a name,
click ‘Continue’.

Name your security key |
CHS Healthcare

If you own multiple keys, this alias
will help you identify the right one,

— Sacurity key namae
Work FIDO kay
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8. You have now successfully registered your Security Key. Click ‘Continue’.

CHS

Name your security key |
CHS Healthcare

If you own multiple keys, this alias
will help you identify the right one.

Security kay name
Work FIDO kay

Continue

9. MFA has now been set up, ready to use for accessing Referral Portal (DRAR).

5 Logging into Referral Portal (DRAR)
After initial set up of MFA and you have chosen your preferred method of authentication, you will
now be ready to access Referral Portal (DRAR).

1. Insert your URL (address of Referral Portal (DRAR)) into your browser, ideally the latest
version of Chrome or Microsoft Edge, this will allow the best user experience.

2. You will be directed to the following ‘Welcome’ page, allowing you to login into Referral
Portal (DRAR), you will also be able to contact the Helpdesk by phone or by creating a ticket
on the Support Portal. Within the Support Portal you will also find our ‘Knowledge’ section,
providing user guides on all aspects of Referral Portal (DRAR).

3. Click ‘Go to Referral Portal (DRAR) Login’.

C ]
i:lleol’rhcore

Part of Acacium Group

Welcome

| Go to Referral Portal login |

Not signed up? Register for an account

Need help?
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4. You will be redirected to the Referral Portal (DRAR) login page. Enter your Email address and
Password and click ‘Continue’.

C |
.hleolthcore

Part of Acacium Group

Welcome

Log in to Referral Portal

‘ Email address* ‘

‘ Password* © ‘

Forgot password?

5. You will be prompted to verify your identity, please reference the option below depending on
your method of authentication.

5.1 Authentication App

1. After entering Email Address and Password into Referral Portal (DRAR).
Go to you Authentication App.
Select Referral Portal (DRAR) within the App.
- Ifyou are an ICB/HB you will use your BroadCare/Caretrack code.
- Ifyou are already logged into BroadCare or Caretrack you will be automatically logged in

to the Referral Portal due to Single Sign-On (SSO).
4. Enter your ‘one-time code’ in the box below and click ‘Continue’.

CHS
.bweolthcore

Part of Acacum Growe

Helpdesk: 01270 845 00C

Verify Your Identity

Check your preferred one-time
password application for a code.

_

5. You are now logged into Referral Portal (DRAR).
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5.2 Security Key

1. After entering your Email Address and Password into Referral Portal (DRAR).
2. Click on ‘Use security key’.

1S
.tleollhcore

Pt of Acacnm (oo

Hepdesk: 01270 845 000

Verify Your Identity
Make sure your Security Key Is

nearby. Once you continue, you will
be prompted to use it.

- -
L Use security key

3. A pop up will appear where you can select your Security Key. This can be easily identified
from the name you selected when validating it.

4. Now plug your Security Key into your laptop or computer or click the button on the Security
Key.

C.tlgohhcore
P of Ac s (v
Windows Securlty x .
Making sure it's you
Please sign in to chs-dev.uk authO.com.

This request comes from Msedge, published by Microsoft
Corporation.

B
Touch your security key.

5. You are now logged into Referral Portal (DRAR).
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6 Forgotten Password/Password Reset
1. Enter your Referral Portal (DRAR) URL in to your browser or if you have bookmarked to your
desktop click on this, you will be directed to the Referral Portal (DRAR) ‘Welcome’ page.
2. Click on ‘Go to Referral Portal (DRAR) Login’.

C |
.t!eol‘rhco re

Part of Acacium Group

Welcome

Go to Referral Portal login

Not signed up? Register for an account

Need help?

3. Click ‘Forgot password’.

C ]
:qeol’rhcore

Part of Acacium Group

Welcome

Log in to Referral Portal

‘ Email address*

‘ Password* @

Forgot password?
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4. Enter your Email address and click ‘Continue’.

Lealthcare

Part of Acacium Group.

Helpdesk: 01270 845 000

Forgot Your Password?

Enter your email address and we will
send you instructions to reset your
password.

‘ Email address

Back to CHS Healthcare

5. You will receive the below message.

Check Your Email

Please check the email address

[ Resend email

6. Please check your email for the password reset instructions.
7. From the email click ‘Reset password’.

C ]
.Deol’rhco re

Part of Acacium Group

Reset your password
We received a request to reset the password for your Referral Portal account.
If you did not make this request, please ignore this email. Please check if you can still log in to your account too.

To reset your password, select the button below:

Reset password

Thank you.
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8. Enter your new password and click ‘Reset password’.

C 1
i:\'eolthcore
Part of Acacium Group

Change Your Password

Enter a new password below to

change your password.
New password @
Re-enter new password @

Reset password

9. Your password has now been changed.

9,

Password Changed!

Your password has been changed
successfully

6.1 Password rotation

Your password will be required to change every 90 days which is in line with NHSE guidelines.
From day 83, you will be given a 7 day long countdown prompting you to make the change, by way of

a dynamic modal pop-up with daily decrements, with which the user can interact and change their
password before the end of the period.

Password expiring

Your password will expire in the next 1 day. Please change your password as soon as possible

| Change Password | | Ciose |

ch

On day 90 you will receive a password Uealthcare
expired modal, triggering a Part of Acacium Group
password reset email and you will not be
able to proceed to MFA or access any site TR PN L st
you are registered with until the new S check e ena
password has been successfully set and log Insteiictions on oW 10 changs your password.
in with this password is complete. "

[ Resend email ]
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7 Exiting Referral Portal (DRAR)

7.1 If you wish to exit Referral Portal (DRAR)

1. To leave Referral Portal (DRAR), click ‘Exit Referral Portal’ on the right by clicking on the down
arrow.

Rebecca Maynard

Dashboard

Exit Referral Portal

Logout of all applications

2. You will receive the below notification to confirm you have exited Referral Portal (DRAR).

C \
.Deolthco re

Part of Acacium Group

You have exited
Referral Portal

If you have access to other CHS applications,
you will still be logged in until your SO
session expires

[ Return To Referral Portal

Need help?

3. To log back into Referral Portal (DRAR), click ‘Return To Referral Portal’. You will be taken

straight into Referral Portal (DRAR) and will not be required to re-enter your login or MFA
credentials.

Single Sign-On (SSO) will allow you to log in once using your preferred MFA authentication

method for 12 hours for all CHS Healthcare systems you have access to. Please reference 2.2
for further information.
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7.2 If you wish to log out of Referral Portal (DRAR)
1. To leave Referral Portal (DRAR) completely, click ‘Log out of all platforms’ on the right.

Rebecca Maynard v

Change password

DaSh boa rd Exit rral Portal

ut of all applications

2. You will receive the below notification to confirm you have logged out of Referral Portal
(DRAR) and all other platforms you have access to.

C \
.bleol’rhco re

Part of Acacium Group

You have logged out

You have logged out of all platforms. You will
need to re-enter your login details to access
any of the platforms you were previously
signed into.

Return To Referral Portal

Need help?

3. Tolog back into Referral Portal (DRAR) click ‘Return To Referral Portal (DRAR)’, you will then

be prompted to enter your Email Address and Password and your preferred method of
authentication to log back into MFA.

8 Setting up a new user

Depending on your ICB/HB, a new user will either be set up by the ICB/HB or you can self-register.

Once a new user has been created within Referral Portal (DRAR), an automatic ‘Welcome’ email will

be sent to the new users registered email address, they can then follow the step by step instructions
as detailed in this guide.
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9 Completing a Referral/Webform

Once you have logged in, you will be presented with the Dashboard, this is where you will see two
tiles; Webforms (to create a digital referral), and Referrals (to upload a manual referral, and view the
referrals you have In Progress, Completed, and Submitted).

CH

o

Dashboard

Webforms

Please note if you are an Administrator you will have access to a further Admin tile. This will allow
you to Create, and Amend another users profile.

Logout

CHS
Heq\fhcare

Dashboard

Webforms Referrals
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9.1 How to complete a Webform
The Webforms tab provides an overview of any webform (Fast Track, Checklist, and DST) you have In

Progress (still completing) and Completed (all sections completed but not yet submitted to the
CCG/HB).

WebForms

Fast Tracks

l Checklists

o]

FAST TRACKS CHECKLISTS DSTS
IN PROGRESS IN PROGRESS IN PROGRESS
COMPLETED COMPLETED COMPLETED

O, ® ©

You can either click on one of the tabs across the top.

Web FO rms Fast Tracks l Checklists l DSTs l
Or you can click on one of the below tiles.
FAST TRACKS CHECKLISTS DSTS
IN PROGRESS IN PROGRESS IN PROGRESS
COMPLETED COMPLETED COMPLETED

This will take you to the below screen, with any Webforms In Progress or Completed. You can also
start a new Webform by clicking New Webform.

[+ v

Sorted By: Status - desc

# Created Date ] Patient DOB NHS Number CCG/HB 1 Status 1 Edit Date | Action

At any stage you can click the CHS Healthcare logo in the top left and it will take you back to the
Dashboard.

l:b;esohhcore Webforms Referrals Logout
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9.2 How to complete a Digital Fast Track Referral/Webform
Once Fast Track, then New Webform has been selected you will be presented with the below screen.

Fast Tack o=m
Personal Details
Personal Details
Reft ails

Title: First Name: Last Name: NHS Number:
Select a Title v First Name a5t Na NHS Number

Telephone Number: Date Of Birth: Gender:
Mumbes DDMMAYY Please select a Gender v

Permanent Address Town Post Code:
Address own Post Code

Current Lacation {ie. name of hospital ward etc) Current Town: Current Past Code:
Current Location Current Town Current Post Code

You can find the CHC Fast Track Guidance (the same that you would find at the start of a paper Fast
Track) by clicking on the ? Icon and then selecting Guidance. (This will open in PDF Format.)

e Webforms  Referrals Administration
Heathcare

Fast Track @

CCG/HE: Please select a CCG/HB v Export to PDF m

You can also find guidance on the Mandatory Fields here.

Please note, you will need to select a CCG/HB from the drop down before the Mandatory Fields will
appear, this is because they are unique to the CCG/HB. There are also some Minimum Fields which
are an NHSE Requirement.

Webforms Referrals  Administration

Fast Track

As you start to complete the Webform, you will get a reminder if any of the Mandatory Fields have
not been completed.

