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Electronic Palliative Care
Summary (ePCS) Guideline —
Administration Guide

Introduction

Initially introduced as Gold Standard Framework Scotland (GSFS) - Palliative Care,
this project has now been renamed the Electronic Palliative Care Summary
Scheme (ePCS). ePCS is a practice based system to improve and optimise the
organisation of palliative care for cancer patients.

The Scheme consists of:

« Palliative Care Guideline - The recommended method of
recording palliative care data.

« Palliative Care Plan.
« Palliative Care Reporting.

The Scheme was initially delivered in DLM 260, updates to the details were made in
DLM 280. User guides for these DLM’s can be accessed at
WWW.inps.co.uk/my_vision/vua/dlm/index.

What is covered in this guide

This Guide has been designed to be read in conjunction with the ePCS - Data Entry
Guide and a ePCS Guideline PowerPoint Presentation, both of which can be found on
the INPS website.

This User Guide covers:

¢ How to download the Guideline. See Installing the ePCS Guideline
on page 3.

¢ How to import the Guideline into Consultation Manager. See
Importing the ePCS Guideline into Vision on page 5.

e How to place the Guideline in the local Guideline index. See Adding
the ePCS Guideline to the Local Guideline Index on page 8.

e How to attach the Guideline to a tab. See Adding the Palliative Care
Guideline to a tab on page 10.


http://www.inps4.co.uk/my_vision/vua/dlm/index.html
http://www.inps4.co.uk/my_vision/vua/scotland/index.html#Electronic_Palliative_Care_Summary__ePCS_
http://www.inps4.co.uk/my_vision/vua/scotland/index.html#Electronic_Palliative_Care_Summary__ePCS_
http://www.inps4.co.uk/my_vision/guidelines/

¢ How to add a facility to enable relevant diagnoses and surgery to
be sent to Out of Hours. See Selecting relevant diagnoses and
surgery for inclusion with the ePCS data on page 13.

e Frequently Asked Questions. See ePCS FAQs on page 17.

Installing the ePCS Guideline

Downloading the ePCS Guideline from the INPS Website

1. Go to the INPS website www.inps.co.uk, then to My Vision — Guidelines. Or
click this link: www.inps4.co.uk/my_vision/guidelines.

Helpline | User Assistance | Clinical Audit || Guidelines \| nGMS Resources | Hardware | Change Requests |

INPS website — My Vision — Guidelines

2. Scroll down to ePCS guideline for Scotland, click Download Guideline.

3. The File Download —-Security Warning screen displays, click Run.

File Download - Security Warning x|

Do you want to run or zave thiz file?

Mame: epcsz.exe
Type: Application, 132 KB

Frarm:  ww inps4,co,uk

Fiun Save | Cancel I

Wihile filez from the Internet can be uzeful, thiz file tpe can
patentially harm yaur computer. [F pau do nat tust the source, da nat
Tuh or zave thiz zoftware. What's the risk?

File Download screen

4. Depending on your setup, you may see the following prompt, click Run to
continue.

Internet Explorer - Security Warning ﬂ

The publisher could not be verified. Are you sure you want to run this
software?

Marne: epcss.exe

Publisher: Unknown Publisher

Run || Don't Run I

should only run saftware from publishers wou trust, How can T decide what
software bo run?

@ This File does not have a walid digital signature that verifies its publisher. You

Internet Explorer — Security Warning
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5. A Please do not change the 'Unzip to’ folder message is displayed, click OK.

ePC5 - Palliative Care Summary - x|

Please do naot change the 'Unzip ko' Folder

Please do not change the 'Unzip to’ folder message

6. The WinZip Self-Extractor screen is displayed, click Unzip.

WinZip Self-Extractor - epcsZ[1].exe El
To unzip all files in epes2[1]. exe to the specified
folder prezs the Unzip buttarn,

Fun Windip
IInzip to folder: —_—
Iﬁ Browse. .. | Cloze |
¥ Owenarite files without prompting Abaut

Help

Pl

WinZip Self Extractor screen

7. The screen is overlaid with the WinZip Self-Extractor dialog box confirming
that files have been successfully unzipped, click OK.

WinZip Self-Exktrack x|

4 filefs) unzipped successfully

Unzipped files

8. You are returned to the WinZip Self-Extractor screen, click Close.

WinZip Self-Extractor - epcs2[1].exe 5'
Tounzip all files in epos2[1] exe to the specified
folder press the Unzip button.

