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[bookmark: _Toc378600697][bookmark: _Toc389489622][bookmark: _Toc457560774]Purpose of this document
[bookmark: _Toc389489623]The purpose of this document is to provide participating organisations with a guide on how to enrol patients to access their records on the Care Information Exchange.
This document assumes that the CIE record creation has already been completed either manually or through system integration.

[bookmark: _Toc457560775][bookmark: _Toc389489624]Patient Enrolment
High level approach
When enrolling new patients to access their records on the Care Information Exchange the steps need to be completed:
1. Explain what CIE is for (using CIE sign-up script and supporting materials, see section 3 below)
2. Find patient on system
3. Check photo ID (see patient identity verification below)
4. Record patient consent
5. Record email address
6. Provide information sheets
The steps can be done all together by one person with the patient present. This has the advantage that the patient can enter their own email address and the activation email is generated immediately. The entire process takes under four minutes (depending on how many questions a patient has).
In the context of a short appointment or a busy waiting room four minutes may be considered too long. In this case there are some different ways to break up the process.
The explanation of what CIE is can be done by one person and the sign up by another. For example, a clinician might do the explanation and an administrative role might do the sign-up.  This has the advantage that the clinician is the best person to recommend CIE, and this will then save time for the administrative staff who can go straight into the system sign-up. The disadvantage is that both people need to be available to complete the process.
Another option is to separate out the steps that have to be done with the patient present from those that can be done later. Everything that is done on the system can be done later (find patient, recording consent, and adding email address). The other steps including taking note of consent need to be done with the patient present. This has the advantage of shortening the time needed in busy periods. The disadvantage is there is a greater chance of error (e.g. in noting and then entering email), or non-completion of the account setup.
A form being used at Imperial College Healthcare NHS Trust to capture patient information is included in the supporting materials section of this document below.
Patient identity verification
In order to verify that a person is the person they claim to be, the requirement is for patients to provide one of the following three forms of photo identification:
· Passport
· Driving licence
· Other photo ID accompanied by a clinic letter presented on a corresponding date and time


[bookmark: _Toc457560776]Sign up script and supporting materials
The following materials are examples currently in use at Imperial College Healthcare NHS Trust. These will require minor amendments for use by other organisations and services.
Sign-up script
Opening
1.	Introduction – Who we are? 
2.	Did you receive a text?
· Yes
· Still interested?  – go to Step 3
· Not interested? - ask patient if they would like to be removed from receiving future text reminders about CIE if Yes, make a note of this> hand list/note to Ali to add to the log> End
· No – go to Step 3
3.	CIE background/intro. (Who can access it? What it can do now and what it will be capable of doing in the future) 
4.	Would you like to sign up and have access to your own medical records? 
· Inform the patient that this will require giving the Rheumatology Team access to their ‘General Health’ records
· Inform patient that once they have activated their account they can modify sharing preferences and allow the Rheumatology Team to view other parts of their records e.g. ‘Social Care’, ‘Mental Health’ & ‘Sexual Health’ 
5.	You will need to have your own email personal address? ((Optional) Creating email account guide). 
Features: 
· Outpatients Appointments. 
· Inpatient Activity – ED & ward attendances. 
· Results – Viewing blood test and x-ray results. 
· Control the information that you share and whom you share it with.
Benefits:
· Peace of Mind – Give access to your record on the Care Information Exchange to any health or care professional that needs to see it. Instead of needing to explain history to each new health or care professional.
· Convenience – Manage your healthcare from the comfort of your own home.
Time-saving – Reduce the time you need to spend attending routine medical appointments that can be done more efficiently remotely or online. 
Close: 
7. Registration emails will be titled ‘Patient Know Best’ and can sometimes go to Junk / Spam.
Quick reference Guide


Patient hand-out materials


Patient sign-up form
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Quick Reference Guide

This guide is aimed to help clinical staff/patient sign-
up team sign patients up to their speciality team. You
will need to have a CIE professional role account to
do this. To access the Care Information Exchange

(CIE), launch the CIE application %€ and log into
your account.

Activating your CIE account

1. You will receive an email from CIE/PKB asking
you to register to CIE.
NB - check your Spam/Junk E-mail folder if the
email does not appear in your Inbox

2. When you register it will ask you for your address
and telephone number, please enter your work
address and telephone number.