Fast Track - Bruce Wayne o
Validation Error in Following Sections: x

» Personal Details
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You can save your Webform at any time by clicking on the Save Button. This will generate a
notification that it has been saved successfully.

Fast Track - Bruce Wayne o

Saved Successfully

N Trr— | ororioror | sme | s

It will then appear in (and can be accessed from) the Fast Tracks option on the Webforms page.

(o ]

Fast Tracks (o= [N (oo

Click Fast Tracks and then click on the Action Icon (three vertical dots) for the relevant Digital Fast
Track. Select Edit from the pop-up menu to open it and resume your referral.

eferrals  Administration Logout

Checklists

Fast Tracks [ o= |
Swved successully -~

Sorted By Edit Dats - desc

)

@ Created Date | Patient | DoB NHS Number Cc6/HB 1 Status 1 Edit Date | Action

65 14-12-2020 1406 Bruce Wayne 20-04-1938 -1 NHS East Downs. - 16-12-2020 15:34 1
Edit

45 08-12-2020 10:45 Will Haydock 20-04-1965 889-883-8888 NHS East Downs. [ 16-12-2020 09:42 Delete A

9.2.1 Personal Details
CCE: East Downs CCG W‘ Export to PDF a

Date Of Birth: 20/04/1981

Personal Details
Personal Details

Referring Details

Title First Name: Last Name: NHS Number:

Mis v | Winnifred v | [ e v 278-612-7696 v
Telephone Number: Date Of Birth Gender

07929560266 v 20/04/1981 v | | Femae -
Permanent Address: Towm: Post Code:

53 Lower Queen Street, ¥ ‘ ‘ Sutton Coldfield v 872 1RT v |
Current Location (i.e. name of hospital ward etc: Current Town: Current Post Codle:

lubilee Ward, Countess of Chester Hospital v ‘ ‘ Chester v CH2 UL v |

The fields that you need to complete are:

e Title (via Dropdown Menu)

e First Name

e [Last Name

e NHS Number

e Telephone Number

e GP Practice

e Gender (Via Dropdown Menu)
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e Date of Birth
e Permanent Address, Town, & Postcode
e Current Location (i.e. name of Hospital Ward etc...), Town & Current Postcode

Once you complete the fields they will be marked with a green tick.

There are various validation checks that make sure that some key pieces of the information you enter
is in the correct format.

9.2.2 Referring Details
The Referring Details section has the following information for you to complete:

Personal Details

Referring Details

Referring Details
Please ensure that the equality monitoring form at the end of the Checklist is completed
Name of the Referring Clinician Referring Clinician Role
Name of the Referring Clinician Role of the Referring Clinician
( 3 ") e cinicin Tkgnone Nuroe @ beterting Ciicion Em
Referring Clinician Telephane Number Referring Clinician Email

The individual fulfils the following criterion:
He or she has a rapidly deteriorating condition and the condition may be entering a terminal phase, For the purposes of Fast Track eligibility this constitutes a primary health need. No other test is required.
Brief outline of reasons for the fast-tracking recommendation:

Please set out below the details of how your knowledge and evidence of the patient's needs mean that you consider that they fulfil the above criterion, This may include evidence from assessments, diagnosis,
prognosis where these are available, together with details of both immedite and anticipated future needs and any deteriorstion that is presant or expected

5 Fast Track Recommendations

6 I, &n appropriate Clinician, confirm that | have explained to the individual/ their Representative (tick 2s appropriate)
) the reasons why a Fast Track application for NHS Continuing Healthcare has been made o the €CG.

O that the purpese of this is to enable the individual's needs 1o be urgently met as they have a rapidly deteriorating condition which may be entering a terminal phase.
O that their needs may be subject to a review, and accordingly that the funding stream may change subject to the outcome of the review.

Name of Referring Clinician.

Referring Clinician Role.

Referring Clinician Telephone Number.

Referring Clinician Email.

Fast Track Recommendations.

Appropriate Clinician explanation(s) Confirmation.

o Uk wN e

It is important that you complete all the information required in the same way that you would for a
traditional paper Fast Track referral.

Within the Fast Track Recommendations section you will have the ability to change text to Bold, Italic,
or Underlined.
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9.2.3 About You (patient)
Gender will automatically generate if this has been added on the Personal Details page.

Date Of Birth: 20/04/1981

About you - equality monitoring

Referring Details
Please ensure that this form is sent directly to the CCG without delay.
About You
Please provide us with some information about yourself. This will help us whether peop! iving fair and equal access to NHS continuing healthcare. All the information you
p b by the Clinical C: Group. No about you will be passed on to any other bodies, members of the public or press.
Gender: ‘Age Group:
Female ~ Please select a Age Group ~
Ethnic Group: Sexual Orientation:
Please select a Ethnic Group ~ Please select a Sexual Orientation ~
Religion:
Please select a Religion v

Christian includes Church of England/Wales/ Scotland, Catholic, Protestant and all other Christian
denominations.

Do you have the disability as defined by the Equalities Act 2010 7

The Equalities Act 2010
Defines a person with a disablity as someone who has physical or mental impairement that has a substantial and a long-term acverse effect an his or her ability to carry out normal day to day activities.

Please select a Disability ~

All available options can be selected from drop-down menus.

You have other options available to select i.e., Prefer not to answer if the patient is unwilling to
provide that level of personal information about themselves.

9.2.4 Adding a Digital Signature
The signature section will appear once you have completed all the other areas of the Webform.

Date of Completion: 11/11/2020  Date Of Birth: 20/04/1981

Personal Detals
Referring Details Signatures
S Narme: Email: Organisation:
Al You Will Haydock will.haydock@chshealthcare.co.uk CHS Healthcare
Role: Signature: Telephone:
IT Systems Trainer Will- Haydock: 07833127931

As the referrer your information will be automatically populated based on the information you added
when you register for the Referral Portal.

This will include;

e Name
e Role
e Email

e Digital Signature
e Telephone Number (which is an editable field, so you can update it in necessary)

To add your electronic signature to the Webform, click Save.

Signatures “

Name: smat Crgaisstion:
Wil Haydock e —— s emncare
o sgnsture Teshone
7 Systems Trainer Will Kaydock: P

This will add a date to show when the signature was recorded and change the Save/Cancel buttons to
Edit (Pencil) and Delete (Bin) icons.
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Signatures m
Name: Emai: Organisation: | Ao I
Will Haydock ‘willhaydock@chshealthcare.couk. CHS Heattheare.
Aol Signatwre: Teleprone:
IT Systoms Trainer Wil Hoydodk orszararen I 11172020 I

You can add also add an additional signatory by clicking on the Add button and completing the

information.
Signatures m|
Name: Email: Organisation:
Role: Signature: Telephone:
Number

Once the information has been added, the Signature section will change to allow you to request a Pin.

Name: Email: Organisation:
Dr ** rebecca.maynard@chshealthcare.co.uk Hospice
Role: Signature: Telephone:
Doctor 01385111111
This unigue Pin will then be sent to the additional signatory email address.
Name: Email: Organisation:
[ Dr ** \/I rebecca.maynard@chshealthcare.co.uk Hospice
Role: Signature: Telephone:
Doctor PIN I 01385111111 \/]
Once this has been confirmed back to you, enter in the PIN section and click OK.
Name: Email: Organisation:
[ Dr~ \/] rebecca.maynard@chshealthcare.co.uk Hospice
Role: Signature: Telephone:
Doctor Dr** [ 01385111111 v I
Then click Save to Date Stamp the signature.
You are now ready to Submit your Webform.
9.2.5 Submitting your Webform
Once you have fully completed the Webform click Submit.
CheckList - Wilber Trainer ° m

e £ast Downs CCG Ll

Date Of Bith: 20/04/1581

You will be taken to the New Referral screen.
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New referral

Patient Details:

CCG/HB: * NHS Number: * Date Of Birth: *

Demonstration CCG 111-111-1111 20/04/1943

Referral Details

Referral Type: *

Fast Track @

Consent: * Webform Name: Other Documents:
Choose file | No file chosen @ Fast Track |DZ127® Choose Files | No file chose@

Comments:

®

- JO)

The Patient Details section will be automatically populated from the Webform.

The Referral Details section will have the following sections (some of which you can update).

1. Referral Type — This will automatically populate with Fast Track.

2. Consent—If an * appears next to Consent this is because it is a Mandatory Field. To upload
a Consent Document please click Choose file to upload the signed Consent Document.

3. Webform Name — This will automatically populate with the Digital Fast Track ID.

4. Other Documents — Click Add to upload all evidence to support your referral. The
document names will appear underneath the Add button along with the delete, allowing
you to delete a document if added in error. You can add up to 10 documents.

Other Documents:
Other Documents:
Add
Add Care Plan Test.docx 18.8 KB [ ]
Test.docx 18.7 KB (]

5. Comments — This is your opportunity to add any additional comments about your referral.
6. Click Submit to send your Digital Fast Track Referral to the CCG/HB.

Your Digital Referral will be added to the Referrals Screen, and you will get the following message:
“Referral submitted successfully to <Name> CCG”

Referrals [RERE - (e et

Feferral submitbed successfully to Dermonsbration COCG. I
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To view your referral, click on the referral from the Referrals tab on the Dashboard. You will be taken
to the View Referral screen.

errals  Administration

Referrals [ -

The View Referral screen is non-editable and is for information only.

Webforms Referrals  Administration

. N
View Referral #3064 =3
Patient Detalls:
CCG/HB: NHS Number: Date Of Birth:
NHS East Downs 391-732-7074 28/071947
Referral Details
Referral Type:

Fast Track

Comments:

comments added into this section will automatically be added to Case Management with the attachements

Documents Submitted:

« Consentdocx

* Fast trackdocx

« Portal Guide - For BroadCare Administrators.pdf
 Portal Guide - For BroadCare Dashbeard pdf

» Portal Guide - For BroadCare Referrers.pdf

Please note All PDF documents that are downloaded will include relevant Patient Information within
the header of each page.

This information is automatically generated based on the data entered into the Webform used to
produce the PDF document. The Personal Details section of the Webform must be completed and the
Webform must be saved before the header information will be populated.

9.3 How to complete a Digital CHC Checklist/Webform

Once Checklists, then New Webform has been selected you will be presented with the below screen.