RunwirZip |
Inzip to folder:
Iﬁ Browse. .. | Cloze |
W Owenaite files without prompting Ahaut

Help |

Closing WinZip Self-Extractor screen

9. The ePCS Guideline must now be imported into Vision.
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Importing the ePCS Guideline into Vision

1. From Vision - Consultation Manager, click Guidelines - Select
Guideline.

Consulbation  Summary | Guidelines Add  List  Wiew  indow

>i ek Q Hj Indexes

Inwvoke Relevant Guideline F12

[ 1ves view | oy |

Consultation Manger — Guidelines — Select Guidelines

-

2. From the Select Guideline Mnemonic screen, click Import.

Select Guideline by Mnemonic |
b riemonic:
I i |
Eritat |
Britt Fraum |
Edit |
Capy |
[elete |
Triggers |
MHew |
I t
™ ByFead Tem " By Mnemaonic [T Mewwindow &l
¥ Locally generated ¥ Feports v Centrally izsued
[T tale ¥ Female Lancel |

Select Guideline by Mnemonic screen

3. From the Select File screen, click into Look in and select
0O:\Download\Guidelines\ePCS.

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide



SelectFile 21 x|
Lok ire | 09 =PCS x| = & ex E-
ky Recent Documents
Desktop

E:j My Documents

a by Computer
3 3% Floppy [&:]
2 Local Disk [C:)
h}. DD Drrive [D]
L Dizconnected Metwark Drive [E:]
age Local Disk [M:]
age Local Disk [0:]

I DOWMLDAD

My Documents ) Guidslines

'fi[‘ == Local Uik [F]
- |50 Shared Documents

by Computer I My Documents

ﬂ by Metwork, Places

Cancel

File name: I j Open
=

i

Filez of type: IImpu:urt File=
Select File - O:\Download\Guidelines\ePCS

4. Highlight the EPCS2.txt file and click Open.
selectFle 2| x|
Lu:u:ukin:l-l : j = I:'j EH~

=| EPCSZ. kxt

by Documents

oo B
“™

by Cormputer

File name: I j Open
=

Filez af type: Ilmpljrt Files Cancel

It

Select File — EPCS2.txt

5. From the Import Guideline screen, click Import. This will start the transfer
of the Guideline into Vision.
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Import Guideline x|

*1Guidelines +2.1  Copyright € 1334-2009 In Practice Systemns Lid. *

| »

* Generated impoart definition file 0O MOT EDIT THIS FILE *

ePC5 - Palliative Care Sumnmary - Scotland

Thiz Guideline iz caled EPCS2
Date; 04022007 Time: 14:19

Releaze verzion: V2.0

Authored by In Practice Systems Lid
& template to aszizt the uzer in entering data in line with the requiremetng of the ePCS Programme in

Scotland.

Linked Guideline: EFCSPROE, enables selection of relevant zurgery and diagnozes for zending to
ECS far Palliative Care Patients. _I

[rpart I Cancel |

Import Guideline screen

6. Click OK to the Consultation Manager warning message.

Consultation Manager 5[

The Guidelinels) to be imported conkain one or more images., At the next stage wou will be asked to select a directory bo store these images. Please
! note that this direckary must be accessible by all users of the imported Guideline(s) (i.e. it should be a netwark rather than a local drive). IF vou have
imported images before it is likely that the default directory is correct and vou should accept this,

Consultation Manager warning message

7. At the Select directory to store bitmaps screen, click Save.

Save in: I | Bitmaps for Guidelines j 4= =5 E9-
Iﬂ aZlogo.brip C‘; Acnese~1.brp Iﬂ Afpas.brp C‘; Asurreypck.brip Iﬂ Bcr
a.ﬁ.agol.bmp ﬂ.ﬂ.cps.bmp ﬂ.ﬁ.hol.bmp ﬂ.ﬂ.uditc.bmp chr
Iﬂ.ﬂancets.bmp ﬂ.ﬂ.cutsev.bmp ﬂ.ﬂhqg.&bmp ﬂb2logo.bmp ﬂl:u:[
a.ﬁ.andl.bmp ﬂ.ﬂ.dgnl.bmp ﬂahqg.bmp ﬂBagol.bmp aBe-
ﬂ.ﬂaps.bmp ﬂaeader.bmp Iﬂahsscot.bmp C‘;Bancets.bmp IﬂBe-
C‘l Aask,bmp CEL Aecsm, bmp C‘l Alasmag.bmp CEL baps.bmp C‘l Bei
Iﬂ Abalc.bmp C‘; Aeqol.brp Iﬂ anfopath_icon.brip C‘; bast.brp Iﬂ ber
C‘l Abgol.bmp CEL Aeight, brmp C‘l Anpsguid, bmp CEL Bbalc.bmp C‘l EBhu
Iﬂ Abrne, brp C‘; Aerve256, bmp Iﬂ Ansulin, brp C‘; Bbgol.bmp Iﬂ bk
ﬂ.ﬁ.bps.bmp CEL Aevere, bmp a.ﬁ.ogol.bmp CEL bbme. brmp th-
Iﬂ Acgol.brp C‘; Aewwcn.brip Iﬂ ango,brp C‘; bbps.brp Iﬂ Bh:
ﬂ.ﬁ.cne.bmp CEL afaas.bmp ﬂ.ﬁ.p.bmp CEL Brgol . bmp aBla
Iﬂ Acnemoc1,brp C‘; aFgol.bmp Iﬂ Apct_laga.brp C‘; Bene,brp Iﬂ EBin
4] | |
File narme: I j Save I
Save as bype: IBitmaps j ﬂl
Help |
v

