IM&T / THIS Summary Document during Covid-19

NEW: 15.05.2020

There have been a number of updates from IM&T and THIS, around remote working and accessing support which we have collated into this summary document.  Also, a reminder that staff are able to access support to work from home using their own laptops/PCs.

1. VDI Testing with S1 Clinical Systems

At present, VDI only gives access to shared drives / desktops and excludes the clinical system. 

If any practice would like to trial the VDI product with the Clinical system access (S1), please contact Lisa Hall/Ian Wightman.

1. Copy of email sent 3rd April 2020 in Key Messages

**Email sent on behalf of Ian Wightman**

Dear All

First of all thank you for your patience with the IT delivery of the new remote technologies; we recognise that this is extremely frustrating for clinicians and corporate staff alike.
It is immensely difficult to roll out new technologies correctly first time without testing and in such a short time. Often the dilemma is do you push out the technology without testing, knowing there will be issues or wait for a fully test version. Both ways cause frustration.

I would, before I proceed, like to thank the IT team and the whole team of our IT delivery partners the THIS for their extraordinary team effort in supporting these complex requirements to date in an incredible short space of time.

	Update - Remote access services 



1. Cisco ‘Any Connect’  for use on NHS /CCG supplied Laptops ONLY 

A new version and new network has been developed which users must update to – This new version can accommodate 2,500 concurrent users (a second new version is being built presently which will also accommodate a further 2,500 concurrent users. 

This solution will provide those with on NHS /CCG supplied Laptops a secure log-on and access to; emails, shared drive, the internet and clinical systems [with legitimate rights].

There are however, 3 main logistical aspects that are limiting its widespread uptake. In order to establish an upgrade on the laptop – the laptop must;
1. Be connected to the internet
1. Be connected to the existing ‘Any Connect’ service [We recognise this is challenging at present but it is the only way the software can be upgraded – please keep trying to log onto the existing ‘any connect’ until successful– [once logged on please stay on until a dialogue box appears]
1. A back office function [ by the THIS team]  requires completion before the upload can commence. The THIS team are vigorously uploading users profiles which is unfortunately a manual process  
Once the upload has occurred and the end user has followed the instruction guide attached they will be connected to the new solution and free up space for the next users to upgrade.
It is expected that over the course of this week all users will have had the ability to upgrade

1. RedCentric Remote Solution for use on home windows PC/Laptops ONLY it is not intended for users to have both the Any Connect and RedCentric solution – and is only provided to those without an NHS/CCG laptop.

This Solution provides access at home to the clinical IT systems 

There are however, 2 main logistical aspects that are limiting its widespread uptake
1. The end user requires a smartcard reader – Issue exist around the deployment of these which is being agreed and discussed with local sites to each CCG
1. The end user is required to download software from the internet onto their device (the clinical system and smartcard reader software, etc)
If you have any interest in taking up this solution please contact Ian Taylor (Ian.Taylor@this.nhs.uk), who will provide you with the details and requirements 

1. The VDI solution: This solution is only presently suitable for Corporate CCG staff as clinical systems cannot yet be accessed via this solution – although it is being worked upon.
Guidance details have been previously provided to staff 

	Update Other IT services 



1. Hardware The CCG/THIS have deployed in the last 2 weeks to GP practices
0. New Laptops –over 200 laptops 
0. Web cams = Over 400 
There are very limited numbers of both these items in stock and in the supply chain - we have ordered 875 more laptops, 300 keyboards, and seeking additional support from NHSE to source headsets, webcams, keyboard covers for Hot hubs and smart card readers.

1. Hot Hubs – over 11 ‘hot hubs’ across the CCGs have been established and set up in the last 7 days  

Other points 

The team has continued to support the practices with Guidance on S1 units - Online consultations, Video conferencing, National reporting requirements against COVID-19 (DQ team)
Transfer of clinical practice ownership, closing down of clinical sites and to a level the continuation of BAU IT provision.

The THIS service Desk and technicians 

The Service Desk:   have been working to ensure they can operate appropriately in this current climate. Please be mindful of this when calling.  Please only escalate any issues if they are of a critical basis.

Technicians on site:  All non-essential work will cease with immediate effect.  Our technicians will now only attend site for a high priority/ business critical basis.  From now on our primary basis for any fix will be via a remote method.  Please could we ask that all requests are filtered on this basis.  Again please only ask for an on-site attendance if it is business critical to patient care or your overall operation.

This is a challenging time for all with unprecedented IT requirements and at a time where all services have a resource and capacity reduction due to the current climate (IT included)

We thank you for your patience and strive to continue to provide you with a service.

Ian 
Ian Wightman
Head of IM&T
Calderdale CCG, Greater Huddersfield CC, North Kirklees CCG and Wakefield CCG
01484 464069 | 07720463018 | ian.wightman1@nhs.net
1. Supporting Documents

	Area
	Information
	Link/
Attachment

	GP Connect 
	GP Connect and CCAS has its own summary document – see links below

Slides from recent webinar 11.5.2020
	


	
	Recent email around the new draft guidance
	


	Laptops
	[bookmark: _GoBack]PCN Laptop Allocation and Distribution – email send out 16.4.2020 
	


	Microsoft Teams
	Crib Sheet
	


	
	Comms update and Guidance
	


	THIS
	Update on THIS IMT Support available
	


	
	Easter Availability
	


	
	Covid Priorities
	


	Remote Access Options
	Cisco Any Connect
	


	
	RedCentric Solution for use on home windows PC/Laptop

This Solution has provides access at home to the clinical IT systems 

	


	
	VPN – Update on new VPN Guidance was shared on 3rd April
	





1. GP Connect & CCAS

LINK to the GP Connect and CCAS Summary Document:

https://www.calderdaleccg.nhs.uk/summary-documents/ 
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COVID-19


Introduction Welcome 


The new COVID Clinical Assessment Service (CCAS) which has been setup to ensure that patients 


contacting NHS 111 and presenting with COVID-19 symptoms receive appropriate, fast and streamlined 


care.


This webinar will outline: 


• How CCAS will work


• The technical and operational processes GP practices need to implement to support CCAS


Dr Phil Koczan Michelle McDermott







• National policy 


• Regulations 


• Patient flow 


• From policy to practice 


• What practices need to do


• List options 


• List management in practice 


• Communications to patients 


• GP Connect


NHS 111, CCAS and GP Connect COVID-19


Content 







To ensure patient flows between services are as smooth as possible, and to take account of 


demand and system capacity, the following processes should be implemented –


COVID-19


National Policy 


Patients who contact NHS 111 by phone or online will be triaged for COVID-19 symptoms


Patients who receive a COVID-19 disposition will be:


• transferred as an urgent hospital admission (cohort 1 - severe symptoms)


• transferred for a clinical assessment to the COVID Clinical Assessment Service (CCAS)


(cohort 2 - significant symptoms)


• given self-care advice (cohort 3 - mild symptoms)


CCAS will triage the patients and direct the patient into the most appropriate care pathway


Patients with significant symptoms will be booked into the practices NHS 111 CCAS prioritisation list 


(nominal appointment list)


Clinically assessed patients with non-COVID symptoms may also be booked into this list


The practice must prioritise patients in their nominal appointment list based on the NHS 111 or CCAS 


assessment and arrange their ongoing management.


The nominal prioritisation list/slots must be regularly reviewed by the GP practice.



https://docs.google.com/document/d/1RtXyZNtEayMcGdFQQfTbRFYoAX90jWDZ/edit#heading=h.jh1cjuqnh10m





General advice for people who feel unwell:


• visit NHS 111 online 


• or ring NHS 111 


• be triaged into the appropriate stream. 


There will be a significant cohort of patients who are unwell and need to see a clinician, many of those 


patients will need to be referred to their GP. 


Previously, practices were required to make one appointment per 3,000 registered patients per day 


available for direct booking by NHS 111 this has been superseded. 


From 30 March 2020 until 30 June 2020 all practices in England must make 1 appointment per 500 


registered patients per day available for direct booking by NHS 111.


NHS 111 direct bookingCOVID-19


Regulations 
It is a key priority for management of the COVID-19 pandemic to establish an efficient triage 


system that is safe for patients and NHS workers. 







What is CCAS and patient flow COVID-19


Patient flow 
What is CCAS


The COVID Clinical Assessment Service (CCAS) is a remote telephone-based service staffed by clinicians.


• It does not offer face-to-face assessments


• It clinically assesses patients and determines the severity of their COVID-19 related symptoms


• The CCAS clinicians will have access to the patient’s GP record via the GP Connect HTML view or SCR.







• The 1:500 also includes the original 1:3000 NHS 111 directly bookable appointments


• Both non-COVID-19 clinically assessed referral and COVID-19 clinically assessed referrals will be added 


to the nominal prioritisation list


• Practices need to make sufficient number of appointments available to meet demand and initially this may 


be less than 1:500. 


There is a need to review and regularly adjust the number of appointments you make available


What practices need to doCOVID-19


From policy to 
practice


Patients will be transferred with a disposition from CCAS. Based on this disposition, GP practices will need to: 


• review the cases and prioritise the patients in order of clinical urgency – not based on the appointment time


• arrange ongoing management


To ensure that CCAS will work and patients are managed appropriately, each GP practice will need to: 


• Setup their clinical system, so that CCAS and NHS 111 providers can refer patients to them


• Implement new operational processes to ensure that once referred, patients are picked up and assessed







List options COVID-19


From policy to 
practice


Preferred option 


Expected to be used by the majority of 


practices, and involves the creation of a new 


‘NHS 111/CCAS prioritisation list’.


This list must be regularly checked and 


patients added to it, whether they are 


identified as COVID-19 or not, triaged and 


seen within an appropriate timescale.


Alternative option 


An alternative solution could be used by 


small or single-handed practices, for whom 


it would be difficult to maintain two lists and 


ensure that the NHS 111 and/or CCAS 


referrals are regularly checked.


However, it is imperative that these referrals 


are assessed when they arrive. System 


functionality will enable them to be flagged 


(possibly through colour coding) to make 


these more obvious.







Patients are advised that:


• Their GP practice will be notified


• The practice will contact them by phone 


or text


• They cannot be given a time for an 


appointment


• This is not a face to face appointment


NHS 111 and CCAS -


communication to patients


COVID-19


Communications to 
patients 







GP Connect for Appointment Management and Access Record functionality have been 
enabled centrally to support the NHS Response to COVID-19. Practices and Hubs will need 
to configure their appointments to be shared with NHS 111 and CCAS.


Clinical system instructions - EMIS Web and TPP SystmOne


Guidance on ‘Set up GP Connect in your GP practice clinical system’ is available here.


ODS code


To ensure that appointments will be available to national and local NHS 111 and CCAS, the ODS 
codes of all NHS 111 organisations should be added to your local booking rules and organisation 
groups.


The CCAS ODS Code is RYEA3. A full list of all NHS 111 ODS Codes can be found on the GP 
Connect website.