CheekList ©
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You can find the CHC Checklist guidance (the same that you would find at the start of a paper CHC
Checklist) by Clicking on the ? Icon and then selecting Guidenance. (This will open in PDF Format.)

ch

Webforms Referrals Administration Logout

S
Lealthcare

CheckList

You can also find guidance on the Mandatory Fields here.

Please note you will need to select a CCG/HB from the drop down before the Mandatory Fields will
appear, this is because they are unique to the CCG/HB. There are also some Minimum Fields which
are an NHSE Requirement.

Ch

Webforms Referrals Administration

1S
Healthcare

CheckList s trineyree | s

As you start to complete the Webform, you will get a reminder if any of the Mandatory Fields have
not been completed.

Ctl;s_ _ Webforms Referrals Administration Logout
Healthcare

CheCkLiSt Guidance Mandatory Fields Back To List

Validation Error in Following Sections: X
s Personal Details

You can save your Webform at any time by clicking on the Save Button. This will generate a
notification that it has been saved successfully.

Sis Webforms Referrals Administration
Hedlthcare

ChecklList - Clark Kent o

saved Successfully

It will then appear in (and can be accessed from) the Checklists option on the Webforms page.

Fast Tracks

Checklists

Click Checklists and then click on the Action Icon (three vertical dots) for the relevant Digital CHC
Checklist. Select Edit from the pop-up menu to open it and resume your referral.

Checklists | oveniew |
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Checklists [ owrien | [ rostisas oste
Sorizd B Edit Date - desc.
# Created Date T Patient DOB NHS Number €1 Status | Edit Date [ Action
21s 11112020 1170 Wilber Traner 20-04-1981 1279185750 East Downs CCG [ 1111200 1152 f

9.3.1 Personal Details
CCG/HB: NHS East Downs J" Export o PDF Save

Date of Completion: 14/12/2020

Date Of Birth: 20/04/1837

Personal Details

Personal Details

Title: First Name: Last Name: NHS Number:
o M. v | dan v Kent v v
o Telephone Number: GP Practice: Gender: Date Of Birth:
(& ] 07939560266 v ‘ Marches Medical Practice v Wale v 20/04/1937 v
[ Permansnt Address: Town: Post Cotle
o 15 Larne Drive v | | chester v | ko v
e Current Location (Le. name of hospital ward etc) Current Towin: Current Post Code:

1, Wirens Court, 53 Lower Queen Strest v ‘ Sutton Coldfield v | B72 1RT v

The fields that you need to complete are:

e Title (via Dropdown Menu)

e First Name

e |ast Name

e NHS Number

e Telephone Number

eGP Practice

e Gender (Via Dropdown Menu)

e Date of Birth

e Permanent Address, Town, & Postcode

e Current Location (i.e. name of Hospital Ward etc...), Town & Current Postcode
Once you complete the fields they will be marked with a green tick.

There are various validation checks that make sure that some key pieces of the information you enter
is in the correct format.
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9.3.2 Representative
The Representative Section asks you a series of Yes/No Questions and for the following information
about the Patients Representative (if they have one).

e Name
e Telephone Number
e Address

zizs” Y [z 22w ae i)

= T T SRS 3 TR, 1T A S SRR T I 7] b N
=raaniaas s s s e S e % e S saemies 42 Soeplis 12 Dok ] Sus paagrapi 10117 o8 Haseral

9.3.3 The 11 Domains
There are 11 Domains to complete.

e Breathing

e Nutrition

e (Continence

e Skin Integrity

e Mobility

e Communication
e Psychological

e (Cognition

e Behaviour

e Drug Therapies
o Altered States

Each Domain section mirrors the paper Checklist. Complete each domain and provide a brief
description of need and source of evidence to support the chosen level. In this section you will
have the ability to change text to Bold, Italic, or Underlined.
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9.3.4 Summary

Date Of Birth: 20/04/1981

Summary

Total of all Options

. N - N .

© Refemal for full assessment for NHS Confinuing Healthcare is necessary.
© No referal for ful assessment for NHS Continuing Healihcare is necessary.
Rationale for decision

Rational

Q00000 OO0RQ@O

The Summary provides an overview of all the 11 Domains and the assigned scores.
It allows you to select one of the below outcomes.

o Referral for full assessment for NHS Continuing Healthcare is necessary
o No referral for full assessment for NHS Continuing Healthcare is necessary

It also allows you to add your rationale for your decision.

9.3.5 About You (patient)
Gender will automatically generate if this has been added on the Personal Details page.

About you - equality monitoring

Please provide us with some information about yoursef, This will help us to understand whether peaple are receiving fair and equal ascess to NHS continuing healthcare, 81l the information you provide will be hept comphetely
confidential by the Ciinical Commizsioning Group. No identifisble infarmation about you will be passed on to any other badizs, members of the public or press.
Gender: a0 Group

Male - 3544 -
Ethnic Group: sexuzl Oriemtatice:

vt Englist - etesosesal or Staight -
Reigian

Christian -

Christizn inchuties Church of Englend,Wales/ Scotlard, Cetholi, Protestant and sll sther Christisn denomingtions.
D0 you hava tha ricanility 3¢ dafinea by the Equalitiss A 7010 7

The Equalities Act 2010
Definez a perse with 2 disablity 21 somaane wha hiz physical or mental impaireraent that has s substartial and 2 lang-term adverse effect en his ar her ability b camy eut neemal day b= day acthities.

Mo ~

-]
e
e
o
o
L]
o
<]
o
o
<]

All available options can be selected from drop-down menus.

You have other options available to select i.e., Prefer not to answer if the patient is unwilling to
provide that level of personal information about themselves.
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9.3.6 Adding a Digital Signature
The signature section will appear once you have completed all the other areas of the Webform.

Signatures En

0000 OQGOOORQROEO

As the referrer your information will be automatically populated based on the information you added
when you register for the Referral Portal.

This will include;

e Name
e Role
e Email

e Digital Signature
o Telephone Number (which is an editable field, so you can update it in necessary)

To add your electronic signature to the Webform, click Save.

Signatures m

IT Systems Trainer Wil Hoydock 0783312793

This will add a date to show when the signature was recorded and change the Save/Cancel buttons to
Edit (Pencil) and Delete (Bin) icons.

Signatures m

Wil Haydock will etk @enhesitscare cnuk CHS Heattnears

Rols: Signaturs: Teizshens:
IT Systems Trainer Wil Haydeck: 07833127931 | 11/11/2020 |

You can add also add an additional signatory by clicking on the Add button and completing the

information.
Signatures m|
Narme: Email: Organisation:
Role: Signature: Telephone:
Number

Once the information has been added, the Signature section will change to allow you to request a Pin.
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Name: Email: Organisation:

Dr ** rebecca.maynard@chshealthcare.co.uk Hospice
Role: Signature: Telephone:
Doctor

01385111111

This unigue Pin will then be sent to the additional signatory email address.

Name: Email: Qrganisation:

i Dr =~ \/I rebecca.maynard@chshealthcare.co.uk ‘ Hospice

Role: Signature: Telephone:

Doctor PIN I 01385111111 v ]

Once this has been confirmed back to you, enter in the PIN section and click OK.

Name: Email: Organisation:

(o ]

rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature: Telephone:
Doctor Dr** [ 01385111111 v/l

Then click Save to Date Stamp the signature.

You are now ready to Submit your Webform.

9.3.7 Submitting your completed Digital CHC Checklist
Once you have fully completed the Webform click Submit.

CheckList - Clark Kent °

Date of Completion: 14/12/2020  Date Of Birth: 20/04/1927

You will be taken to the New Referral screen.
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New referral

Patient Details:

CCG/HB: * NHS Number: * Date Of Birth: *

Demonstration CCG 111-111-1111 20/04/1943

Referral Details

Referral Type: *

®

Consent: * Webform Name: Other Documents:

Choose file |No file chosev@ Checklist ID2104® Choose Files | No file chosen@

Comments:

®

Ene

The Patient Details section will be automatically populated from the Webform.

The Referral Details section will have the following sections (some of which you can update).

1. Referral Type — This will automatically populate with CHC.
Consent — If an * appears next to Consent this is because it is a mandatory field. To upload a
Consent Document please click Choose file to upload the signed Consent Document.

3. Webform Name — This will automatically populate with the Digital Checklist ID.

4. Other Documents — Click Add to upload all evidence to support your referral. The document
names will appear underneath the Add button along with delete, allowing you to delete a
document if added in error. You can add up to 10 documents.

Other Documents:

Other Documents: Add
Add Care Plan Test.docx 18.8 KB [
Test.doox 18.7 KB [ ]

5. Comments — This is your opportunity to add any additional comments about your referral.
6. Click Submit to send your Digital CHC Referral to the CCG/HB.

Your Digital Referral will be added to the Referrals Screen, and you will get the following message:

“Referral submitted successfully to <Name> CCG”

New Referral

Referrals

Beferral submitted successfully to Demorstration COG.
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To view your referral, click on the referral from the Referrals tab on the Dashboard. You will be taken
to the View Referral screen.

Webforms Referrals  Adminis! on

Referrals [ -

The View Referral screen is non-editable and is for information only.

View Referral #3057 B3

Patient Details:

CCG/HB: NHS Number: Date Of Birth:
NHS East Downs 1M-111-111 01/12/2001
Referral Details
Referral Type:
CHC
Comments:

TEST BCWI1-84 Point 2

Documents Submitted:

* Release notes v1.0.30 - 19th Nov 2019.pdf

Please note all PDF documents that are downloaded will include relevant Patient Information within
the header of each page.

This information is automatically generated based on the data entered into the Webform used to
produce the PDF document. The Personal Details section of the Webform must be completed and the
Webform must be saved before the header information will be populated.

9.4 How to complete a Digital DST/Webform

Once DST, then New Webform has been selected you will be presented with the below screen.

Type: Please select a Type

CCG/HB: Please select a CCG/HB

From the DST Screen, you can select the Type of DST you would like to complete.

e Blank DST — an empty Digital DST

e Annotate DST — a previously completed DST for you to annotate

e Populate DST using Checklist Data —information from a completed Digital CHC Checklist is
inserted into your Digital DST
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9.5 How to complete a Blank DST

Webhorms  Refeess Adriia

You can find the DST Guidance (the same that you would find at the start of a paper DST) by clicking
on the ? Icon and then selecting Guidance. (This will open in PDF Format.)

You can also find guidance on the Mandatory Fields here.

Ch

‘Webforms Referrals Administration

is
Realthcare

DST Guidance  Mandatory Fields
.