Verifying Patient Identity

1. The identity of a patient needs to be verified
before they can be given access to their CIE
record.

2. The following are acceptable forms of ID:

e Passport

¢ Photo ID driving licence

e Other form of photo ID with appointment
letter

Privacy/Consent Tags

1. Patients can control the type of information
people they are sharing their record with can see

2. The four privacy/consent tags associated with a
patient’s record are (i) General Health, (ii) Social
Care, (iii) Mental Health, and (iv) Sexual Health

Patient Sign-Up

Patient Sign-Up

1. Enter patient's NHS number and or name in
relevant field(s)
2. Select Imperial College Healthcare NHS Trust
in the From field
3. Select Go
4. Patient found?
e Yes—gotoStep5
e No - Ask clinical team to make a
demographic update for relevant patient
in Cerner>go to Step 1
5. Ask for full access appears under patient’s
name?
e Yes—goto Step6
e No - select hyperlink on patient's name>
Go to Step 8
NB — if patient is already sharing their record
with your speciality team Ask for full access
does NOT appear below their name
6. Select Ask for full access
7. Complete permission screens: select Our team
already has permission [on the 1% permission
screen]> select My team is already treating this
patient (we already have explicit consent) [on
the 2" permission screen]> select level of access
(e.g. General Health, Social care)> select Next
8. Patient Summary page displayed
9. Does patient’s record include an email address?
e Yes—goto Step 10
e No-goto Step 11
10.Is patient’s email address correct?
e Yes-End
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e No - refer to ‘Edit Patient’'s Email
Address’ section
11.Does patient have an email address?
e Yes—goto Step 12
e No-goto Step 14
12.Select Edit at top right corner of screen
13.Select Add email> enter patient's email address>
select Save contact> End
14.Would patient like to have their carer
(friend/family) access their record on their behalf?
e Yes—goto Step 15
e No - inform patient that they will not be
able to access their record without an
email address> End
15.Select Sharing> select Friends/Family> select
Add carer> complete relevant sections of form>
select Invite> an invitation email is sent to the
carer’s email address
16.End

Edit Patient Demographics

1. To edit patient’s email address, see ‘Edit Patient’s
Email Address’ section

2. To update patient’'s demographics e.g. address,
telephone number etc. use Cerner or refer patient
to their clinical team

3. End

Edit Patient’s Email Address

1. Search for relevant patient (see ‘Patient Sign-Up’
section)

2. Select Edit next to relevant patient> select Add
email> enter patient’'s email address on Add
email page> select Save contact
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3. Remind the patient to: click on the email
received> change the radio button in Email
section of their CIE record to Main> enter their
password> select Save

4. End

Other CIE Features

1. Select the Help icon I:Ito access Help pages

2. Refer to the ‘CIE Patient Leaflet’ document for
patient FAQs, and other features patient may
wish to use

3. Link to the CIE website is:
https://www.careinformationexchange-nwl.nhs.uk/

Patient Sign-Up
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The Care Information Exchange

Building an online
record of your
health, for you and
those involved in
your care

LEARN MORE <

The goal of the Care Information Exchange is to make sure you receive the best care and to
help you feel more in control of managing your health. It will provide online access to health
records for you and the health and care professionals involved in your care.

What it means for you
The Care Information Exchange can help you:
e Manage your healthcare from the comfort of your
own home.
e Reduce the time you need to spend attending
routine medical appointments
e Give all the professionals involved in your care a
better, more rounded view of your medical history,
and improve your health as a result.

€ Journal

€ Test results

€ Appointments

€ Links and guides

B |

Getting started

If your professionals are using the Care Information Exchange, they may invite you to get
access. You will need to provide an email address and photographic ID such as a passport or
driving licence. Your email address will be your unique user name. We will use it to send you
your initial instructions for activating your account as well as notifications when there are
updates to your information. Once you have completed the registration, you will be able to
log in from the Care Information Exchange website from any computer or smartphone with
internet access.

Keeping your information secure

The Care Information Exchange is hosted within the NHS secure network. Your information
is encrypted so that only you and those people with consent to view the information can do
so. All health and care professionals have a duty to protect the confidentiality of patient and
service user information.