Enable and configure GP ConnectCOVID-19 


GP Connect 



https://digital.nhs.uk/services/gp-connect/set-up-gp-connect-in-your-gp-practice-clinical-system





COVID-19 


Summary


 1:500 replaces 1:300





Practices need to make sufficient number of 


appointments available to meet demand and 


initially this may be less than 1:500


 Setup your nominal prioritisation list/slots 



Regularly check your nominal prioritisation 


list/slots for new bookings





All NHS 111 (national and local) and CCAS 


will book into the nominal prioritisation 


list/slots; this is for both COVID-19 and non-


COVID-19 patients 


 Local variations can be agreed, e.g. Hubs


Guidance


Final draft guidance is available 


on FutureNHS in Digital Primary 


Care


Login to FutureNHS and click 


on this link


to access the guidance 


document



https://future.nhs.uk/DigitalPC/view?objectID=69839589





Contact emails:


• GP Connect – gpconnect@nhs.net


• Digital Primary Care – digitalprimarycareengland@nhsx.nhs.uk


Thank you for joining 


Next Webinar


Digital Primary Care: Direct booking into general practice from NHS 


111 and CCAS via GP Connect  


Overview and Q&A from previous webinar 


Tuesday 12 May 2020 17:00 – 18:00


Click here to book



mailto:gpconnect@nhs.net

mailto:digitalprimarycareengland@nhsx.nhs.uk

https://www.events.england.nhs.uk/events/digital-primary-care-direct-booking-into-general-practice-from-nhs-111-ccas-via-gp-connect
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GP Connect and CCAS Information for sharing with practices - NEW Draft Guidance

		From

		STANLEY, Tina (NHS CALDERDALE CCG)

		To

		CALDERDALE.TRANSFORMATION (NHS CALDERDALE CCG)

		Recipients

		calccg.calderdale.transformation@nhs.net



Please could the information below and the attached documents be shared with all practices in Calderdale, Greater Huddersfield, North Kirklees and Wakefield:



 



Summary Care Record additional information – SystmOne practices only



To allow the uploading of the additional summary care record information please could all SystmOne practices ensure that they have restarted their SystmOne gateway, and then preferably leave it running all of the time.



 



NHS111 and CCAS appointment booking updates



 



National guidance has been issued on how to make appointments available for NHS111 and Covid Clinical Assessment Service and this attached (please see Direct booking in primary care using NHS111 or CCAS via GP Connect).



 



Recent discussions with the 111 providers have resulted in an agreement that the 111 health advisors will no longer provide patients with a time for their appointment. Patients will be told that their GP practice will ring them back but not at a specific time, and the text message will reflect this. The introduction of this process change means that for practices who want to have one list for both the CCAS and NHS 111 appointments, this is now possible. Effectively both sets of appointments would be treated within the practice as a worklist and patients would be clinically reviewed and contact prioritised accordingly. 



Practices to date have been advised and talked through setting up two separate lists, but NHS Digital would be happy to speak to practices who want to change their setup to reflect one list.



 



1 appointment per 500 patients  



There has been some confusion around the 1 appointment per 500 patients but we can confirm that this target encompasses BOTH normal NHS 111 appointments and CCAS appointments. We were originally advising practices to make 20 appointments available for the CCAS but considering the low number of appointments that are currently being booked into GP practices from the CCAS it makes more sense to start off with a smaller number and flex the number of appointments across the two services as demand dictates. What is really key in making these appointments available is that they are spread throughout the day. Feedback from the NHS 111 providers indicates that appointments made available first thing in the day are rarely utilised. Appointments are more likely to be utilised if practices make them available mid to late morning and spread through the day.



 



National Data Sharing and NHS 111 sharing group



National data sharing has been invoked as part of the response to COVID-19. What this means is that all organisations that have an assured consumer solution (111, GP, CCAS etc…) can view patient records for any assured provider solution (GP) and where configured to do so could book into any appointment slots. 



Practically the 111 providers are supporting each other which may mean that one of your patients goes through to a 111 provider that is not your regular 111 provider. In this instance that 111 provider may need to book that patient into their registered practice. In which case the NHS 111 slots we’ve previously asked practices to configure will now need to incorporate ALL 111 providers to accommodate for the scenario outlined above. Please find attached the list of all 111 providers and how they are displayed in both TPP and EMIS and this information has been incorporated into the guidance.  



 



Telephone appointments



Although practices are aware that in the majority of cases all appointments are now telephone appointments it is key that when setting up both the CCAS and the NHS 111 appointments they tick the telephone options (SystmOne) or select the telephone option from the dropdown (EMIS Web). This information is pulled into the 111 provider system and clearly states to the health advisor that the appointment is a telephone appointment which reduces the likelihood that the patient will be told to attend the practice. 



 



If a practice does not configure for Telephone appointments then the call handler will see this screen, making it appear like a face to face appointment. 







 



Guidance



As simple as this sounds it is really important that practices follow each step in the configuration of their systems otherwise the appointments may not be visible to the intended organisations.



 



TPP SystmOne



 



Change in config screen



The configuration screen in TPP has altered slightly and now provides you with an option to associate an organisation with both the Rota Type but also the Slot Type. This was introduced to allow for the scenario where you may want more than one organisation to book into a Rota but you want to be able to restrict which slots they can book into. 



 



Telephone appointments



We are aware that practices have been instructed to make all appointments telephone or video consultation appointments. In order for this information to display in the NHS 111 or CCAS systems, we require the practices to go into their setup and select the relevant flags. 



 







 



EMIS Web



                              



Telephone appointments



We are aware that practices have been instructed to make all appointments telephone or video consultation appointments. In order for this information to display in the NHS 111 or CCAS systems, we require the practices to go into their setup and select slot Status Type as Telephone from the dropdown.



 







 



Configuration to limit organisations from seeing each other’s appointments



We have made aware of an option within EMIS Web which must be selected in order to restrict the session to the associated sharing group. This option is found on the Session Filters screen and next Type practices should select Reserve.



 



If the session is already active, you WILL have to delete the template and create a new one in order to apply the changes. Unfortunately going into an existing one and amending does not rectify this.



 



Many thanks



 



Melanie



 



Melanie Feeley (née Daly) | Senior Project Manager – IT



 



NHS Wakefield CCG | White Rose House | 1 West Parade | Wakefield | WF1 1LT



Telephone – 01924 317772



Mobile – 07970 834763



Email – melanie.feeley@nhs.net



 



Please note that Tuesday is my non working day
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1 Introduction 
GP practices have been instructed to allow patients to be directly booked from NHS 111 



and the COVID-19 Clinical Assessment Service (CCAS) to ensure that patients with 



COVID-19 symptoms receive appropriate, fast and streamlined care. 



This guidance has been developed to explain to GP practices, how GP Connect direct 



booking for CCAS will function, how it impacts on current NHS 111 direct booking 



arrangements, and how GP Practices can access to help with the configuration of GP 



Connect within their clinical system. 



GP Connect Appointment Management functionality is available for GP practices using 



EMIS Web and TPP SystmOne clinical systems. All GP clinical systems can make use 



of the GP Connect Access Record: HTML functionality to share their patient records. 



1.1 Contents 



Section 2 Context and policy 



Section 3 What CCAS is 



Section 4 How CCAS will work 



Section 5 Choosing the solution which will work best for your GP 
practice, configuring your clinical system and operational 
processes needed to support NHS 111 and CCAS direct 
bookings 



Section 6 Contacts 
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2 Context 



2.1 National policy 



During the current pandemic we need to expand booking capacity from NHS 111 into 



general practice to meet the needs of COVID-19 symptomatic patients alongside 



patients with non-COVID-19 conditions.   



It is a key priority for management of the COVID-19 pandemic to establish an efficient 



triage system that is safe for patients and NHS workers. General advice is that people 



who feel unwell should first visit NHS 111 online, or ring NHS 111 and from there they 



will be triaged into the appropriate stream.  



To ensure patient flows between services are as smooth as possible, and to take 



account of demand and system capacity, the following processes will be implemented: 



● Patients who contact NHS 111 by phone or online will be triaged for COVID-19 



symptoms 



● Patients who receive a COVID-19 disposition will be: 



a. transferred as an urgent hospital admission (cohort 1 - severe symptoms) 



b. transferred for a clinical assessment to the COVID-19 Clinical 



Assessment Service (CCAS) (cohort 2 - significant symptoms) 



c. given self-care advice (cohort 3 - mild symptoms) 



● CCAS will triage the patients and direct the patient into the most appropriate care 



pathway 



● Clinically assessed patients with significant symptoms will be booked into their 



practice’s NHS 111 CCAS prioritisation list (nominal appointment list) 



● Clinically assessed patients with non-COVID-19 symptoms may also be booked 



into this list 



● The practice must prioritise patients in their nominal appointment list based on 



the NHS 111 or CCAS assessment and arrange their ongoing management. The 



list should be regularly reviewed, and the appropriate care pathway determined. 
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2.2  GMS and PMS Regulations and APMS Directions 



The GMS and PMS Regulations, and APMS Directions, have been amended to 



formalise the arrangements announced in the NHS England Primary Care 



Preparedness letter of 19 March 2020 to free up capacity in general practice. The 



amended legislation is called the National Health Service (Amendments Relating to the 



Provision of Primary Care Services During a Pandemic etc.) Regulations 2020. The 



Regulations can be found here http://www.legislation.gov.uk/uksi/2020/351/made. 



Previously, practices were required to make one appointment per 3,000 registered 



patients per day available for direct booking by NHS 111.  



From 30 March 2020 until 30 June 2020 all practices in England must make 1 



appointment per 500 registered patients per day available for direct booking by NHS 



111.1 This supersedes the previous requirement and is not in addition. 



 



2.3  Policy into practice 



Whilst the GMS and PMS Regulations, and APMS Directions provide the legal basis to 



deal with extreme pressures on the system during the COVID-19 emergency, this 



guidance describes practical approaches to implementation of the direct booking 



requirements.  



It is recognised that demand for these appointments is likely to be low at first, however, 



we urge GP practices to act in line with the guidance set out in this document to ensure 



this functionality exists to help systems deal with any potential surges in demand.  



  



                                            
1 The amended Regulations give the Board and the Secretary of State the power to increase that 



number, in some cases extending to the whole appointments book. 
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3 What is CCAS 



The COVID-19 Clinical Assessment Service (CCAS) is a remote telephone-based 



service staffed by clinicians. 



● It does not offer face-to-face assessments.  



● It clinically assesses patients and determines the severity of their COVID-19 



related symptoms.  



● If GP Connect is used, the CCAS clinicians will have access to the patient’s GP 



record via the GP Connect Access Record: HTML. All GP Practices have been 



enabled to share their records in this way. 
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4 How CCAS will work 



4.1 Patient pathway 
 



 



4.2 Patient contacts NHS 111 



The patient is triaged to see if they have any COVID-19 symptoms. If they do, they are 



allocated into cohorts and provided with the most appropriate care and advice relevant 



to their symptoms. 



Cohort 1 Severe 



symptoms 



A patient with severe symptoms who requires urgent 



hospital admission. 