Please note you will need to select a CCG/HB from the drop down before the Mandatory Fields will
appear, this is because they are unique to the CCG/HB. There are also some Minimum Fields which
are an NHSE Requirement.

As you start to complete the Webform, you will get a reminder if any of the Mandatory Fields have
not been completed.

e——

You can save your Webform at any time by clicking on the Save Button. This will generate a
notification that it has been saved successfully.

DST - Chuck Norris (1]

Die O S 200411043
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It will then appear in (and can be accessed from) the DSTs option on the Webforms page.

Click DSTs and then click on the Action Icon (three vertical dots) for the relevant Digital DST. Select
Edit from the pop-up menu to open it and resume your referral.

DSTS ‘ Overview ’ ‘ Fast Tracks ’ ‘ Checklists

osts =) (] (o= D

Curmers P

The fields that you need to complete are:

e Title (via Dropdown Menu)

e First Name

e |ast Name

e NHS Number

e Telephone Number

e  GP Practice

e Gender (Via Dropdown Menu)

e Date of Birth

e Permanent Address, Town, & Postcode

e Current Location (i.e. name of Hospital Ward etc...), Town & Current Postcode
e Date of completion of Decision Support Tool

Once you complete the fields they will be marked with a green tick.

There are various validation checks that make sure that some key pieces of the information you enter
are in the correct format.
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9.5.2 Representative
The Representative Section asks you a series of Yes/No Questions and for the following information
about the Patients Representative (if they have one).

e Name
e Telephone Number
e Address

[ ——

Additionally, it asks the following questions:

a) Summary pen portrait of the individual's situation, relevant history (particularly clinical history)
and current needs, including clinical summary and identified significant risks, drawn from the
multidisciplinary assessment.

e |ndividual's view of their care needs and whether they consider that the
multidisciplinary assessment accurately reflects these.

b) Please note below whether and how the individual (or their representative) contributed to the
assessment of their needs. If they were not involved, please record whether they were not
invited or whether they declined to participate.

e Please list the assessments and other key evidence that were considered in
completing the DST, including the dates of the assessments.

c) Assessors' (including MDT members) name/address/contact details noting lead coordinator.
o Assessors Name.
e Assessors Contact Number.
e Assessors Email.
e Assessors Address.
e Additional Assessors Information.
e Contact details of GP and other key professionals involved in the care of the Individual.
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9.5.3 The 12 Domains
There are 12 Domains to complete:

e Breathing

e Nutrition

e (Continence

e Skin Integrity

e Mobility

e Communication
e Psychological

e (Cognition

e Behaviour

e Drug Therapies
e Altered States.
e Other Significant

Each Domain section mirrors the paper DST. Complete each domain and provide a description of
need and source of evidence to support the chosen level. Within this section you will have the ability
to change text to Bold, Italic, or Underlined.

For example:

wapeedictabilty.

00000 OMRPRRNRSE

To select the level of severity for each Domain, click on the Arrow to expand it and select the relevant
option within the menu.

The exception to this is the final Domain section Other Significant which asks you to select the
severity by clicking on it and then provide a detailed description of what other significant care need(s)
the patient has.
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9.5.4 Summary
The Summary shows the severity for the patient under each domain as you have scored them in the
Webform.

It allows you to add any additional views about the completion of the Webform that you were unable
to record under each of the domains.

Summary

Total of all Care Domains.

00B0O0000GO0O0O0G0O

supportss

9.5.5 Recommendation

Recommendation of the mulidiscipinary tesm filling inthe DST

0600000000000

The Recommendation section asks you to provide your recommendation on the patient’s eligibility for
NHS Continuing Healthcare.

Specifically detailing the conclusions on the issues, you have identified.
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It should include the following headings:

e An Overview

e Nature

e |ntensity

e Complexity

e Unpredictability

e And finally, your Recommendation

It also has two date fields to be completed:

Date of agreed MOT recommendation: DAY

for CCG use oniy: Date of Eligibility Decision/Verification: DO A Y

e Date of agreed MDT recommendation. (This will need to be completed before you can
proceed).
e Date of Eligibility Decision/Verification (for CCG use only).

9.5.6 About You (patient)
Gender will automatically generate if this has been added on the Personal Details page.

About you - equality monitoring

prosld: it Th hedp us te undarstand whathar peopla ara racalving fair and squal accass to NHS il the complataly
(] & No Idanifiabi bout you will b passad om to any ather badler, membars of the pebilic or press.
(L] Gender: Age Group
m Male - Plese select 8 Age Group v
0 Ethnic Group: Sewusl Crientaticn
Please smbect 8 Fthoe Grous A Flasnm select o Semusl Crmniation bt
Reigicn:
L] Plaase palic igicn -
o Chiistion inchuges Crurch of EnglancWa ks Sco1lind. Canobe. Protestam e al other Chestian dencasintions.
o D you have the dissbilty s defirad by the Equalities act 2070 7
m The Equalities Act 2010
Dafines 3 person with 3 disabiiny & someone who Pas physical or memtal Impairement that has & substantial and a long-term adverss efect on his of Ber abikty 10 ey out nomal day to day activities
] Phaase sehect 2 Disabilty -

All available options can be selected from drop-down menus.

You have other options available to select i.e., Prefer not to answer if the patient is unwilling to
provide that level of personal information about themselves.

9.5.7 Adding a Digital Signature
The signature section will appear once you have completed all the other areas of the Webform.

Signatures of MDT making above recommendation:

() Signatures

o Name: Email Designation: m
o Will Haydack will haydock®chshealthcare.couk T Systems Trainer

(1] professional qualification: signature: Telephene: Type:

o Wl Haydock: 07833127931 Please select a Type v
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As the referrer your information will be automatically populated based on the information you added
when you register for the Referral Portal.

This will include;

e Name

e Email

e Designation

e Professional Qualification

e Digital Signature

e Telephone Number (which is an editable field, so you can update it in necessary).

o Type
To add your electronic signature the Webform, click Save.

This will add a date to show when the signature was recorded and change the Save/Cancel buttons to
Edit (Pencil) and Delete (Bin) icons.

Name: Email: Designation: y ]
Rebecca Maynard rebecca.maynard@chshealthcare.co.uk IT Systems Trainer
Professional Qualification: Signature: Telephone: Type:
Rebecca Maynard 07884653322 Health professionals v 12/01/2024

You can add also add an additional signatory by clicking on the Add button and completing the

information.
Signatures m|
Name: Email: Organisation:
Role: Signature: Telephone:
Number

Once the information has been added, the Signature section will change to allow you to request a Pin.

Name: Email: Organisation:
Dr == rebecca.maynard@chshealthcare.co.uk Hospice

Role: Signature: Telephone:
Doctor 01385111111

This unique Pin will then be sent to the additional signatory email address.

Name: Email: Organisation:
‘ Dr = \/| ‘ rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature: Telephone:

Doctor PIN | 01385111111 v ‘

Once this has been confirmed back to you, enter in the PIN section and click OK.
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Name: Email: Qrganisation:
Dr ** v ‘ | rebecca.maynard@chshealthcare.co.uk ‘ Hospice

Role: Signature: Telephone:
Doctor Dr** ‘ 01385111111 4 |

Then click Save to Date Stamp the signature.

You are now ready to Submit your Webform.

9.5.8 Submitting your completed Digital DST
Once you have fully completed a Digital DST click Submit.

DST - Chuck Norris

You will be taken to the New Referral screen.

New referral

Patient Details:

CCG/HB: * NHS Number: * Date Of Birth: *

Demonstration CCG 111-111-1111 20/04/1943

Referral Details

Referral Type: *

®

Consent: * Webform Name: Other Documents:
Choose file | No file chosen @ Dst ID2130 @ Choose Files |No file chosen @
Comments:

®©

V.

o 1O

The Patient Details section will be automatically populated from the Webform.

The Referral Details section will have the following sections (some of which you can update).

1. Referral Type — This will automatically populate with DST.

2. Consent—If an * appears next to Consent this is because it is a mandatory field. To upload a
Consent Document please click Choose file to upload the signed Consent Document.

3. Webform Name — This will automatically populate with the Digital DST ID.
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4. Other Documents — Click Add to upload all evidence to support your referral. The document
names will appear underneath the Add button along with the delete, allowing you to delete a
document if added in error. You can add up to 10 documents.

Other Documents:
Other Documents:
Add
Add Care Plan Test.docx 18.8 KB (]
Test.docx 18.7 KB (]

5. Comments — This is your opportunity to add any additional comments about your Digital DST.
6. Click Submit to send your Digital DST to the CCG/HB.

Your Digital Referral will be added to the Referrals Screen, and you will get the following message:

“Referral submitted successfully to <Name> CCG”
Referrals Il « reicoss | [ Pocw meerrat |

I Referral submitted successfully to Demonstration CCG. I

To view your referral, click on the referral from the Referrals tab on the Dashboard. You will be taken
to the View Referral screen.

The View Referral screen is non-editable and is for information only.

View Referral #3067

Batient Detzils:
CCG/HE: NHS Number: Date OF Birth:
MHS East Downs 673-274-9110 06/02/1974

Referral Details

Referral Type: Webform Mame:

DsT Dst IDGE

Comments:

comments

Documents Submitted:

Conzent.docx

Dt ID68_pdf

Portal Guide - For BroadCare Administrators.pdf
Portal Guide - For BroadCare Dashboard. pdf

Portal Guide - For BroadCare Referrers. pdi

Please note all PDF documents that have been digitally generated within the portal will include
relevant Patient Information within the header of each page.
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This information is automatically generated based on the data entered into the webform used to
produce the PDF document. The Personal Details section of the Webform must be completed and the
Webform must be saved before the header information will be populated.

9.6 How to complete an Annotated DST

It is important to note that when annotating an already submitted webform, you cannot change the
CCG/HB that it has been submitted to. If you need to complete a webform for the patient at a new
CCG/HB then you will need to create a new (blank) Digital DST/Webform.

Also, if the original DST was not completed through the Referral Portal as a Webform you will be
unable to create an annotated DST, you will need to create a new (blank) Digital DST.

To access a Digital DST to Annotate, you will need enter the CCG/HB and the NHS Number of the
patient who is the subject of the DST.

The Portal will search for the NHS Number and check that against your access permissions. If you do
not have access to the CCG/HB that the original Webform was submitted to, you will receive the
following pop-up message.