Opting out

We put information that we hold about you on the Care Information Exchange. This gives
the opportunity for other professionals involved in your care to see it and can help ensure
you get the best care and avoid unnecessary tests and treatment. If you do not want your
information to be shared, you can opt out by informing your healthcare professional or by
using the contacts form on the Care Information Exchange website.

www.careinformationexchange-nwl.nhs.uk o .
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How the Care Information Exchange works

Once you have access log on at www.careinformationexchange-nwl.nhs.uk. Here are some
of the features you can use:

e Alist of your A&E attendances or stays on our wards from April 2016 onwards.

e Your healthcare professionals may invite you to send and receive messages
from here.

Discussions >

e Blood tests and x-rays that we did for you from May 2016 onwards will be
visible under the laboratory and imaging tabs.

e You can also add a range of information about your health including

diagnoses, allergies, symptoms, and measurements such as pulse and blood

pressure.

Health

e Your health professional may provide a care plan with a record of your
treatment including your medications.

e Your health and care professionals may add links in your library to help and
advice materials. And you can add your own.

e Record the medications that you are taking.

Treatments

e Qutpatient clinic appointments which were booked from April 2016 onwards
will show in your diary automatically. You can also add other appointments
yourself.

e Thereis a journal for you to write down your thoughts and observations about
your health.

Diary

This is the place to add documents and images. For example, you can scan
letters and store them here.

e If you are using a personal healthcare or fitness tracker, you may be able to
upload data from it direct into your record.

Apps
e This is where you control who can see your record. You can invite health and

care professionals, carers, friends and family. And you can choose what type
of information they can see: general, social, mental or sexual.

[ ]
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1) The Care Information Exchange has been
funded by Imperial College Healthcare Charity.
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o AL KNOWBESTT - patients Know Best is the computer system at
the heart of the Care Information Exchange
For more information go to
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A Eose” www.careinformationexchange-nwl.nhs.uk
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                                   Care Information Exchange Sign Up Form

CIE is here to give you online access to your blood test and x-ray results.

Please fill in this form in BLOCK CAPITALS

		Name

		





		MRN/NHS Number

		





		Date Of Birth

		DD   /   MM  /  YYYY

		Post Code

		

		

		

		

		

		

		

		



		



		Do you give the <insert team name here> team permission to have access to your record?

		   Yes  

		   No   



		Please select the categories you would like to give access to. We recommend you to select all categories.

		



		     General Health

		

		

		    Social Care



		Most of your health record is general health and includes information that most health professionals will use to deliver care.

		

		

		Information about the care you receive from your local authority social care team, including disability funding. This is very useful in helping to manage home care services.



		



		     Mental Health

		

		

		    Sexual Health



		Information about mental health conditions, for example diagnoses of anxiety, depression or schizophrenia. It is very useful for your GP to see such information alongside your mental health team.

		

		

		Information about sexual health. This includes reproductive health and HIV



		



		Do you have an email address?

		   Yes  

		   No   



		Email Address

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		



		If NO, would you like your carer (friend/family) to have access to your records on your behalf?

		   Yes  

		   No   



		Please add carer’s (friend/family) details below

		



		Name of carer (friend/family)

		





		Carer’s email address

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



Please turn overleaf



		Please select ALL the categories you would like to give your carer (friend/family) access to. 

		



		     General Health

		

		

		    Social Care



		Most of your health record is general health and includes information that most health professionals will use to deliver care.

		

		

		Information about the care you receive from your local authority social care team, including disability funding. This is very useful in helping to manage home care services.



		

		

		

		



		     Mental Health

		

		

		    Sexual Health



		Information about mental health conditions, for example diagnoses of anxiety, depression or schizophrenia. It is very useful for your GP to see such information alongside your mental health team.

		

		

		Information about sexual health. This includes reproductive health and HIV



		



		

Please return the completed form to the reception desk and present PHOTO ID

Feel free to take a leaflet from the front desk for more information.



		















		For official use only



		Email address confirmed

		   Yes  

		   No  

		



		Type of Photo ID Provided

		 Passport

		 Driving Licence

		 Other + Clinic letter (please specify below)



		

		

		

		





		Verified by

		Name



		

		Date

		DD   /    MM   /   YYYY



		

		Signature
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