Cohort 2 Significant 



symptoms 



Patients displaying significant symptoms or patients 



displaying minor symptoms but also with an underlying 



condition or likely on the vulnerable patients list will 



require a primary care intervention. 



Cohort 3 Mild 



symptoms 



Patients with mild symptoms will be issued with self-care 



advice and safety netting advice to contact NHS 111 if 



symptoms worsen. 
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4.3 Cohort 2 - further clinical assessment required 



Patients showing significant COVID-19 symptoms will be transferred for a clinical 



assessment to the COVID Clinical Assessment Service (CCAS).  CCAS will 



determine whether the patient should be transferred to hospital, issued with self-care 



advice, or be transferred to general practice for care. 



4.4 Patients transferred to general practice 
For the patients who need to be transferred to general practice, the referral will be 



accompanied by a referral message which will contain information about the CCAS 



assessment. This will be sent via ITK, in the same way as NHS 111 currently send 



referrals and Post Event Messages to General Practice. See section 5.4 for local 



variations. 



4.4.1 Direct booking for registered patients - EMIS Web and TPP 
SystmOne 



• Patients showing significant symptoms will be transferred to general practice for 



further management 



• Patients will be directly booked into the appointment slots by CCAS. GP 



practices should then contact patients based on clinical urgency.  At the time of 



booking into the GP practice list, patients will be informed that their practice will 



contact them by phone or text, but not be provided with a time 



• If there are not any appointments available the practice will be contacted directly, 



see section 4.4.4 



4.4.2 What happens where direct bookings are not available? 



• This applies for practices using Vision and Microtest, and other practices that 



have not yet configured their appointments to be shared via GP Connect. 



• CCAS will either contact the GP practice and refer the patient to them or ask the 



patient to contact their own practice directly, using the same procedure as for 



non-COVID-19 referrals (see section 4.4.4) 



4.4.3 Non-registered patients 



• CCAS and NHS 111 providers cannot directly book patients who are not 



registered with the practice on to the practice’s prioritisation list.  



• For non-registered patients, CCAS will phone the practice nearest to where the 



patient is located at that time and arrange patient registration and care. 



• Practices should continue to register new patients, including those with no fixed 



address, asylum seekers and refugees.  
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• During the pandemic, GP registrations can be made by any means, including by 



post and digital options. A signed, scanned application or picture of a signed 



application emailed to the practice is acceptable. 



• Absence of photo identification or a fixed address is not a reason to refuse a 



patient registration. Homeless patients should be registered either at a c/o 



address where one is available (e.g. a shelter/support service) or the GP practice 



address. We can assure practices using the GP practice address as a c/o does 



not place responsibility on the practice to repatriate correspondence (e.g. 



hospital letters). Homeless patients should be encouraged to keep in contact with 



the practice at regular intervals where they have ongoing health and care 



(primary and secondary) requirements. 



4.4.4 What happens where there are not any available appointments? 



If there are no available appointments either because the GP practice has not 



made appointments available via GP Connect or the patient is not registered 



locally 



• CCAS will either ring the practice and make an appointment for the patient 



or instruct the patient to contact their practice directly 



• Once the appointment is confirmed, CCAS will send an ITK message to 



the GP practice containing the clinical assessment information 
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5 What GP practices will need to do 



Patients will be transferred with a disposition from CCAS. Based on this disposition, GP 



practices will need to  



● review the cases and prioritise the patients in order of clinical urgency – not 



based on the appointment time 



● arrange ongoing management 



 



Patients who are referred will have already been clinically assessed. 



The nominal prioritisation list/slots must be regularly reviewed by the GP 



practice. 



To ensure that CCAS will work and patients are managed appropriately, each GP 



practice will need to  



● Setup their clinical system, so that CCAS and NHS 111 providers can book into 



GP Connect slots to refer patients to them 



● Implement new operational processes to ensure that once referred, patients are 



picked up and assessed 



 



5.1 Working out your GP practice solution  



GP Connect supports NHS 111, CCAS and GP practices to ensure that patients are 



identified and treated.  It will be necessary for GP practices to adjust how they set up 



their appointments book and make available capacity for NHS 111 and CCAS to refer 



into. 



5.1.1 Nominal prioritisation list/slots 



All appointment lists are based on booking specific timeslots for patients to been seen, 



whether this is face-to-face, by phone, or using video consultation.  It was designed for 



standard care and not to meet the new care pathways of a pandemic. 



COVID-19 patients must be assessed based in clinical need.  



This causes a tension between the new clinical need and the available clinical system 



functionality.  The following solutions are imperfect best fits, but will ensure that 



patients, both COVID-19 and non-COVID-19, receive the care they need. 
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The operational process is as follows 



1. CCAS and NHS 111 will book a patient into the GP practice’s nominal 



prioritisation list/slot. This will be shown as a timed appointment. 



2. GP practice to review each referral based in clinical need.  The practice will need 



to ignore the time slot attributed to the appointment, and frequently review the 



nominal prioritisation list/slots, as they would do if a patient contacted the 



practice directly. They must 



a. Contact the patients in order of clinical priority. 



b. All patients must be contacted on the day they are referred. 



 



Each GP practice needs to select the most appropriate solution for them from the two 



options below and implement it. 



 



5.1.1.1 Option 1 - Create a separate COVID-19 nominal prioritisation 



list  



Create a new and separate NHS 111/CCAS nominal prioritisation list.  This list 



will contain slots for all NHS 111 and CCAS bookings. 



This option enables a practice to clearly see the new NHS 111 and CCAS direct 



bookings.  It can be implemented providing the GP practice can allocate a 



clinician to oversee this list and ensure that all referrals are picked up and 



processed. 



 



5.1.1.2 Option 2 - Add additional slots for COVID-19 prioritisation 



into the routine appointments list 



Add dedicated slots which both NHS 111 and CCAS direct bookings into your 



routine appointment list.  These will be for all referrals. 



These slots should be available until the end of each clinical session to ensure 



that they remain bookable for NHS 111 and CCAS.  These appointments should 



be checked regularly, ideally between each patient to ensure that new referrals 



are not missed. 



This solution may be preferable for small or single-hander practices, for whom it 



would be difficult to maintain and access two appointment schedules. Flagging or 



colour coding can be used to make these appointments stand-out. 
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5.1.2 Number of slots 



 



Increasing the number of appointment slots available at each GP practice for NHS 



111/CCAS referrals to 1 in 500, replaces and is not in addition to 1 in 3000 



appointments currently made available for NHS 111 referrals. 



GP practices are asked to make sufficient slots available for the CCAS team and 



NHS 111 providers to refer into.  Whilst demand remains low this could be fewer 



than 1/500. 



 



Calculating demand is complex as it will differ for each GP practice, due to its 



demographics and where it is on the ‘COVID-19 curve’. The number of available slots 



may need to be adjusted up or down to meet the number of referrals being made. 



Once the GP practice closes for the evening the next day’s nominal prioritisation 



list/slots should be opened and be available for NHS 111/CCAS to use out of hours. 



5.1.2.1 Calculating the sufficient number of slots 



• If practices are already using direct booking for 111, use these as the 



baseline and then add a couple of appointments to their existing 



allocation.  Assess this each day and adjust the number of appointments 



to keep ahead of the actual demand. 



• If you are not using direct booking, start with making available between 2 



and 6 appointment slots per session.  Assess this each day and adjust the 



number of appointments to keep ahead of the actual demand.  



5.2 Configuring GP Connect in your clinical systems 
GP Connect Access Record: HTML and Appointment Management have been enabled 



centrally to allow CCAS to operate the service. Local configuration of the appointment 



book must be completed by each practice to share slots via GP Connect. 



5.2.1 Clinical system instructions - EMIS Web and TPP SystmOne 



Guidance on how to configure your GP clinical system is available via the GP Connect 



Website ‘Set up GP Connect in your GP practice clinical system. 



5.2.1 Directory of Services (DOS) Configuration 



Ensure that your Local DOS Lead has checked your configuration on DOS so that NHS 



111 and CCAS are viewing up to date information. 
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5.3 Operational process management  



Management of COVID-19 patients transferred patients and the nominal appointments 



list 



 Action Summary Detail 



5.2.1 Patient 
assessment 



Assess patients in 



order of clinical 



urgency 



When a patient has been referred to the GP 



practice from CCAS, they will review these 



cases and contact patients in order of clinical 



urgency – not based on the appointment time. 



5.2.2 Patient care  Direct patient to 



appropriate care 



Transfer the patient to the appropriate COVID-



19 service, such as Hot Hub, secondary care, 



or home visit.  



Low risk patients told to self-isolate 



5.2.3 Patient 
contacts the 
practice 



Manage the 



patient do not 



refer to NHS 111 



If patients with COVID-19 symptoms contact 



their GP practice, either because they are 



unable to speak to NHS 111, or because they 



have been advised to do so by NHS 111, they 



should be assessed by the practice. 



5.4 Local variations 



This guidance has been written from a two-solutions-fits-all perspective, however local 



variations can be accommodated, providing that they meet the requirements in section 



2. 



Where there are locally commissioned services to support practices with the 



management of patients with COVID-19 symptoms (for example where local systems 



are working to pool clinical capacity across primary care) and the technical functionality 



exists to enable direct booking into these services, this can continue. This will be 



subject to local agreements. 



5.4.1 Local hubs 



Some localities have established hot hubs, where all patients registered with a specific 



group of practices will be referred to. 



To avoid possible delays in care, CCAS could refer directly into the local hub rather than 



to the patients registered GP practice, where this is technically possible and locally 



agreed. GP Connect can be configured in Hubs, please refer to the guidance in section 



5.2.  
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5.4.2 Out of hours  



During out of hours, the agreed NHS 111 processes should be followed, with Integrated 



Urgent Care (IUC) providers allowing direct bookings to be made. 



 



 



 



6 Contacts 



6.1 Technical and setup issues 
If you are experiencing technical issues, you should contact your system supplier 



helpdesk in the first instance. 



 



For GP Connect specific enquiries and assistance, please contact the team: 



GPConnect@nhs.net 
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			Site NACS


			Site Name


			Text shown in EMIS





			NTP


			CARE UK 


			CARE UK





			Y01897


			Derbyshire Health United (DHU)


			DHU HEALTH CARE CIC





			NQW


			DEVON DOCTORS LTD


			Devon Doctors Ltd





			GAR01


			Dorset Health 


			DORSET 111 CALL CENTRE (SENTINEL HOUSE)





			RX9


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST





			RYC


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST





			Y00415


			Herts Urgent Care (HUC)


			HERTS URGENT CARE W/H OOH





			NVE03


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 GREAT YARMOUTH & WAVENEY





			NVE01


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 KENT OOH





			NVE61


			INTEGRATED CARE 24 


			REED HOUSE





			R1F


			Isle of Wight


			Isle of Wight NHS Trust





			RRU


			London Ambulance Service (LAS)


			LONDON AMBULANCE SERVICE NHS TRUST





			NKB


			London Central & West (LCW)


			LCW Integrated Urgent Care





			RX6


			North East Ambulance Service (NEAS)


			NORTH EAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX7


			North West Ambulance Service (NWAS)


			NORTH WEST AMBULANCE SERVICE NHS TRUST





			RYE


			South Central Ambulance Service (SCAS)


			SOUTH CENTRAL AMBULANCE SERVICE NHS FOUNDATION TRUST





			RYD


			South East Coast Ambulance Service (SECAMB)


			SOUTH EAST COAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			NLO


			Vocare


			VOCARE





			RYA


			West Midlands Ambulance Service (WMAS)


			WEST MIDLANDS AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX8


			Yorkshire Ambulance Service (YAS)


			YORKSHIRE AMBULANCE SERVICE NHS TRUST













GP Connect Configuration Guide for EMIS 2 Sessions v10.1.docx

			


			








Configuring GP Connect Bookable Appointment Slots for CCAS and NHS 111 on EMIS – COVID-19





Practices are required to configure and release appointment slots to enable direct booking by NHS 111 and CCAS (Covid Clinical Assessment Service).  This requires a series of configuration changes in EMIS and should be undertaken as soon as possible to support effective working during the current COVID-19 pandemic.