Following is the list you don't have access to:
WabForm ID Submizsion Date

031172020

If you have access to the CCG/HB, you will get the following pop-up box, you can then select the
correct Webform by clicking in the Action section.

x

WebForm  Submission
o Date PatientiD  Action

You will be taken to the Webform and be presented with the following reminder.

[x]

Please note that when you pre populate 2 DST from a previous checklist or annotate a
DST from a previously submitted DST, you will be unable to change the CCG. If you wish

to send the DST to a different CCG to that in which was previously submitted then please
create a new blank DST.
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Once read, simply click on the X in the top right corner of the pop-up box to close it.

You will be taken to Webform.

NHS Number:

0O0oO00000000B0086

You will be able to see all of the information that was previously populated into the DST.

Each Section within the DST will now also include the original date the Digital DST was created and an
Edit button.

Click the Edit button in each section to make any changes or additons to the Webform.

§
§
§

NS Number:

Gender: Date Of Birth

o
o
o
L]
o
o
o
o
o
L]
o
o

Any changes/updates you make to the Webform will be highlighted in blue and the original
information will be eressed-out, but still visible.

This allows you to Track any changes/updates you make.

The Annotated DST will also add a Date of Completion. Showing the date that you completed your
annotation.

Simply navigate between the sections that you need to annotate by clicking on them.

Click Edit to make the necessary changes/updates.
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The sections available for edit are:

e Personal Details.

e Representative.

o All of the 12 Domains.

e The individual Views element of the Summary.
e Reccomendation.

e About You (patient).

Here is an example of how an updated Domain will appear:

Date of Completion: 12/11/2020  Original Crested Date 09/11/2020 Date Of Birth: 0170171900

Breathing

Please refer to the user notes
P Option: No nesds

P SubOypticns:

= Normal breathing. no issues with shortness of Ereath.

s

A with all othes Somains, the breathing domain should be used 1o recoed reeds rather than the underfying condition that may give rise 10 the needs For example. an individual may have Cheonic Obstructive
Pulmonasy Disease (COPTIL emphysema of recuement chest infections of anceher concition giving rme 10 breathing cifficuiRies, and it & the needs arking Trom such conditaons which shouid be recorded.

1. Bescribe bebow the actual needs of the individual, providing the evi decision overbeat an which bevel i Including the frequency and Intensity of need,
unpredictability, deterioration and any instability.
2. Circle the assessed level below,

- .

0O000000000Q008

v the actual needs of the individual, providing the evidence that informs the decision overleaf on which level is appropriate, including the frequency and intensity of need, unpredictability. v
iy mstabilty
erate A
[—.I Shortness of breath of 3 condition which may requing the use of inhalers of 3 nebuliser and ket some dady Ivang actwvities.
or
B Episoes of that do i  iving activities.
oRrR

[ Recuires any of the tollkowing: kow level ciypen theragy (24%). room air ventators via a acial or nasal matk. ther therapeutic appliances 1o maintain aifiow where individual can 5ol spontanecusty
beeathe e.. CPAP [Continucus Positive Alrways Pressure) 10 manage obstructive apnoes during shep.

The previous selection will appear at the top of the screen.

The original description of the actual needs of the patient will appear eressed-eut. You can revert back
to that description by clicking the undo Arrow Icon.

Your new selection will update the ‘score’ in the sections menu on the left of the screen.
Within the free text box you will have the ability to change text to Bold, Italic, or Underlined.

You can save your Webform at any time by clicking on the Save Button. This will generate a
notification that it has been saved successfully.

DST - Chuck Norris oEn

Saved Succeshilly

cesHE Demonration (06

Dz O i 20041983
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It will then appear in (and can be accessed from) the DSTs option on the Webforms page.

Click DSTs and then click on the Action Icon (three vertical dots) for the relevant Digital DST. Select
Edit from the pop-up menu to open it and resume your referral.

DSTS ‘ Overview ’ ‘ Fast Tracks ’ ‘ Checklists

osts =) (] (o= D

SE—— x

Created Dae 1 Patient | OB NS N -

Ot Nern e

9.6.1 Adding a Digital Signature
The signature section will appear once you have completed all the other areas of the Webform.

As the referrer your information will be automatically populated based on the information you added
when you register for the Referral Portal.

This will include;

e Name

e Email

e Designation

e Professional Qualification

e Digital Signature

o Telephone Number (which is an editable field, so you can update it in necessary).
* Type

To add your electronic signature the Webform, click Save.

This will add a date to show when the signature was recorded and change the Save/Cancel buttons to
Edit (Pencil) and Delete (Bin) icons.

Name: Email: Designation: P ]
Rebecca Maynard rebecca.maynard@chshealthcare.co.uk IT Systems Trainer
Professional Qualification: Signature: Telephone: Type:
Rebecca Maynard: 07884653322 Health professionals v 12/01/2024

You can add also add an additional signatory by clicking on the Add button and completing the

information.
Signatures m|
Name: Email: Organisation:
Role: Signature: Telephone:
Number
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Once the information has been added, the Signature section will change to allow you to request a Pin.

Name: Email: Organisation:
Dr ** rebecca.maynard@chshealthcare.co.uk Hospice

Role: Signature: Telephone:
Doctor 01385111111

This unique Pin will then be sent to the additional signatory email address.

Name: Email: Organisation:
i Dr == \/I rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature: Telephone:

Doctor PIN I 01385111111 v ]

Once this has been confirmed back to you, enter in the PIN section and click OK.

Name: Email: Organisation:
[ Dr=* \/] rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature: Telephone:

Doctor Dr** [ 01385111111 \/l

Then click Save to Date Stamp the signature.

You are now ready to Submit your Webform.

9.6.2 Submitting your completed Digital DST
Once you have fully completed a Digital DST click Submit.

DST - Chuck Norris

oz [

st 54 B 20047543

You will be taken to the New Referral screen.
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New referral

Patient Details:

CCG/HB: * NHS Number: * Date Of Birth: *

Demonstration CCG 111-111-1111 20/04/1943

Referral Details

Referral Type: *

®

Consent: * Webform Name: Other Documents:
Choose file | No file chosen @ Dst ID2130 @ Choose Files |No file chosen @

Comments:

®

V.

EmG

The Patient Details section will be automatically populated from the Webform.

The Referral Details section will have the following sections (some of which you can update).

1. Referral Type — This will automatically populate with DST.

2. Consent—If an * appears next to Consent this is because it is a mandatory field. To upload a
Consent Document please click Choose file to upload the signed Consent Document.

3. Webform Name — This will automatically populate with the Digital DST ID.

4. Other Documents — Click Add to upload all evidence to support your referral. The document
names will appear underneath the Add button along with the delete, allowing you to delete a
document if added in error. You can add up to 10 documents.

Other Documents:
Other Documents:
Add
Add Care Plan Test.docx 18.8 KB (]
Test.docx 18.7 KB (]

5. Comments — This is your opportunity to add any additional comments about your Digital DST.
6. Click Submit to send your Digital DST to the CCG/HB.

Your Digital Referral will be added to the Referrals Screen, and you will get the following message:

“Referral submitted successfully to <Name> CCG”
Referrals IR ~ - [ rererer |

I Referral submitted successfully to Demonstration COG. I
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To view your referral, click on the referral from the Referrals tab on the Dashboard. You will be taken
to the View Referral screen.

Webforms Referrals  Adminis! on

Referrals [ -

The View Referral screen is non-editable and is for information only.

View Referral #3067

Patiznt Details:

CCG/HE: MNHS Mumber: Date OF Birth:

NHS East Downs 673-274-9110 06/02,/1974

Referral Detailz

Referral Type: Webform Name:

DsT D=t ID6E

Comments:

comments

Documents Submitted:

Consent.docx

Dt | D63 pdf

Portal Guide - For BroadCare Administrators.pdf
Pormal Guide - For BroadCare Dashboard. pdf

Porial Guide - For SroadCare Referrers. pdf

Please note all PDF documents that have been digitally generated within the portal will include
relevant Patient Information within the header of each page.

This information is automatically generated based on the data entered into the webform used to
produce the PDF document. The Personal Details section of the Webform must be completed and the
Webform must be saved before the header information will be populated.

9.7 How to complete a Digital DST using Checklist data

It is important to note that when searching for a DST using Checklist data, it will only locate the
Patient if the Checklist was previously submitted as a Webform through the Referral Portal to the
same CCG/HB you wish to complete the DST for. If you need to complete a DST webform using
Checklist data for the patient at a new CCG/HB then you will need to create a new (blank) Digital
DST/Webform.
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To access a Digital DST using Checklist data, you will need enter the CCG/HB and the NHS Number of
the patient who is the subject of the DST.

oM

Type: Populate DST using Checklist L v
CCG/HB: Demonstration ICB v
NHS Number:

NHS Number

The Portal will search for the NHS Number and check that against your access permissions. If you do
not have access to the CCG/HB that the original Webform was submitted to you will be unable to
access the information to complete the DST using Checklist Data.

If you have access to the CCG/HB, you will get the following pop-up box, you can then select the
correct Webform by clicking in the Action section.

NHS WebForm Submission
Name DOB Number 1] Date PatientlD  Action

Walter Scott ~ 08/06/1368  444-444- 43298 15/01/2024 5629

4444

“ Cancel

You will be taken to the Webform and be presented with the following reminder.

Please note that when you pre populate 3 DST from 2 previous checklist or annotate a
DST from a2 previcusly submitted DST, you will be unable to change the CCG. If you wish

to send the DST to a different CCG to that in which was previously submitted then please
create a new blank DST.

Once read, simply click on the X in the top right corner of the pop-up box to close it.
You will be taken to Webform.

You can find the DST Guidance (the same that you would find at the start of a paper DST) by clicking
on the ? Icon and then selecting Guidance. (This will open in PDF Format.)

DST E

Type: Populate DST using Checklist Data v
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You can also find guidance on the Mandatory Fields here.

Webforms Referrals Administration

CHS
qeq\ﬁhf:we

Please note you will need to select a CCG/HB from the drop down before the Mandatory Fields will
appear, this is because they are unique to the CCG/HB. There are also some Minimum Fields are an
NHSE Requirement.

You can save your Webform at any time by clicking on the Save Button. This will generate a
notification that it has been saved successfully.

9.7.1 Personal Details
The webform will be pre-populated from the Checklist Data with the Personal Details. These can be
amended if required. There will also be two additional fields on this section to complete.

Personal Details

Was this DST completed whilst the individual was in an acute hospital?
O Yes O No

Date of completion of Decision Support Tool:

DD/MM/YYYY

9.7.2 Representative
The Representative Section asks you a series of Yes/No Questions and for the following information
about the Patients Representative (if they have one).

e Name
e Telephone Number
e Address
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Additionally, it asks the following questions:

d) Summary pen portrait of the individual's situation, relevant history (particularly clinical history)
and current needs, including clinical summary and identified significant risks, drawn from the
multidisciplinary assessment.

e |ndividual's view of their care needs and whether they consider that the
multidisciplinary assessment accurately reflects these.

e) Please note below whether and how the individual (or their representative) contributed to the
assessment of their needs. If they were not involved, please record whether they were not
invited or whether they declined to participate.

e Please list the assessments and other key evidence that were considered in
completing the DST, including the dates of the assessments.

f) Assessors' (including MDT members) name/address/contact details noting lead coordinator.
o Assessors Name.
e Assessors Contact Number.
e Assessors Email.
e Assessors Address.
e Additional Assessors Information.
e (Contact details of GP and other key professionals involved in the care of the Individual.

9.7.3 The 12 Domains
There are 12 Domains to complete:

e Breathing

e Nutrition

e (Continence

e Skin Integrity

e Mobility

e Communication
e Psychological

e (Cognition

e Behaviour

e Drug Therapies
o Altered States.
e Other Significant

Each Domain section mirrors the paper DST. Complete each domain, a description will be pre-
populated for you from the Checklist Data on each section, this can be amended or further
information added to support the chosen level. Within this section you will have the ability to change
text to Bold, Italic, or Underlined.
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For example:

(] ﬁ e estin demin i e e e b e g coion ok my o i e .o el i my e hrnie b ooy D COPD, g e ches
or snather canditian ging ise 12 bresthing dificuities and 7 3 the needs aring from such conditions which zhould be recorded
[ ]
1. Describe below the actual needs of the individual, providing the evidence that informs the decision iate, including nd and any instablity.
o 2. Gircle the assessed level below.
Checklist score B,
o ~ Cpisodes of breathlessness that do not consistently respond to management and imit some daily activities.
= Chackist avidence provided on supgorted documents section v
Change in need from previous Checkiiet
P may e and has no impact an
[ Episccies of bresthiessnass that resdily respand t mansgement snd have ns impszt on daiy Ining actities

To select the level of severity for each Domain, click on the Arrow to expand it and select the relevant
option within the menu.

The exception to this is the final Domain section Other Significant. As this section is not required on a
checklist it will not be pre populated on the DST.

Other significant care needs to be taken into consideration
Please refer to the user notss

1. Enter bel

brief actual needs of the indi
2. Circle the assessed level below.

Level of need Description

ooﬂoo

Other Significant asks you to select the severity by clicking on it and then provide a detailed
description of what other significant care need(s) the patient has.

9.7.4 Summary
The Summary shows the severity for the patient under of each domain as you have scored them in
the Webform.

It allows you to add any additional views about the completion of the Webform that you were unable
to record under each of the domains.
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Summary

Total of all Care Domains.

=T 1 T 1 1

[rorss =

Low

o neess

M

o
o
o
o
[}
o
o
o
[}
o
o
o

9.7.5 Recommendation

The Recommendation section asks you to provide your recommendation on the patient’s eligibility for

OoO00000006000080

NHS Continuing Healthcare.
Specifically detailing the conclusions on the issues, you have identified.
It should include the following headings:

e An Overview

e Nature

e |ntensity

e Complexity

e Unpredictability

e And finally, your Recommendation

It also has two date fields to be completed:

Date of agreed MOT recommendation:

for CCG usz anly: Date of Eligibility Decision/Verification:

e Date of agreed MDT recommendation. (This will need to be completed before you can

proceed).
e Date of Eligibility Decision/Verification (for CCG use only).
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9.7.6 About You (patient)
All fields will be automatically pre-populated from the Checklist Data, but can be updated/amended if
required.

About you - equality monitoring

0000 0DOOOOECRGO

9.7.7 Adding a Digital Signature
The signature section will appear once you have completed all the other areas of the Webform.

Signatures of MDT making above recommendation:

Signatures
Name Emai Designation: [ ]

will Haydock will haydeck @ chshealthcars.co.uk IT Systams Trainar

Professional Qualification: signature: Telephone: Type:

Wl Haydock 07833127931 Please select a Type v

o
(L]
o
[
-]
o
o

As the referrer your information will be automatically populated based on the information you added
when you register for the Referral Portal.

This will include;

e Name

e Email

e Designation

e Professional Qualification

e Digital Signature

e Telephone Number (which is an editable field, so you can update it in necessary).
* Type

To add your electronic signature the Webform, click Save.

This will add a date to show when the signature was recorded and change the Save/Cancel buttons to
Edit (Pencil) and Delete (Bin) icons.

Name: Email: Designation: p ]
Rebecca Maynard rebecca.maynard@chshealthcare.co.uk IT Systems Trainer
Professional Qualification: Signature: Telephone: Type:
Rebecca Maynard 07884653322 Health professionals v 12/01/2024

You can add also add an additional signatory by clicking on the Add button and completing the
information.
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Signatures Add
Name: Email: Organisation:
Role: Signature: Telephone:

Number

Once the information has been added, the Signature section will change to allow you to request a Pin.

Name: Email: Organisation:
Dr == rebecca.maynard@chshealthcare.co.uk Hospice

Role: Signature: Telephone:
Doctor 01385111111

This unigue Pin will then be sent to the additional signatory email address.

Name: Email: Organisation:
[ Dr = \/I rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature: Telephone:

Doctor PIN I 01385111111 v ]

Once this has been confirmed back to you, enter in the PIN section and click OK.

Name: Email: Qrganisation:
[ Dr ** \/] rebecca.maynard@chshealthcare.co.uk ‘ Hospice
Role: Signature Telephone:

Doctor Dr ** [ 01385111111 v I

Then click Save to Date Stamp the signature.

You are now ready to Submit your Webform.

9.7.8 Submitting your completed Digital DST
Once you have fully completed a Digital DST click Submit.

DST - Chuck Norris

You will be taken to the New Referral screen.
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New referral

Patient Details:
CCG/HB: * NHS Number: * Date Of Birth: *
East Downs ICB A44-A04-4404 08/06/1968

Additional Patient Details

Ethnic Crigin: * Title: * Forename: * Surname: *

White British Mr. Walter Scott
Address: * Town: * Postcode: *

1 Walter Scott AAD 0AL

P

Referral Details
Referral Type: *

DST
Consent: * Webform MName: Other Documents:
Choose File [ No file chosen Dst ID43208 Choose Files | No file chosen
Comments:

The Patient Details section will be automatically populated from the Webform.

The Referral Details section will have the following sections (some of which you can update).

- Referral Type — This will automatically populate with DST.

- Consent—If an * appears next to Consent this is because it is a mandatory field. To upload a
Consent Document please click Choose file to upload the signed Consent Document.

- Webform Name — This will automatically populate with the Digital DST ID.

- Other Documents — Click Add to upload all evidence to support your referral. The document
names will appear underneath the Add button along with the delete, allowing you to delete a
document if added in error. You can add up to 10 documents.

Other Documents:
Other Documents:
Add
Add Care Plan Test.docx 18.8 KB (]
Test.docx 18.7 KB (]
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- Comments — This is your opportunity to add any additional comments about your Digital DST.
- Click Submit to send your Digital DST to the CCG/HB.

Your Digital Referral will be added to the Referrals Screen, and you will get the following message:

“Referral submitted successfully to <Name> CCG”
Referrals Eium -] [omm perera |

I Referral submitted successfully to Demonstration CCG. I

To view your referral, click on the referral from the Referrals tab on the Dashboard. You will be taken
to the View Referral screen.

Webforms Referrals  Administration

Referrals [ <~

“Heabhore

The View Referral screen is non-editable and is for information only.

View Referral #68203
Patient Details:
CCG/HB: NHS Number: Date Of Birth:
East Downs ICE Sl 08/06/1968

Additional Patient Details

Ethnic Origin: Title: Forename: Surname:

White British Mr. Wialter Scott
Address: Town: Postcode:
1 Walter Scott AAD 0AA
e
Referral Details
Referral Type: Webform Name:
DST Dst ID43308

Comments:

Documents Submitted:

» Testdocx
» Dst ID43208.pdf

Please note all PDF documents that have been digitally generated within the portal will include
relevant Patient Information within the header of each page.

This information is automatically generated based on the data entered into the webform used to
produce the PDF document. The Personal Details section of the Webform must be completed and the
Webform must be saved before the header information will be populated.

63| Page



Referral Portal User Guide

| Bringing health and
social care together

10 Completing a Non-Digital Referral

Once you have logged in, you will be presented with the Dashboard, this is where you will see two
tiles; Webforms (to create a digital referral), and Referrals (to upload a manual referral, and view the
referrals you have In Progress, Completed, and Submitted).

Dashboard

Webforms Referrals

Please note if you are an Administrator you will have access to a further Admin tile. This will allow
you to Create, and Amend another users profile.

Logout

CHS
:qea\lhcare

Dashboard

From the Dashboard, select the Referrals tile. This will automatically take you to My Referrals which
provides an overview of any Referrals you have created (both digitally as a Webform or as a standard

Referral).

To create a new standard /non-digital Referral, click the New Referral tab.

Logout

Ch;gohhcore Webforms Referrals Administration

Referrals Al Referals S
v

Filters: O

Sorted By: Submitted On - desc

# Status 1 CCG/HB 1 Referral Type 1 NHS Number DOB Submitted By 1 Submitted On §
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New referral

Patient Details:

CCG/HB: =

Please select a CCG/HB

Referral Details

Referral Type: *

Please select a referral type

Consent:

Choose File | No file chosen

Comments:

NHS Number: *

NHS Numbs

Other Documents:

Add

Date Of Birth: *

When creating a referral, there are two sections that need to be completed:

10.1 Patient Details.

The fields that are mandatory are highlighted with an Asterix (*).

e Enter the CCG/ Health Board you are submitting the Referral to

e Enter the Patients NHS Number

e Enter the Patients DOB

10.2 Referral Details.
o Referral Type
- CHC
Fast Track
- D2A
- DST

e Click Choose File to upload the Consent document (if applicable)

o Click Choose File to Upload the Referral document
e Click Add to upload any Other Documents to support the Referral. The document names will
appear underneath the ‘Add’ button, along with the ability to delete, if added in error. You

can add up to 10 documents.