The process of configuring these two different slot types on EMIS are similar, but with minor and important differences, so the instructions should be followed carefully to ensure correct set up and reduce any clinical risk.


If you have already set these appointment slots up by following other instruction guides, you should double check your configuration against this tested guide. You may need to delete the previous configuration for certain steps and follow the new guidance to ensure that they have been configured correctly and enable these appointments to be booked successfully via GP Connect.
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1. Introduction to the Covid Clinical Assessment Service (CCAS)


For patients presenting to 111 with COVID-19 symptoms, the national COVID Clinical Assessment Service (CCAS) require access to book patients into designated appointment slots, which will act as a worklist for practices. 


Patients booked into these ‘slots’ will be told that they will be contacted by their practice with information about the follow-up - they will not be given a specific appointment time.


GP contractual regulations have recently been amended to state that practices must make at least one appointment per 500 registered patients available for direct booking by NHS 111 and CCAS





2. GP Connect Configuration


EMIS should have already undertaken this step of configuration centrally on behalf of practices, but this should be checked to ensure it has been applied correctly.


· Click on the EMIS Ball [image: ]  select Configuration and then select Organisation Configuration.











· [image: ]Select from the navigation pane at the bottom left of the screen and then click on your organisation name to highlight it.





· Click on the Edit button on the ribbon.





· Click on GP Connect Configuration, as shown below and then tick ALL of the boxes as shown below also.


[image: ]





























· Click OK.   Restart EMIS to apply configuration changes.





3. Create Organisation Group for CCAS 


 	


· Click on the EMIS Ball [image: ] select Configuration and then select Organisation Configuration.








[image: ]


· Select from the navigation pane at the bottom left of the screen.





· Click on the Add button on the ribbon.
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· Add a suitable name into the ‘Organisation group name’ box.  


This should be:  yourpracticename_COVID-19





· [image: ]Click on the               button.





· [image: ]Type your GP practice ODS code (e.g. A82xxx) into the ‘Find organisation..’ box at the top of the window and then click on the          button.  Your practice name should then be displayed in the Organisation List box.  Double click on your practice name to add it to the ‘Selected Items’ box.





[image: ]





· [image: ]Next type RYEA3 (the ODS code for the ‘TRUST HQ’ (AKA the CCAS)) in the ‘Find organisation..’ box at the top of the window and then click on the button.  The corresponding organisation will then be displayed in the Organisation List box.
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Note:  We are aware that in some cases EMIS Web may return ‘SOUTH CENTRAL AMBULANCE SERVICE’ when the ‘RYEA3’ ODS code is entered.  This is a known issue nationally and is being investigated by EMIS.  This option has been tested and proven to work, therefore, please accept this option and continue the process.


· Double click on this organisation to add it to the ‘Selected Items’ box.  The window will then appear as below, with both organisations in the Selected Items box at the bottom.
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· Click on OK.





· The Add Organisation Group window should then appear as below:


[image: ]





· Click on OK to create the group.





· The Organisation Group will then appear as below:
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· You now need to ensure that the Organisation Group has been ‘subscribed’ for this new Organisation Group (this may have been done automatically, but you should check).   To do this, click on the [yourpracticename_COVID-19] group under the ‘Organisation Groups’ list at the left of the screen to highlight it, as shown below:





[image: ]
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· Click on the Subscribe Organisation Group        button on the ribbon.


[image: ]


· The button will then change to ‘Unsubscribe Organisation Group’    as shown below, indicating that the group is now subscribed.





[image: ]





4. Create Organisation Group for NHS 111


	


Note:  This section is a repeat of the previous section, but creating an Organisation Group for NHS 111 (i.e. NWAS) and thus adding alternative organisation details.





· Still in Organisation Groups, click on the Add button on the ribbon.


[image: ]























· Add a suitable name into the ‘Organisation group name’ box.  


This should be:  NWAS 111 - yourpracticename





· [image: ]Click on the               button.





· [image: ]Type your GP practice ODS code (e.g. A82xxx) in the ‘Find organisation..’ box at the top of the window and then click on the          button.  Your practice name should then be displayed in the Organisation List box.  Double click on your practice name to add it to the ‘Selected Items’ box.





[image: ]





· [image: ]Next type RX7 in the ‘Find organisation.’ box at the top of the window and then click on the button.  NORTH WEST AMBULANCE SERVICE will then be displayed in the Organisation List box.
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· Double click on this organisation to add it to the ‘Selected Items’ box.  The window will then appear as below.  


[image: ]








Repeat this process to add ALL NHS 111 providers as listed in Appendix A (This needs to be done as any NHS 111 could pick up a call from any where in the country if your local provider is unavailable and needs to be able to book appointments into any practice)





· Click on OK.





· The Add Organisation Group window should then appear as below:





[image: ]





· Click on OK to create the group.





· The Organisation Group will then appear as below:





[image: ]





· You now need to ensure that the Organisation Group has been ‘subscribed’ for this new Organisation Group (this may have been done automatically, but you should check).   To do this, click on the [NWAS 111 -  yourpracticename] group under the ‘Organisation Groups’ list at the left of the screen to highlight it, as shown below:





[image: ]
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· Click on the Subscribe Organisation Group        button on the ribbon.


[image: ]


· The button will then change to ‘Unsubscribe Organisation Group’    as shown overleaf, indicating that the group is now subscribed.
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5. [bookmark: _Toc37238939]Create New Clinician to Assign CCAS Appointments to


As CCAS appointment slots are intended as a ‘worklist’ of patients for practices to contact rather than designated appointment slots, a ‘dummy’ GP needs to be created to assign these slots to.  Also, this clinician name is visible to CCAS on booking, and so it is recommended that this is set up as Dr CCAS COVID to ensure clarity and implement a check for 111/CCAS when booking appointments.


This new clinician needs to have a specific role and access applied to their user account, otherwise they will not be able to have GP Connect Bookable appointments assigned to them (the ‘Select all’ button may not be available (page 13).  The key requirements are as follows:


· Appointment session holder


· Consulter 


· [image: ]Job category is recommended as ‘General Medical Practitioner’.  However, EMIS have advised that any of the following are also acceptable:























[image: ]


· To set up this new clinician for CCAS appointments, still in Organisation Configuration, select from the navigation pane at the bottom left of the screen.





· Click on the Add button on the ribbon and then select Add New User from the list of options displayed.





· Complete the User details and Role tabs as follows:








[image: ]User details:  
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Role:  















































· Once complete, click on OK.


6. Create Slot Type for GP Connect Bookable Appointments





You now need to create a new ‘GP Connect Bookable Telephone’ slot type for use for both CCAS and NHS 111 sessions.  


· Click on the EMIS Ball  [image: ]   and then select Appointments.


[image: ]


· Click on the Appts Config button on the ribbon. 








· Select Slot Types from the Organisation Options at the left of the screen and then click on the Add button.  





 [image: ]























· Create a new slot type as shown below:   





Name:  		GP Connect Bookable Telephone


[image: ]Status Type:  	Telephone
































· [image: ]Click on the button.





· [image: ][image: ]Type ‘globe’ into the search bar and click to easily locate the         icon, as shown overleaf:
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· Click on the Globe to select it and then click on OK.





· The Slot Type Details will then show as below:


[image: ]





























· Click on OK.








7. [bookmark: _Toc37238940]Create CCAS Specific Sessions


! IMPORTANT – If a CCAS session has already been set up based on alternative earlier instructions (regardless of source), due to issues with earlier instructions resulting in CCAS appointments not operating correctly, the session you have already set up should be deleted and a new one set up and applied based on these tested instructions. 


· Click on the EMIS Ball  [image: ]   and then select Appointments.


[image: ]


· Click on the button on the top ribbon and create a session as below:





Session Name: 	CCAS COVID-19


Session Type: 		Timed appointments 


Start Date: 		Today’s date, 


from: Beginning of worklist time, to: End of worklist – (slots should be added later in the day so that they are viewable to the organisations)


Slot Duration: 		20 minutes			


Session Category: 	Default Non-List Category


[image: ]























· You must add a Session Holder next by clicking on the ribbon below:


[image: ]








· Click Add at the bottom of the screen and select Dr CCAS COVID by browsing the user hierarchies or using the search function.  Note: This is the dummy clinician set up in section 6.  
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· Double-click on Dr CCAS COVID to add to the bottom of the window and then click on the Add button, as shown above.





· [image: ]Click on the button at the top of the window, as shown below:


[image: ]














· You now need to make all slots GP Connect Bookable.  The options to do this can vary, depending on your current version of EMIS.   





· EITHER click on the Set all button as shown below:


[image: ]





























· OR select Yes from the ‘All slots GP Connect Bookable’ dropdown list as shown below:


[image: ]


Yes











· [image: ]The appointment slots will now have a globe icon displayed next to them, illustrating that they are GP Connect Bookable Appointments, as shown below:
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· Highlight ALL appointments in the list, right-click and select Slot Properties, as shown overleaf:


[image: ]


· Set the Slot Properties as follows:





Slot Type:		GP Connect Bookable Telephone 


Embargo:		(leave blank)


Externally Bookable:	No


GP Connect Bookable:	
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· Click Apply and Close.


[image: ]


· Click on the                      button and create a filter as follows:





[image: ]Filter Type: 	Organisation Group


Name: 	Select the session name created, e.g. yourpracticename_COVID-19, using  


Number of Slots: Input the TOTAL Number of slots created for the session (this can be found at the top of the Pop-Up as identified below, and is recommended to be 20)


Kind: 	Reserve


[image: ]





· Click OK.


[image: ]


· Click on the button at the bottom of the window. 





· Click OK when prompted to Save As ‘CCAS COVID-19’.
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· You now need to apply the template for the foreseeable future.   This can be done at this stage.  To do this, click on the Define button, as shown below:





[image: ]











· Complete the Recurrence window as shown below:





· Select Daily and Every weekday.





· Select End by and add a suitable future date.
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· Click on OK.





Note: The CCAS unit will only be able to book into the Appointments Session that have been created as per the instructions above.  Patients booked into these ‘slots’ will be told that they will be contacted by their practice with information about the follow-up - they will not be given a specific appointment time.





8. Create NHS 111 Specific Sessions and Appointment Slots





Practices may choose to apply NHS 111 appointments in different ways.  Session templates can be created and applied, or individual appointment slots within existing sessions can be edited to make them GP Connect Bookable.  This section explains both ways as it is a practice decision how this is implemented.





Note: You are required to make available 1 slot per 500 patients per day.  You will need to calculate the amount you need to make available and set the time slots accordingly.  It is recommended that appointment slots for 111 are entered near the end of a session, thus allowing you to reclaim the slot/s 90 minutes before, if they have not been used.   








9.1 Create NHS 111 Specific Session/s





Depending on the size of your practice and number of sites, you may need to create multiple sessions for NHS 111 appointments.  This section explains how to set up a single session, but adjustments can be made accordingly where multiple sessions are required (e.g. Session name).





· [image: ]Still in Appointments, click on the button on the top ribbon and create a session as below:


Note: The following session settings are for a practice population of 4000, where 8 slots are being made available*





Session Name: 	NHS 111 - Telephone


Session Type: 		Timed appointments 


Start Date: 		Today’s date, from: 16:00, to: 18:00    * to create 8 slots


Slot Duration: 		15 minutes                                                 * to create 8 slots


Session Category: 	Default Non-List Category
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· You must add a Session Holder next by clicking on the ribbon below:


[image: ]








· Click Add at the bottom of the screen and select your required clinician/s by browsing the user 


      hierarchies or using the search function.





· Double-click to add your required clinician/s to the Selected Items section at the bottom of the window. When your selections are complete, click on the Add button, as shown above.





· [image: ]Click on the button at the top of the window, as shown below:





[image: ]














· You now need to make all slots GP Connect Bookable.  The options to do this can vary, depending on your current version of EMIS.   





· EITHER click on the Set all button as shown below:


[image: ]
































· OR select Yes from the ‘All slots GP Connect Bookable’ dropdown list as shown below:


[image: ]


Yes











· [image: ]The appointment slots will now have a globe icon displayed next to them, illustrating that they are GP Connect Bookable Appointments, as shown below:
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· Highlight ALL appointments in the list, right-click and select Slot Properties, as shown below:


[image: ]





· Set the Slot Properties as follows:





Slot Type:		GP Connect Bookable Telephone 


Embargo:		(leave blank)


Externally Bookable:	No


GP Connect Bookable:	


[image: ]





























· Click Apply and Close.


[image: ]


· Click on the                      button and create a filter as follows (and overleaf):





[image: ]Filter Type: 	Organisation Group


Name: 	Select the session name created, e.g. NHS 111 - yourpracticename, using  


Number of Slots: Input the TOTAL Number of slots created for the session (this can be found at the top of the Pop-Up as identified below, and should be 1 per 500 registered patients)


Kind: 	Reserve


[image: ]








· Click OK.


[image: ]


· Click on the button at the bottom of the window.





· Click OK when prompted to Save As ‘NHS 111 - Telephone’.
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· You now need to apply the template for the foreseeable future.   This can be done at this stage.  To do this, click on the Define button, as shown below:





[image: ]

















· Complete the Recurrence window as shown below:





· Select Daily and Every weekday.





· Select End by and add a suitable future date.
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· Click on OK.








9.2   Edit Appointment Slots within Existing Sessions for NHS 111





Individual appointment slots or sessions can be edited to change them to GP Connect Bookable slots for NHS 111.  Practices may choose this approach to set up and maintain their NHS 111 appointment slots.





· In Appointments, navigate to the appointment slot/s you want to edit.  Click on the required slots/s to highlight them (multiple can be selected if required).  





· Right-click and select Slot Properties from the list of options displayed.





· To change the slot/s to GP Connect Bookable, edit the slot properties as follows and shown overleaf:





Slot Type:		GP Connect Bookable Telephone





GP Connect Bookable:	





[image: ]








· Click on OK.





· You now need to edit the session properties to apply a filter to the appointment slots to restrict GP Connect booking by 111 only (otherwise these slots will also be available for CCAS booking).





· Right-click on the appointment session header, and select Session properties from the list of options displayed, as shown below:











[image: ]














[image: ]


· Click on the                     button as shown overleaf:





[image: ]








· Create a filter as below:





[image: ]Filter Type: 		Organisation Group


Name: 			NHS 111 – yourpracticename    (use                to find this)


Number of Slots: 	Enter the number of GP Connect Bookable slots now included in the 


Session.  Note: This can be found at the top of the filter box – the example below shows 3 


Kind: 			Reserve





[image: ]








Note:  It is important that the number of slots included in the filter exactly matches the number of GP Connect Bookable slots in the session list, otherwise this will affect what appointments can be viewed by 111.  Whenever existing appointment slots are edited to add/remove GP Connect Bookable status, both the slot properties and session properties need to be edited.





· Click on OK.








Appendix A





			Site NACS


			Site Name


			Text shown in EMIS





			NTP


			CARE UK 


			CARE UK





			Y01897


			Derbyshire Health United (DHU)


			DHU HEALTH CARE CIC





			NQW


			DEVON DOCTORS LTD


			Devon Doctors Ltd





			GAR01


			Dorset Health 


			DORSET 111 CALL CENTRE (SENTINEL HOUSE)





			RX9


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST





			RYC


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST





			Y00415


			Herts Urgent Care (HUC)


			HERTS URGENT CARE W/H OOH





			NVE03


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 GREAT YARMOUTH & WAVENEY





			NVE01


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 KENT OOH





			NVE61


			INTEGRATED CARE 24 


			REED HOUSE





			R1F


			Isle of Wight


			Isle of Wight NHS Trust





			RRU


			London Ambulance Service (LAS)


			LONDON AMBULANCE SERVICE NHS TRUST





			NKB


			London Central & West (LCW)


			LCW Integrated Urgent Care





			RX6


			North East Ambulance Service (NEAS)


			NORTH EAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX7


			North West Ambulance Service (NWAS)


			NORTH WEST AMBULANCE SERVICE NHS TRUST





			RYE


			South Central Ambulance Service (SCAS)


			SOUTH CENTRAL AMBULANCE SERVICE NHS FOUNDATION TRUST





			RYD


			South East Coast Ambulance Service (SECAMB)


			SOUTH EAST COAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			NLO


			Vocare


			VOCARE





			RYA


			West Midlands Ambulance Service (WMAS)


			WEST MIDLANDS AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX8


			Yorkshire Ambulance Service (YAS)


			YORKSHIRE AMBULANCE SERVICE NHS TRUST
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Configuring GP Connect Bookable Appointment Slots for CCAS and NHS 111 in one session in EMIS 


Practices are required to configure and release appointment slots to enable direct booking by NHS 111 and CCAS (Covid Clinical Assessment Service).  This requires a series of configuration changes in EMIS and should be undertaken as soon as possible to support effective working during the current COVID-19 pandemic.


If you have already set these appointment slots up by following other instruction guides, you should double check your configuration against this tested guide. You may need to delete the previous configuration for certain steps and follow the new guidance to ensure that they have been configured correctly and enable these appointments to be booked successfully via GP Connect.





Contents:


1. GP Connect Configuration…………………………………………………………………………………….	  2


2. Create Organisation Group for CCAS and all NHS 111 Providers.…………………………….   2


3. Create New Clinician to Assign Appointments to……..……………………………..…………….	  5


4. Create Slot Type for GP Connect Bookable Appointments…………………………………….	  7


5. Create Specific Sessions………………………………………………………………………………………..	  8









1. GP Connect Configuration


EMIS should have already undertaken this step of configuration centrally on behalf of practices, but this should be checked to ensure it has been applied correctly.


· Click on the EMIS Ball [image: ]  select Configuration and then select Organisation Configuration.











· [image: ]Select from the navigation pane at the bottom left of the screen and then click on your organisation name to highlight it.





· Click on the Edit button on the ribbon.





· Click on GP Connect Configuration, as shown below and then tick ALL of the boxes as shown below also.


[image: ]





























· Click OK.   Restart EMIS to apply configuration changes.





2. Create Organisation Group for CCAS and all NHS 111 providers


 	


· Click on the EMIS Ball [image: ] select Configuration and then select Organisation Configuration.








[image: ]


· Select from the navigation pane at the bottom left of the screen.





· Click on the Add button on the ribbon.


[image: ]























· Add a suitable name into the ‘Organisation group name’ box.  


This should be:  yourpracticename_COVID-19 and NHS 111


· [image: ]Type your GP practice ODS code (e.g. A82xxx) into the ‘Find organisation..’ box at the top of the window and then click on the                    button.


·  Your practice name should then be displayed in the Organisation List box.  Double click on your practice name to add it to the ‘Selected Items’ box.





[image: ]





· [image: ]Next type RYEA3 (the ODS code for the ‘TRUST HQ’ (AKA the CCAS)) in the ‘Find organisation..’ box at the top of the window and then click on the button.  The corresponding organisation will then be displayed in the Organisation List box.


[image: ]




















Note:  We are aware that in some cases EMIS Web may return ‘SOUTH CENTRAL AMBULANCE SERVICE’ when the ‘RYEA3’ ODS code is entered.  This is a known issue nationally and is being investigated by EMIS.  This option has been tested and proven to work, therefore, please accept this option and continue the process.


· Double click on this organisation to add it to the ‘Selected Items’ box.  The window will then appear as below, with both organisations in the Selected Items box at the bottom.





[image: ]





· Click on OK.





· The Add Organisation Group window should then appear as below:


[image: ]





· [image: ]Click on the               button.





· [image: ]Next type RX7 in the ‘Find organisation.’ box at the top of the window and then click on the button.  NORTH WEST AMBULANCE SERVICE will then be displayed in the Organisation List box.


[image: ]




















· Double click on this organisation to add it to the ‘Selected Items’ box.  The window will then appear as below.  


Repeat this process to add ALL NHS 111 providers as listed in Appendix A (This needs to be done as any NHS 111 could pick up a call from any where in the country if your local provider is unavailable and needs to be able to book appointments into any practice)





· Click on OK to create the group.





· You now need to ensure that the Organisation Group has been ‘subscribed’ for this new Organisation Group (this may have been done automatically, but you should check).   To do this, click on the [yourpracticename_COVID-19 and NHS 111] group under the ‘Organisation Groups’ list at the left of the screen to highlight it, as shown below:





[image: ]


[image: ]


· Click on the Subscribe Organisation Group        button on the ribbon.


[image: ]


· The button will then change to ‘Unsubscribe Organisation Group’    as shown below, indicating that the group is now subscribed.


[image: ]




















[bookmark: _Toc37238939]3.	Create New Clinician to Assign Appointments to


As CCAS and NHS 111 appointment slots are intended as a ‘worklist’ of patients for practices to contact rather than designated appointment slots, a ‘dummy’ GP needs to be created to assign these slots to.  Also, this clinician name is visible to CCAS on booking, and so it is recommended that this is set up as Dr CCAS 111 to ensure clarity and implement a check for 111/CCAS when booking appointments.