CHC example:
Referral Type: *
[ CHC V]
Consent: Checklist: * Other Documents:
Nao file chosen No file chosen Add
Other Documents: Other Documents:
Add — Add
\ Care Plan Test.docx 18.8 KB ]
Test.docx 18.7 KB ]
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11 Monitoring Submitted Referrals

Once a Referral/Webform has been submitted it will appear in My Referrals section.

Refe rra IS (WREEHEI | All Referrals New Referral
Filters: 0 v
Sorted By: Submitted On - desc
# Status 1 CCG/HB 1 Referral Type 1 NHS Number DOB Submitted By 1 Submitted On 1
3078 Submitted Demonstration CCG DST 111-111-1111 20-04-1943 will.haydock@chshealthcare.co.uk 16-12-2020 15:23
3015 Submitted Demonstration CCG DST 888-888-8888 20-04-1940 will haydock@chshealthcare.co.uk 10-12-2020 14:43
3014 Submitted Demonstration CCG CHC 333-333-3333 20-04-1945 will.haydock@chshealthcare.co.uk 10-12-2020 14:34

You can use the filters to search for specific Referrals/Webforms.

e Status

e (CCG/HB

e Referral Type
e Submitted By
e Submitted On
e ReflD

Enter your chosen search paramater and click on Apply to filter your results.
The user can see the status of a referral in the Status field.

The statuses are as follows:

o Al
e Submitted - The Referral has been submitted to the selected CCG/HB and is awaiting to be
viewed

e Received - The Referral has been acknowledged as being received by the selected CCG/HB
and will follow business as usual and continue with the referral pathway.

o Rejected - The Referral has been rejected by the selected CCG/HB

e Submission Failed — The referral failed to be submitted to your chosen CCG/HB

Filters: 0 x
Status: CCG/HB: Referral Type: Submitted By: Submitted On:

All v All v All v All v
Ref ID:
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12 Rejected Referrals

12.1 Digital Referral/Webforms
You have 7 Days to correct/amend any rejected Fast Tracks, and Checklists that you have submitted.

You have 21 Days to correct/amend any rejected DSTs (Blank DST, Annotated DST, or DST using
Checklist data) that you have submitted.

When your Webform is rejected, you will receive an email, similar to the below example.

60877
<
@ Referral Portal <referral.portal@chshealthcare.co.uk ® 63_ © _)‘ &

To @ Rebecca Maynard 10:13

Hello
Your Referral ID 60877 has been rejected by Demonstration ICB.

Please log onto the CHS Referral Portal to review the rejection comments and take any action that may be
required. If no action is taken within 7 days, then any associated webform data will be removed from the
referral.

This email is for information only, please do not reply to this email.

You can log back into the Referral Portal and locate the specific Webform from your My Referrals tab
under the Referrals Tile.

Dashboard

Refe My Referrals [N New Referral

“—-/ Flters: 0 "
Soried B Submited On - desc
.

Status 1 CCG/MB | ReferralType I  NHSNumber  DOB Submitted By T Submitted On 1

Her you can view why your Webform has been rejected by clicking on the specific Webform and
reviewing the Rejected Comments at the top of the screen.
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Edit referral #68203

Rejected Comments

15/01/2024 16:45:  Meed further information, please supply supporting information

Patient Details:
CCG/HB: * NHS Number: ™ Date Of Birth: =
East Downs ICB Aad-sid-adad 08/06/1968

Additional Patient Details

Ethnic Origin: = Title: = Forename: * Surname: *
White British M. Walter Scott
Address: * Town: * Postcode: *
1 Walter Scott AA0 DAL
s
Referral Details
Referral Type: =
DsT
Consent: * Webform Name: Other Documents:
Choose File | No file chosen Dst 1D43308 Choose Files | Mo file chosen
Comments:

yi

You can edit the Webform by clicking in the RefeXraI ID Link in the Edit Referral Screen.

This will open the Webform in a new window where you can make the relevant changes, add an
additional comment in the Comments section and re-submit the Webform to the CCG/HB. The
Webform will retain the original Referral ID.

Edit referral #68203

Rejected Comments

15/01/2024 16:45: Nesd further informaticn, plessé supply supporting information

@ Referral Parta! - Google Chrame - o x
DST - Walter Scott °

CoGHE: East Downs IC8 Export o POF m hame:

Date Of Birth: 08/06/1958

Personal Details

Was this DST complsted whilst the individual was in an acute hospital?

(] 5 ves o
o Date of completion of Decision Support Took
o 150172024
Tie: Fiest Name: Last Mame: NS Number
m M. A4 Walter Scott A44-444-4444
= Telzphone Number: P Practice Gander Date OfBirth:
o 0000000000 et wale v osnenses L
L] Parmanent Address: Toune sost code Mo chosen
o 1 Waler scon Asosa
o Current Location f diferent rom permanent aderess): Current Town: Gurent Post Code:

68| Page



Referral Portal User Guide

12.2 Non - Digital Rejected Referrals

| Bringing health and
social care together

Non-Digital Referrals cannot be resubmitted. Depending on the reason for the rejection, you may
need to complete a new CHC Checklist/Fast Track/DST or attach new, or additional information

before submitting to the CCG/HB again.

You can view the rejected Referral by clicking on it and reviewing the rejected Comments at the top of

the screen.

Edit referral #68283

Rejected Comments

15/01/2024 16:54 : Please supply further information, Consent not signed

Patient Details:
COG/HB: * NHS Mumber: *
East Downs ICB b 943-576-4428

Additional Patient Details

Ethnic Origin: * Titles * Forename: *

White British v Idrs, w Theodara
Address: * Towr: *

1 Walter Scott

A

Referral Details
Refemal Type: *

DsT v
Consent: * Decision Support Tool: *

Choose File | Mo file chosen Choaose File | Mo file chosen

Commenis:

Date Of Birth: *

15/01/1978

Surname: *

Scott

Postcode: *

AAD DAL

Other Documents:

Choose Files | M file chosen

13 Help

For further assistance if you are struggling to set up MFA or you are unable to log into the Referral
Portal please contact your ICB/HB by clicking ‘Need help?’, where you will also find guidance

information.
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C 1
:qeol’rhcore

Part of Acacium Group

Welcome

Go to Referral Portal login

Not signed up? Register for an account

Need help?

You will be presented with two options:

1. Arevyou an external user submitting referrals to a CCG/HB?
2. Areyou a CCG/Administrator?

ChHS
.bleolfhcore

Part of Acacium Group

Need Help

Are you an external user submitting referrals to a CCG/HB? Click here

Are you a CCG/HB Administrator? Click here

1. External referrer — You will be presented with the below page, you can obtain the contact
details for your chosen CCG/HB you refer into by selecting from the dropdown.

C \
:D\eol'rhcore

Part of Acacium Group

External Referrer Help

Are you having problems logging in? See our user guide

Still having problems? You need to contact your CCG's/HB's Referral Portal Administrator

Select CCG/HB
Please select a CCG/HB v
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2. CCG/HB Admin Help — You will be presented with the below page where you can obtain the
contact details for our support team. You can contact by phone or by raising a support ticket.

Please note, if you are an external referrer, please do not contact the support team, please contact
the CCG/HB you refer into.

C 1
.t!eol’rhco re

Part of Acacium Group

CCG/HB Admin Help

Are you having problems logging in? See our user guide
Still having problems? You need to contact the support team.
Click here to log an issue on the support portal.

Or contact our support desk on 01270 845000

14 Referral Portal/DRAR Frequently Asked Questions (FAQ)

14.1 |l am trying to login but it is saying | do not have access?

If you have not logged into the Referral Portal/DRAR in the last 120 days you may receive a login failed
message because you have been deactivated. Please contact the ICB/HB you wish to referrer into and
they will be able to check your profile. Please click on the ‘Need Help’ link from the login page for
their contact details.

14.2 Can | submit referrals to different ICBs/HBs?

Yes, you can if you have access to submit referrals to the ICB/HB, however you CANNOT submit one
referral to multiple ICBs.

14.3 The ICB/HB | want to submit to is not on my list — what should | do?

If you are an Administrator you can change a user’s profile to include additional ICB’s/HB’s. However
if you are a referrer from outside of the ICB/HB then please contact the ICB/HB you wish to referrer
into and they will be able to amend your profile. Please click on the ‘Need Help’ link from the login
page for their contact details.

14.4 | have submitted a Referral to the wrong ICB/HB, what should | do?
Contact the ICB/HB and ask them to reject the referral so you can submit it to the correct ICB.
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14.5 How will | know that my referral has been viewed/accepted by the ICB/HB?
You can check the status of a referral by logging into the Referral Portal and viewing the Status

. Referrals New Referral
Referral submitted successfully to East Downs CCG.
Filters: 0 v
Sorled By: Submitted On - desc
# Status 1 «we 1 Referral Type 1 NHS Number DoB Submitted By I Submitted On I
252 Submitted 1o CCG ast Downs CCG cHe M 21072019

14.6 If my referral has been rejected, will | know the reason why?

Yes, within the filters section you can filter on Rejected by status to see all referrals that have been
rejected, click into the referral and the reason will be shown at the top of the page. Once the reason
for rejection has been rectified you will need to submit a new referral.

You will also be notified via email if a referral has been rejected

View Referral #283 [ ]

Rejecied Comments

Rejested Comments:

Dupheatesnt eeat

Patient Detals

oo MEHE Mumbser: Dats 04 Birth:

Demarutiation CO0G 181-750-2405 041340

Additicnasl Patient Details

Ethnbe Grigin: Tithe! Forename! Swiname:
Gypay Pred Gary Green
Aaddress Town: Posicode:
1 Lower Geven Straet Sutnan B72 1T
Referrals o et
Fiters @ x
Tt oo Referral Type Submited By Scbentted On
an s v
-
Sored S rlad On desc
«e 1 Referrad Type | NMS Number oos Submitted By 1 Submitted On §

14.7 Can the digital referral be saved as a PDF and shared with other individuals or

information contained in the PDF be copied and used in other documents?

Yes, you can download the digital referral both during and after you have completed all the fields,
before you submit to the ICB/HB. This will be downloaded as a PDF and will look like a standard
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template with the information automatically populated in the correct sections. The PDF can then be
shared as required.
The information added to the digital referral can be copied from the downloaded PDF.