This new clinician needs to have a specific role and access applied to their user account, otherwise they will not be able to have GP Connect Bookable appointments assigned to them (the ‘Select all’ button may not be available (page 13).  The key requirements are as follows:


· Appointment session holder


· Consulter 


· [image: ]Job category is recommended as ‘General Medical Practitioner’.  However, EMIS have advised that any of the following are also acceptable:























[image: ]


· To set up this new clinician for appointments, still in Organisation Configuration, select from the navigation pane at the bottom left of the screen.





· Click on the Add button on the ribbon and then select Add New User from the list of options displayed.





· Complete the User details and Role tabs as follows:








[image: ]User details:  














111


NHS











NHS111














[image: ]


Role:  















































· Once complete, click on OK.





4. Create Slot Type for GP Connect Bookable Appointments





You now need to create a new ‘GP Connect Bookable Telephone’ slot type for use by both CCAS and NHS 111.  


· Click on the EMIS Ball  [image: ]   and then select Appointments.


[image: ]


· Click on the Appts Config button on the ribbon. 








· Select Slot Types from the Organisation Options at the left of the screen and then click on the Add button.  





 [image: ]























· Create a new slot type as shown below:   





Name:  		GP Connect Bookable Telephone


[image: ]Status Type:  	Telephone
































· [image: ]Click on the button.





· [image: ][image: ]Type ‘globe’ into the search bar and click to easily locate the         icon, as shown overleaf:





[image: ]




















· Click on the Globe to select it and then click on OK.





· The Slot Type Details will then show as below:


[image: ]





























· Click on OK.








5. [bookmark: _Toc37238940]Create Specific Sessions


! IMPORTANT – If a CCAS and/or NHS 111 session has already been set up based on alternative earlier instructions (regardless of source), due to issues with earlier instructions resulting in CCAS appointments not operating correctly, the session you have already set up should be deleted and a new one set up and applied based on these tested instructions. 


· Click on the EMIS Ball  [image: ]   and then select Appointments.


[image: ]


· Click on the button on the top ribbon and create a session as below:





Session Name: 	CCAS COVID-19 and NHS 111


Session Type: 		Timed appointments 


Start Date: 		Today’s date, 


from: Beginning of worklist time, to: End of worklist – (slots should be added later in the day so that they are viewable to the organisations)


Slot Duration: 		30 minutes


Session Category: 	Default Non-List Category





· You must add a Session Holder next by clicking on the ribbon below:


[image: ]








· Click Add at the bottom of the screen and select Dr NHS 111 by browsing the user hierarchies or using the search function.  Note: This is the dummy clinician set up previously.  





· Double-click on Dr NHS 111 to add to the bottom of the window and then click on the Add button, as shown above.





· [image: ]Click on the button at the top of the window, as shown below:


[image: ]














· You now need to make all slots GP Connect Bookable.  The options to do this can vary, depending on your current version of EMIS.   





· EITHER click on the Set all button as shown below:


[image: ]





























· OR select Yes from the ‘All slots GP Connect Bookable’ dropdown list as shown below:


[image: ]


Yes











· [image: ]The appointment slots will now have a globe icon displayed next to them, illustrating that they are GP Connect Bookable Appointments, as shown below:


[image: ]









































· Highlight ALL appointments in the list, right-click and select Slot Properties, as shown overleaf:


[image: ]


· Set the Slot Properties as follows:





Slot Type:		GP Connect Bookable Telephone 


Embargo:		(leave blank)


Externally Bookable:	No


GP Connect Bookable:	


[image: ]





























· Click Apply and Close.


[image: ]


· Click on the                      button and create a filter as follows:





[image: ]Filter Type: 	Organisation Group


Name: Select the session name created, e.g. yourpracticename_COVID-19 &111, using  


Number of Slots: Input the TOTAL Number of slots created for the session (this can be found at the top of the Pop-Up as identified below, and is recommended to be 20)


Kind: 	Reserve


[image: ]























· Click OK.


[image: ]


· Click on the button at the bottom of the window. 





· Click OK when prompted to Save As ‘CCAS and NHS 111’


[image: ]





CCAS and NHS 111














· You now need to apply the template for the foreseeable future.   This can be done at this stage.  To do this, click on the Define button, as shown below:


[image: ]


 






























































· Complete the Recurrence window as shown below:





· Select Daily and Every weekday.





· Select End by and add a suitable future date.


[image: ]









































· Click on OK.






Appendix A





			Site NACS


			Site Name


			Text shown in EMIS





			NTP


			CARE UK 


			CARE UK





			Y01897


			Derbyshire Health United (DHU)


			DHU HEALTH CARE CIC





			NQW


			DEVON DOCTORS LTD


			Devon Doctors Ltd





			GAR01


			Dorset Health 


			DORSET 111 CALL CENTRE (SENTINEL HOUSE)





			RX9


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST


			EAST MIDLANDS AMBULANCE SERVICE NHS TRUST





			RYC


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST


			EAST OF ENGLAND AMBULANCE SERVICE NHS TRUST





			Y00415


			Herts Urgent Care (HUC)


			HERTS URGENT CARE W/H OOH





			NVE03


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 GREAT YARMOUTH & WAVENEY





			NVE01


			INTEGRATED CARE 24 


			INTEGRATED CARE 24 KENT OOH





			NVE61


			INTEGRATED CARE 24 


			REED HOUSE





			R1F


			Isle of Wight


			Isle of Wight NHS Trust





			RRU


			London Ambulance Service (LAS)


			LONDON AMBULANCE SERVICE NHS TRUST





			NKB


			London Central & West (LCW)


			LCW Integrated Urgent Care





			RX6


			North East Ambulance Service (NEAS)


			NORTH EAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX7


			North West Ambulance Service (NWAS)


			NORTH WEST AMBULANCE SERVICE NHS TRUST





			RYE


			South Central Ambulance Service (SCAS)


			SOUTH CENTRAL AMBULANCE SERVICE NHS FOUNDATION TRUST





			RYD


			South East Coast Ambulance Service (SECAMB)


			SOUTH EAST COAST AMBULANCE SERVICE NHS FOUNDATION TRUST





			NLO


			Vocare


			VOCARE





			RYA


			West Midlands Ambulance Service (WMAS)


			WEST MIDLANDS AMBULANCE SERVICE NHS FOUNDATION TRUST





			RX8


			Yorkshire Ambulance Service (YAS)


			YORKSHIRE AMBULANCE SERVICE NHS TRUST
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FW: PCN laptop allocation and distribution 

		From

		VARLEY, Debra (NHS CALDERDALE CCG)

		To

		CALDERDALE.TRANSFORMATION (NHS CALDERDALE CCG)

		Cc

		BOWNAS, Emma (NHS CALDERDALE CCG)

		Recipients

		calccg.calderdale.transformation@nhs.net; emma.bownas@nhs.net



Sent 



 



From: CALDERDALE.TRANSFORMATION (NHS CALDERDALE CCG) 
Sent: 16 April 2020 13:35
To: calderdalegpspracticemanagers
Subject: PCN laptop allocation and distribution 



 



Dear All 



 



You’ll all be aware that laptops are in very short supply nationally, however with the help of NHSE we have now received a first allocation to the CCG of laptops. Whilst we have asked for further stocks from NHS E and have outstanding orders with suppliers we do not yet have a delivery date. 



 



We have allocated a share of the total number to each PCN based on patient population ( see below allocation Fig2)



 



Some of the laptops do not have in built smartcard readers, therefore we need to understand if the practice has an available smartcard reader[S] or if this is required 



 



Please find below plan for laptop distribution plan and numbers [ we currently have in stock] 



The plan is to appropriately distribute all laptops to PCNs for their allocation to practices 



 



The laptops have been allocated to each PCN on a capitation basis and the PCNs can then allocate appropriately to their needs.



 



The process for this will be 



1.       PCNs advised of their allocation



2.       They assess the requirement across their practices/PCN



3.       Complete the form fig1 below and return to Ian.wightman1@nhs.net - Could you please provide the following information for each laptop requested from your allocation



4.       Ian will arrange the build of the laptops via THIS and then delivered to an identified single central collection point in each PCN where the laptops can be delivered,  collected and initially logon by individual staff who are to receive them.



 



FIG1 



Laptop Request



Details



Practice



 



 



User Name(s) 



 



 



Email address(es)



 



 



Telephone contact 



 



 



What clinical system(s)required 



 



 



Smart card reader required



 



 



 



 



FIG 2 



Calderdale 



 



 



 



 



 



PCN



Practices 



Capitation 



Estimated   for April’2020



%



Laptops /PCN 



Upper Calder Valley



Calder



2500



34922



	 



	Hebden Bridge



18796



16



8



	Todmorden Grp Practice



13626



	 



					 



Lower Valley



Church lane



11660



44940



	 



	Longroyde



4472



	 



	Northolme



15509



20



10



	Rastrick



4771



	 



	Rydings Hall



8528



	 



					 



Calder & Ryburn



Bankfield



10200



42125



	 



	Brig Royd



10609



19



10



	Stainland Road



11226



	 



	Station Road



10090



	 



					 



North Halifax



Beechwood



8996



45442



	 



	Caritas



8953



	 



	Keighley Road



10409



21



10



	Lister Lane  



8409



	 



	Plane Trees



8675



	 



					 



Central Halifax



Boulevard



14814



52579



	 



	King Cross



8337



	 



	Rosegarth



10520



24



12



 



Spring Hall



18908



 



 



 



 



Ian 



Ian Wightman



Head of IM&T



Calderdale CCG, Greater Huddersfield CC, North Kirklees CCG  and Wakefield CCG



01484 464069 



07720463018



ian.wightman1@nhs.net
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MS Teams Crib Sheet MF.PDF


If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


Microsoft (MS) Teams Basics crib sheet 
 


NHS Digital has introduced measures to support remote working across the NHS in response to the 
recent Covid-19 outbreak. All organisations using NHSmail are being enabled for Microsoft Teams. 
 
This quick guide is designed to get you started with MS Teams and is not exhaustive. For more 
information and guidance on MS Teams please look on the NHS Portal.  
 
The MS Teams Icon should appear on your desktop, if not, click on this link log in via the internet 
with your nhs.net email and password then you can download the MS Teams Desktop App from 
there. You can also download the MS Teams App to mobile phones and personal devices such as 
home laptops and PCs. 
 
To log into MS Teams via the Desktop Icon: 
 


 
 
Click on the MS Team Icon 
 


 
 
The App will open. Type in your nhs.net email address, and then click Sign in. 
 


 



mailto:lesley.chin@nhs.net

https://support.nhs.net/article-categories/teams/

https://teams.microsoft.com/downloads#allDevicesSection





If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


Type in your nhs.net password and click Sign in. 


 
 
This then opens MS Teams. 
 
To log in via the internet 
 
Click on this link to access MS Teams via the internet and download the Desktop App. 
 


            
Click to download the App or click Get Started to sign in. 
 
To sign in, type in your nhs.net address and password, and click sign in. 
 
Choose whether you wish to stay signed in or not. NB: as with the NHS Portal, you will be logged out 
after a period of inactivity. 
 
Functionality 
 
The current functionality provided with MS Teams is: 


 Chat (to colleagues on NHSmail) 


 Audio Calls (to colleagues on NHSmail) 


 Video calls (to colleagues on NHSmail) 


 MS Teams Meetings via Outlook (can include colleagues not on NHSmail) 


 One Note/PowerPoint/Excel/Word 


 Document storage  
 



mailto:lesley.chin@nhs.net

https://teams.microsoft.com/downloads#allDevicesSection





If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


The Teams functionality may be introduced at a later date.  
 
Navigating MS Teams 
 


 
 
The most important button when getting started with MS Teams is the Help button located bottom 
left of the screen. Click Training and here you will find a series of helpful videos on how to use MS 
Teams. And remember there is also information on the NHS Portal.  
 
Starting a Chat  
 


 
 
To start a chat with a colleague, click on the chat icon, search for your colleague, and providing they 
are logged on, you can start a chat. Right click to add your colleague to your favourites list. This 
makes it easier to contact them in the future. 
 
 
 
 
 



mailto:lesley.chin@nhs.net

https://support.nhs.net/article-categories/teams/





If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


Making a Call 
 


 
 
To make a call, click on the Call button, find a colleague and call, or from within a chat, click on the 
call button at the top of the screen.  
 
Making a Video call 
 


 
 
From within a chat, select the Video Call button at the top of the screen.  
 
Adding a Contact 
 


 
 
To add contacts, find a contact in the search box, select the correct one, right clock and add to 
Favourite contacts. 
 


 
 
Your Favourite contacts will now appear in the Chat view, along with the chat history. 
 
 



mailto:lesley.chin@nhs.net





If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


Uploading Documents 
 


 
 
To upload a document, Click on Files, OneDrive and Upload. Select the desired document to upload. 
Uploaded documents will then appear in the list on the right. 
 


 
 
For sharing files, watch the Upload and share files video in the help section. 
 
MS Teams Meetings via Outlook in Outlook 
 


 
To create an MS Teams Meeting in Outlook, go to Calendar, and click on New Teams Meeting 
 
 


 
 
 


 


 



mailto:lesley.chin@nhs.net





If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 


 


 
The Teams join in details link will appear in the meeting request. Complete the details and send. 
 
Joining a Teams Meeting 
 


 
 
Click join Microsoft Teams Meeting, select a browser, click ok. 
 


 
  


 
 
Click open Microsoft Teams, and click Join now. You will now be in the meeting. 



mailto:lesley.chin@nhs.net
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Microsoft Teams Comms and Gyide - Urgent .msg
Microsoft Teams Comms and Gyide - Urgent 

		From

		WIGHTMAN, Ian (NHS CALDERDALE CCG)

		To

		NICHOLLS, Christopher(NHS NORTH KIRKLEES CCG); jen.love@greaterhuddersfieldccg.nhs.uk; ALLEN, Charlotte (NHS NORTH KIRKLEES CCG); Joanne Davis (Joanne.Davis@northkirkleesccg.nhs.uk); WORMSTONE2, Catherine(NHS GREATER HUDDERSFIELD CCG); Tina Stanley3 (Tina.Stanley3@calderdaleccg.nhs.uk); LIGHTWOOD, Simon(NHS CALDERDALE CCG)

		Cc

		'Lesley Stokey (Lesley.Stokey@CalderdaleCCG.nhs.uk)'; NEEDHAM, Alison(NHS GREATER HUDDERSFIELD CCG); debbie.robinson@calderdaleccg.nhs.uk; Emma Bownas; GILES, Jan (NHS GREATER HUDDERSFIELD CCG); Laura Ellis

		Recipients

		christopher.nicholls2@nhs.net; jen.love@greaterhuddersfieldccg.nhs.uk; charlotte.allen21@nhs.net; Joanne.Davis@northkirkleesccg.nhs.uk; catherine.wormstone2@nhs.net; Tina.Stanley3@calderdaleccg.nhs.uk; simon.lightwood@nhs.net; Lesley.Stokey@CalderdaleCCG.nhs.uk; alison.needham@nhs.net; debbie.robinson@calderdaleccg.nhs.uk; Emma.Bownas@calderdaleccg.nhs.uk; jan.giles1@nhs.net; Laura.Ellis@greaterhuddersfieldccg.nhs.uk



Dear Primary care teams and Corporate teams across Calderdale/ Greater Huddersfield and North Kirklees can you send this email below with attached guide out to all practices and Corporate staff asap 



 



Many thanks 



Ian



========================================================================================================================================



 



 



Dear All 



 



Yesterday NHS Digital has introduced measures to support remote working across the NHS in response to the recent Covid-19 outbreak. 



 



All organisations using NHSmail are being enabled for Microsoft Teams.



How does the below seem as an email for staff and practices 



The intention today is for those staff with devices on the network will receive “The MS Teams” Icon on your desktop – you may need to reboot your device to see this.



 



If this does not appear or you are not attached to the network you can and should download the icon yourself;



 



1.	please DISCONNECT FROM THE NETWORK ‘Any Connect’ before you download 

2.	Opening your internet browser and go to   https://teams.microsoft.com/downloads

3.	log in then use your NHSMail log in credentials - nhs.net email address and password  

4.	Download the ‘MS Teams Desktop App’ from there.  Remember you can also download the MS Teams App to mobile phones and personal devices such as home laptops and PCs and utilise the functions from these devices also 



 



Once you have done this you are ready to start. 



 



The attached quick guide is designed to help get you started with MS Teams.



For more detailed support and information and guidance on MS Teams please look on the NHS Portal. 



 



Please NOTE 



We are also rolling out another Icon to your desktop called HORIZON – I am notifying you that this is a legitimate icon and further communications and usage will follow early next week



 



 



Ian 



Ian Wightman



Head of IM&T



Calderdale CCG, Greater Huddersfield CC, North Kirklees CCG  and Wakefield CCG



01484 464069 



07720463018



ian.wightman1@nhs.net



 



 





MS Teams Crib Sheet MF.PDF




If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



Microsoft (MS) Teams Basics crib sheet 
 



NHS Digital has introduced measures to support remote working across the NHS in response to the 
recent Covid-19 outbreak. All organisations using NHSmail are being enabled for Microsoft Teams. 
 
This quick guide is designed to get you started with MS Teams and is not exhaustive. For more 
information and guidance on MS Teams please look on the NHS Portal.  
 
The MS Teams Icon should appear on your desktop, if not, click on this link log in via the internet 
with your nhs.net email and password then you can download the MS Teams Desktop App from 
there. You can also download the MS Teams App to mobile phones and personal devices such as 
home laptops and PCs. 
 
To log into MS Teams via the Desktop Icon: 
 



 
 
Click on the MS Team Icon 
 



 
 
The App will open. Type in your nhs.net email address, and then click Sign in. 
 



 





mailto:lesley.chin@nhs.net


https://support.nhs.net/article-categories/teams/
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If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



Type in your nhs.net password and click Sign in. 



 
 
This then opens MS Teams. 
 
To log in via the internet 
 
Click on this link to access MS Teams via the internet and download the Desktop App. 
 



            
Click to download the App or click Get Started to sign in. 
 
To sign in, type in your nhs.net address and password, and click sign in. 
 
Choose whether you wish to stay signed in or not. NB: as with the NHS Portal, you will be logged out 
after a period of inactivity. 
 
Functionality 
 
The current functionality provided with MS Teams is: 



 Chat (to colleagues on NHSmail) 



 Audio Calls (to colleagues on NHSmail) 



 Video calls (to colleagues on NHSmail) 



 MS Teams Meetings via Outlook (can include colleagues not on NHSmail) 



 One Note/PowerPoint/Excel/Word 



 Document storage  
 





mailto:lesley.chin@nhs.net
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If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



The Teams functionality may be introduced at a later date.  
 
Navigating MS Teams 
 



 
 
The most important button when getting started with MS Teams is the Help button located bottom 
left of the screen. Click Training and here you will find a series of helpful videos on how to use MS 
Teams. And remember there is also information on the NHS Portal.  
 
Starting a Chat  
 



 
 
To start a chat with a colleague, click on the chat icon, search for your colleague, and providing they 
are logged on, you can start a chat. Right click to add your colleague to your favourites list. This 
makes it easier to contact them in the future. 
 
 
 
 
 





mailto:lesley.chin@nhs.net
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If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



Making a Call 
 



 
 
To make a call, click on the Call button, find a colleague and call, or from within a chat, click on the 
call button at the top of the screen.  
 
Making a Video call 
 



 
 
From within a chat, select the Video Call button at the top of the screen.  
 
Adding a Contact 
 



 
 
To add contacts, find a contact in the search box, select the correct one, right clock and add to 
Favourite contacts. 
 



 
 
Your Favourite contacts will now appear in the Chat view, along with the chat history. 
 
 





mailto:lesley.chin@nhs.net








If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



Uploading Documents 
 



 
 
To upload a document, Click on Files, OneDrive and Upload. Select the desired document to upload. 
Uploaded documents will then appear in the list on the right. 
 



 
 
For sharing files, watch the Upload and share files video in the help section. 
 
MS Teams Meetings via Outlook in Outlook 
 



 
To create an MS Teams Meeting in Outlook, go to Calendar, and click on New Teams Meeting 
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If you require any general support with the initial set up of MS Teams, please 
contact lesley.chin@nhs.net or call 07766 905859 



 



 
The Teams join in details link will appear in the meeting request. Complete the details and send. 
 
Joining a Teams Meeting 
 



 
 
Click join Microsoft Teams Meeting, select a browser, click ok. 
 



 
  



 
 
Click open Microsoft Teams, and click Join now. You will now be in the meeting. 
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THIS IMT Support April 2020 v1.pdf


 


 


THE THIS SERVICE DESK and IT support service 
 
Background  
 
The Prime Minister’s announcement on 23 March 2020 directed our entire population to stay at 
home and in relation to work only go outside if you cannot do that work from home and it is 
essential. As a result, across the NHS new ways of working have developed between NHS 111, 
primary care, community services and secondary care. 
 
Similarly, there was a need to develop accordingly for the provision of the THIS IT services. As with 
all NHS services the Covid-19 issue means there is much pressure on the IT teams, with both staff 
availability and extraordinary demands. 
 
The service has to strike the right balance, in this COVID-19 climate, between providing a continued 
level of service to meet the clinical priority and the wellbeing and health and safety of the delivery 
staff. 
 
This issue although affecting all areas of service is being acutely felt in the 2nd line service (technical 
resources on the ground) where the challenge is in terms of;  
 


 The availability of staff.  


 The logistics of separation of staff and daily rotas  


 The health and safety of technicians, which is paramount. 
 
As a consequence, there are effects on service delivery processes and timelines and subsequently a 
new way of working has been imposed. 
 
Technicians on site:    
 
In relation to THIS staff who usually undertake much of their work on-site in primary care premises 


then new Standard operating procedures will apply. 