15 Multi-Factor Authentication (MFA) Frequently Asked Questions
(FAQ)

15.1 What is Multi-Factor Authentication (MFA)?

Currently, to log in to Referral Portal (DRAR) you use your username and password. MFA is an
additional way of checking that it is really you when you log in to your account. In addition to your
username and password, you will need to set up another form of authentication such as using an
authentication app on your smartphone or tablet. This second layer of security is designed to prevent
anyone but you from accessing your account, even if they know your password.

15.2 What are the benefits of MFA?
o Keeps any patient data in a more protected environment

e Helps you gain access to your account should you forget your password
e Helps protect the reputation of the NHS
e Provides increased protection against cyber-attacks

e Checks if an attempt is made to access your account from an unusual location or device

15.3 Why is MFA being enforced?
The NHS objective is to promote and ensure widespread use of MFA as a fundamental cyber security
control, to manage the data security risks associated with user credential compromise.

With the risk of security breaches and attacks on accounts, it is important to step up security to
protect our clients and their patients from cyber-attacks. Implementing MFA is one of the easiest,
most effective actions you can take to improve the security of your data. It is no longer a ‘nice to
have’ feature, but a necessity.

15.4 What are the options for MFA?

When setting up MFA for the first time, there will be two available options:

Authenticator app: Download an Authenticator App for instance Microsoft Authenticator app to your
smartphone or tablet to verify your sign in or get a verification code.

Find out how to download the Authenticator app for your device

Security Key: For instance FIDO (Fast Identity Online), a security key is a physical key/token and is a
secure, hardware-based authentication method. For instance, it can be used in the USB drive of your
laptop or computer.

Please note: There is a cost for the security key, please contact your ICB/HB Administrator through
the help function on the Referral Portal (DRAR) login page and they will be able to assist you further.

Read more about FIDO2 on the NHSmail website
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After you have set up MFA and selected one of the above options but then need to change your MFA
method, you will need to raise this with you ICB/HB Administrator. This is because your MFA access
will need to be reset so you can change settings when you set up MFA again.

15.5 What applications/systems will MFA protect?
MFA has already been set up to protect our Patient Management Systems that your ICB/HB use, and
will now be implemented on the Referral Portal (DRAR).

15.6 | am getting authentication requests, but | am not trying to sign in. What should
| do?

If you are not trying to sign in but you are receiving requests to approve a sign-in request or provide
an authentication code, this indicates a malicious person is trying to access and compromise your
account.

Only approve authentication requests when you know you are the one who made them. If you receive
authentication requests that you have not made, do not approve them or select anything in the
request. Alert your ICB/HB who will assist you in protecting your account.

15.7 | have a new mobile phone but kept the same number. Do | need to do
anything?
If you have selected the Authenticator app as your preferred authentication option, you will need to

download the app on your new mobile phone. Then back up the details from your old mobile phone
to your new one.

Please note: Before you follow the steps below to set up the Microsoft Authenticator app on your
new device, please contact your ICB/HB Administrator through the help function on the Referral
Portal (DRAR) login page and they will be able to assist you further. This is because your MFA access
will need to be reset so you can set up MFA again.

1. Open the Microsoft Authenticator app on your old mobile phone
2. Tap on the three-dotted icon and go to ‘Settings’

3. Toggle on the ‘Cloud backup’ or ‘iCloud backup’ option

4. Add arecovery account

5. Open the Microsoft Authenticator app on your new mobile phone
6. Tap on the ‘Begin recovery’ button

7. Enter the credentials of the recovery account

8. Reverify new accounts to start using them

15.8 What should | do if my mobile phone is lost or stolen?
Inform your local IT team and remember to always register an alternative method of MFA for
emergencies. You can do this with the Microsoft Authenticator app on another mobile device, or
with a Security Key for instance FIDO. Read more about FIDO on the NHSmail website.

If you change your method of authentication i.e., from the Authenticator app to a Security Key
you will need to contact your ICB/HB Administrator. This is because your MFA access will need to
be reset so you can change settings when you set up MFA again.

74 | Page


https://support.nhs.net/knowledge-base/introduction-to-fido2/

Referral Portal User Guide | Bringing health and
social care together

Please note: There is a cost for the security key, please contact your ICB/HB Administrator
through the help function on the Referral Portal (DRAR) login page and they will be able to assist
you further.

If you change your method of authentication i.e., from the Authenticator app to a Security Key
you will need to contact your ICB/HB Administrator. This is because your MFA access will need to
be reset so you can change settings when you set up MFA again.

To set up the Microsoft Authenticator app on your new phone, please follow the steps below:

1. Open the Microsoft Authenticator app on your old mobile phone
2. Tap on the three-dotted icon and go to ‘Settings’

3. Toggle on the ‘Cloud backup’ or ‘iCloud backup’ option

4. Add a recovery account

5. Open the Microsoft Authenticator app on your new mobile phone
6. Tap on the ‘Begin recovery’ button

7. Enter the credentials of the recovery account

8. Reverify both accounts to start using them

15.9 What if | do not want to use my personal mobile phone for MFA?

If you do not have a work mobile but want to use the Microsoft Authenticator app as your preferred
MFA option, we recommend you use your personal mobile. This is because it is unique to you. This
helps ensure your account can only be accessed by you. Even if someone has your login details and
password, they will not be able to log in to Referral Portal (DRAR) without your personal mobile.

Alternatively, you could be provided with a Security Key.
Read more about FIDO on the NHSmail website.

Please note: : There is a cost for the security key, please contact your ICB/HB Administrator through
the help function on the Referral Portal (DRAR) login page and they will be able to assist you further.
When you set up MFA for the first time, you will need to select one of the two options above.

15.10 Can MFA allow data access to my personal mobile phone?

The Microsoft Authenticator app does not collect or store any personally identifiable data. Keeping
your Referral Portal (DRAR) account secure will protect the organisation, your own personal data, and
patient data. Your personal mobile phone details are not used for any other purpose than protecting
your account. By adding the Microsoft Authenticator app to your personal mobile phone, you will just
be providing a method to confirm who you are.

15.11 Does my mobile device need to be connected to the internet for MFA?
If you are using the Microsoft Authenticator app as your authentication option, the push notification
you receive on your phone to approve a sign-in requires an internet connection.

If you are not using your mobile device and you are using a Security Key as your authentication option
instead, then an internet connection is required.
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Please note: There is a cost for the security key, please contact your ICB/HB Administrator through
the help function on the Referral Portal (DRAR) login page and they will be able to assist you further.

15.12 If I do not have a smartphone or enough space to download the Microsoft

Authenticator app, can | still register for MFA?
The Microsoft Authenticator app is the preferred method for MFA and will give you the best
experience. The app is available for Android and iOS. If your phone is unable to run the app, you can
select an alternative authentication method known as a Security Key.
Read more about FIDO on the NHSmail website.

Please note: There is a cost for the security key, please contact your ICB/HB Administrator through
the help function on the Referral Portal (DRAR) login page and they will be able to assist you further.

15.13 Can | delete the Microsoft Authenticator app from my mobile device?

Make sure you have an alternative method to authenticate before doing so i.e., a Security Key, as you
will need to authenticate to log in to Referral Portal (DRAR).

Read more about FIDO on the NHSmail website.

Please note: There is a cost for the security key, please contact your ICB/HB Administrator through
the help function on the Referral Portal (DRAR) login page and they will be able to assist you further.

15.14 Do | need to authenticate each time | log in to Referral Portal (DRAR)?

Referral Portal (DRAR) and MFA will be using a Single Sign-On (SSO) process. This means if you have
logged in to Referral Portal (DRAR) and completed MFA, you will then be authenticated for 12 hours.
During this time period, you can log back in to Referral Portal (DRAR) without needing to re-enter
your login credentials or use MFA again.

Please note: If you log out of all platforms within Referral Portal (DRAR) or your session has expired
(over 12 hours), you will need to re-enter your login credentials and use MFA.

15.15 What should | do if | have an issue with my Security Key?

If you are having issues with your Security Key, please contact your ICB/HB Administrator through the
help function on the Referral Portal (DRAR) login page and they will be able to assist you further to
ensure it is working as expected.

15.16 My 6-digit code in the Authenticator app is being rejected for sign in (often

with the message Incorrect Code)?
If you receive an invalid code whilst using the authenticator app, this is due to the code resetting
every 30 seconds, there is a countdown timer next to the code, please enter the next available code
that appears.

15.17 My 6-digit code in the Authenticator app is being rejected for sign in (often

with the message Incorrect Code)?
First check you are selecting the right application from the list in your authenticator app. If you
verified that you are selecting the correct application, make sure that your mobile device's clock
settings are correct. One-time passwords are generated using Coordinated Universal Time (UTC), so
their device's time must be correct for their code to work.
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How to check clock settings:

Android Devices
e (o to Settings > Date & Time.
e Make sure that the box next to Automatic is checked.
e Toturn it off, go to Settings > Date & Time.
e Tap the box next to Automatic to un-check it.

iOS Devices
e (o to Settings > General > Date & Time.
e Enable Set Automatically.
e |f this setting was already enabled, disable it for a moment, then re-enable.

15.18 | am being logged out after 30 seconds following successful authentication?
If you have successfully authenticated, but you get logged out after 30 seconds, then third-party
cookies within your internet browser will need to be enabled.

Enabling third-party cookies can vary depending on the browser you are using. This will guide you
through the process for Google Chrome and Internet Explorer:

Google Chrome:
e Open Google Chrome.
Click on the three dots in the top-right corner and select Settings.
Scroll down and click on Advanced.
Under Privacy and security, click on Site settings.
Select Cookies and site data.
Toggle off the switch for Block third-party cookies.

Internet Explorer:
e |n the menu bar, select Tools > Internet options > Privacy > Advanced.
e Under First-party Cookies, select Accept or Prompt.
e Under Third-party Cookies, select Accept or Prompt2.

15.19 How do I scan the QR code to set up MFA on my Authenticator App?

When initially setting up using the Authenticator App, you will need to ensure you scan the QR code
within the Authenticator App and not through your camera, otherwise the setup will not work.

If you have scanned the QR code by using your camera, MFA will need resetting so you can start the

initial set up again. Please contact your contact your ICB/HB Administrator through the help function
on the Referral Portal (DRAR) login page and they will be able to assist you further.
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