 
These procedures will include; 
 


 The primary basis for any fix will be via a remote method 


 All non-essential work will cease or is likely to be significantly delayed.  


 The technicians will now be prioritised to attend sites on a COVID-19 / business critical 
basis/priority 1 issues and then only support the agreed action when on-site (reasons for the 
visit). 


Urgency    Description 


Critical      Priority 1 whole site affected or key business area affected, and no ‘work around’ possible                      


 


 In all cases when they do attend on-site they will expect appropriate and essential access 
and egress procedures to be applied, these should include; 
 


o The practice appoints a lead contact that will oversee the visit and ensure any access 
issues and on-site movements are appropriately managed. 


 







 


o The availability of appropriate infection control precautions. These should be 
maintained by all, in all care settings, at all times to ensure the safety of patients, 
staff and visitors. Hand hygiene is an essential practice in reducing the transmission 
of infectious agents and staff should ensure strict adherence. 


 
In support of this the THIS will co-ordinate personal protective equipment (PPE) for their staff and  
will have, in order to protect the workforce, risk assessed their staff to identify those at increased 
risk from COVID-19 and not put into potentially vulnerable situations  
*Where Third party engineers are required their organisational procedures will apply  
 


The table below provides guidance on what practices should consider and the process they should 
follow when requesting an IT service and potential on-site visit– technical support. 
 
PLEASE NOTE Technicians are not allowed to visit staff homes under any circumstances or support 
home devices. 
 


1. Practices should first consider if the request meets the prioritisation criteria 
2. Practices should then consider – what is the essential nature of the request and what any 


suitable workarounds are manageable or can we do without this at present.  
3. First point of call should be the service desk – who will advise if the request can be 


resolved remotely 
4. If not – Practices should consider if the request can be supported by their own staff with 


guidance from the Service desk/Technical support remotely. Items such as Internal moves 
of IT kit may fall into this category 


5. Only as a last resort in these present circumstances – should practices expect and arrange 
an on-site visit.  


 
Practices are also asked to consider a secure, safe and appropriate way to receive IT deliveries where 
technicians can deliver a device/kit without having to enter the premises. 
 
Additionally, other THIS services are affected by the current climate which are affecting services – as 
a result the following applies  
 
Service Desk:  Our Service Desk are operating in both on-premise separated rota arrangements and 
wherever possible in an off-site remote environment.  Please only escalate issues if they are of a 
critical basis.  
 
Registration Authority: the RA team are operating in off-site remotely, site attendance and on-site 
appointments at THIS site have stopped.  The team are now working through a print and post 
system.  
 
Professional services/training: The service is able to offer other remote methods of training if 
required utilising Microsoft teams/ WebEx. Any on-site planned professional services or training 
planned has stopped and the end users communicated to.   
 
Server/networks: The team are still available for support based upon business priority basis.  This 
team is working under separated rotas and remotely, where possible. There is an element of work 
that may require an onsite visit. In these instances the guidelines/processes to follow will be 
applicable. 
 


 
 Many thanks in anticipation of your patience, support and understanding  
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THIS Helpdesk Easter Period Cover







		      Easter Bank Holiday  Friday 19th April 2020 and Easter Monday 13th April 2020









The THIS Service Desk will be operational throughout these 2 days 8.00pm to 6.30pm. 

This facility will, as is current business practice, prioritise on an urgent call basis for emergencies and critical issues. 

2nd Line support, Networks and Server team – This teams will be available on Friday and Monday for priority calls as indicated from service desk teams and support sites based on a critical care basis.

Registration Authority – this team/service will continue to be available to deal with smart card enquires and service calls.
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		THE THIS SERVICE DESK 







Wednesday 18th March 2020



The Covid-19 issue is having several effects on the delivery and response to IT services 

The THIS service desk are 10 staff members down presently, which is resulting in a capacity and demand issues affecting response times. 



As a result there is a need to prioritise requests in relation to;

0. IT issues relating to COVID-19  support

0. IT issues that are classed as Priority one (1) and especially in regards to Clinical services.



		Urgency

		Description



		Critical\High – priority 1

		whole site affected, key business area affected, no ‘work around’ possible)







This does not mean that other requirements will not get attention, but resolution maybe delayed as a consequence of the prioritisation.



We would advise Staff that before logging an IT request or Job with the service desk please consider;

I. The level of priority

II. Urgency of job

III. Likely delay in Response times for medium/low requests 



  



Ian Wightman
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		Upgrading to the new Cisco Any Connect Software on your NHS windows laptop.







1. You must be first connected to your home wi-fi and the existing version of ‘ANY CONNECT’

We recognise this is challenging at present but it is the only way the software can be upgraded – please keep trying to log onto the existing ‘any connect’ until successful – once logged on please stay on until a dialogue box appears 











2. Once you receive the dialogue box which will advise you - your computer will reboot in 15min 

At this point you can either wait the 15 minutes or complete and save the work you are presently undertaking and reboot your laptop yourself







3. Restart your laptop -  the option to log onto ‘any connect’[2 screens] will have disappeared so please log directly onto the PC –

[image: ]



4. Once logged on you will receive another dialogue box to reboot again

5. On restart the ‘any connect’ icon [2 screens] will have reappeared 

[image: ]

6. At this point Select this ‘Any Connect ‘button [2 screens] and the sign-in box will appear 

[image: ]

7. Now select from the drop down menu THIS-VPN and press connect

[image: cid:image001.jpg@01D6074D.98213E40]

8. A log–in screen will appear and please log-in using your usual PC log-in username and password

[image: ]

9. The you will get the PC log-in screen – Please log –in as usual 

[image: ]
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Message from Ian Wightman: NEW VPN Guidance 

		From

		STANLEY, Tina (NHS CALDERDALE CCG)



**Email sent on behalf of Ian Wightman**



 



Dear All



 



First of all thank you for your patience with the IT delivery of the new remote technologies, we recognise that this is extremely frustrating for clinicians and corporate staff alike.



It is immensely difficult to roll out new technologies correctly first time without testing and in such a short time. Often the dilemma is do you push out the technology without testing, knowing there will be issues or wait for a fully test version. Both ways cause frustration.



 



I would, before I proceed, like to thank the IT team and the whole team of our IT delivery partners the THIS for their extraordinary team effort in supporting these complex requirements to date in an incredible short space of time.



 



Update - Remote access services 



 



1.       Cisco ‘Any Connect’  for use on NHS /CCG supplied Laptops ONLY 



 



A new version and new network has been developed which users must update to – This new version can accommodate 2,500 concurrent users ( a second new version is being built presently which will also accommodate a further 2,500 concurrent users. 



 



This solution will provide those with on NHS /CCG supplied Laptops a secure log-on and access to; emails, shared drive, the internet and clinical systems [  with legitimate rights].



 



There are however, 3 main logistical aspects that are limiting its widespread uptake. In order to establish an upgrade on the laptop – the laptop must;



a.       Be connected to the internet



b.      Be connected to the existing ‘Any Connect’ service [We recognise this is challenging at present but it is the only way the software can be upgraded – please keep trying to log onto the existing ‘any connect’ until successful– [once logged on please stay on until a dialogue box appears]



c.       A back office function [ by the THIS team]  requires completion before the upload can commence. The THIS team are vigorously uploading users profiles which is unfortunately a manual process  



Once the  upload has occurred and the end users has followed the instruction guide attached they will be connected to the new solution and free up space for the next users to upgrade.



It is expected that over the course of this week all users will have had the ability to upgrade



 



2.       RedCentric Remote Solution  for use on home windows PC/Laptops ONLY it is not intended for users to have both the Any Connect and Redcentric solution – and is only provided to those without an NHS/CCG laptop.



 



This Solution has provides access at home to the clinical IT systems 



 



There are however, 2 main logistical aspects that are limiting its widespread uptake



a.       The end user requires a smartcard reader – Issue exist around the deployment of these which is being agreed and discussed with local sites to each CCG



b.      The end user is required to download software from the internet onto their device (the clinical system and smartcard reader software, etc)



If you have any interest in taking up this solution please contact Ian Taylor (Ian.Taylor@this.nhs.uk), who will provide you with the details and requirements 



 



3.       The VDI solution This solution is only presently suitable for Corporate CCG staff as clinical systems cannot yet be accessed via this solution – although it is being worked upon.



Guidance details have been previously provided to staff 



 



Update Other IT services 



 



1.       Hardware The CCG/THIS have deployed in the last 2 weeks to GP practices



a.       New Laptops –over 200 laptops 



b.      Web cams = Over 400 



There are very limited number of both these items in stock and in the supply chain - we have ordered 875 more laptops, 300 keyboards, and seeking additional support from NHSE to source headsets, webcams, keyboard covers for Hot hubs and smart card readers.



 



2.       Hot Hubs – over 11 ‘hot hubs’ across the CCGs have been established and set up in the last 7 days  



 



Other points 



 



The team has continued to support the practices with Guidance on S1 units - Online consultations, Video conferencing, National reporting requirements against COVID-19 ( DQ team)



Transfer of clinical practice ownership, closing down of clinical sites and to a level the continuation of BAU IT provision.



 



The THIS service Desk and technicians 



 



The Service Desk:   have been working to ensure they can operate appropriately in this current climate, Please be mindful of this when calling.  Please only escalate any issues if they are of a critical basis.



 



Technicians on site:  All non-essential work will cease with immediate effect.  Our technicians will now only attend site for a high priority/ business critical basis.  From now on our primary basis for any fix will be via a remote method.  Please could we ask that all requests are filtered on this basis.  Again please only ask for an on-site attendance if it is business critical to patient care or your overall operation.



 



This is a challenging time for all  with unprecedented IT requirements and at a time where all services have a resource and capacity reduction due to the current climate ( IT included)



 



We thank you for your patience and strive to continue to provide you with a service.



 



Ian 



Ian Wightman



Head of IM&T



Calderdale CCG, Greater Huddersfield CC, North Kirklees CCG  and Wakefield CCG



01484 464069 



07720463018



ian.wightman1@nhs.net
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			Upgrading to the new Cisco Any Connect Software on your NHS windows laptop.











1. You must be first connected to your home wi-fi and the existing version of ‘ANY CONNECT’


We recognise this is challenging at present but it is the only way the software can be upgraded – please keep trying to log onto the existing ‘any connect’ until successful – once logged on please stay on until a dialogue box appears 

















2. Once you receive the dialogue box which will advise you - your computer will reboot in 15min 


At this point you can either wait the 15 minutes or complete and save the work you are presently undertaking and reboot your laptop yourself











3. Restart your laptop -  the option to log onto ‘any connect’[2 screens] will have disappeared so please log directly onto the PC –
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4. Once logged on you will receive another dialogue box to reboot again


5. On restart the ‘any connect’ icon [2 screens] will have reappeared 
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6. At this point Select this ‘Any Connect ‘button [2 screens] and the sign-in box will appear 
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7. Now select from the drop down menu THIS-VPN and press connect
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8. A log–in screen will appear and please log-in using your usual PC log-in username and password
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9. The you will get the PC log-in screen – Please log –in as usual 
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