Select directory to store bitmaps screen

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide 7



8. The Guideline starts importing. Once the import process is complete the
Palliative Care Guideline is displayed.

.: Palliative Care Summary for Scotland
February 2011 - v2.0

This guideline was written to support the ePCS programme, an extension to ECS.
It assists the user in capturing Palliative Care data which, for consenting patients, can be shared with OOH.

Patient Details
Iva Elizabeth Smith 2000941914 Female MHS: 459 063 7200
15 Sunningdale Close Leeds 793 977
Mo data recorded.
Mo data recorded.

Carer/Next of Kin Details

There are 3 steps required to send palliative care information to OOH
Step 1 - Add the patient to the Palliative Care Register...
Step 2 - Add a Palliative Care Plan with a Review Date ...
Step 3 - Record Patient Consent...

Relevant Diagnoses and Surge

Key Professionals

Access Information

Palliative Care |ssues, Awareness and Understanding

Terminal Phase

Preferred Place of Care

Treatment

OOH Information

Care At Home

Palliative Care Reporis

Palliative Care Guideline

9. Close the Guideline using the Close $| icon.

There are three main ways the ePCS Guideline can be accessed:

e From the Main Guideline Menu - No set up required, see ePCS -
Data Entry Guide.

e From the Local Guideline Index — See Adding the ePCS Guideline to
the Local Guideline Index page 8.

e From a specified tab - See Adding the Palliative Care Guideline to a
tab page 10.

Adding the ePCS Guideline to the Local Guideline Index

1. In Consultation Manager, click on the Local Guideline Index icon.

2. Click on the Maintain b icon. A Floating Toolbar appears at the right hand
side of the screen.

Vision 3

(o]
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QOF Guideline Index ¥1... [X]
0 @ e =

@D EWFE
= 4 Bl 9

[———]
—
—

Floating Toolbar

3. Click just above where you want the ePCS Guideline to appear.

4. Click on the Guideline gﬂﬂ icon.
Type in the mnemonic EPCS2 and press enter.
6. Highlight EPCS2: ePCS - Palliative Care Summary - Scotland Guideline,

click OK.

Select Guideline by Mnemonic x|
Mnemanic:

|EPCSZ

EFPCSZ: ePCS - Palliative Care Summary - Scotland

Select Guideline by Mnemonic — Palliative Care Summary Guideline

7. Right click on ePCS - Palliative Care Summary - Scotland and select from
the following to format its appearance on the Local Guideline Index:

¢ Font - Change the Font, Style and size of the text.
e Background Colour - Change the colour behind the text.

e Properties - Change the indent of the text and whether it displays
expanded.

e Increase Font Size - Increases the text size on the Local
Guideline Index.

¢ Reduce Font Size - Reduces the text size on the Local Guideline
Index.

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide 9



Edit

Fank

Background Colour
Properties
Increase Fonk Size
Reduce Font Size

Categary Defaults  #

add 3

Delete

Plan Header

InfFormation
Right click menu

Close maintenance mode by clicking on the Maintain g. icon. Vision

automatically saves the changes.

The ePCS - Palliative Care Summary Guideline is now available from the Local

Guideline Index.

Adding the Palliative Care Guideline to atab

1.
2.

From Consultation Manager, select a patient.

Right click on one of the tabs i.e. Journal and select Organise Tabs.

1 1
T oo T = - =

Data View Pane Options

ations b Joums!

COrganise Tabs, ..
View Opkians. ..

Data View Pane Options — Organise Tabs

Click Add to display a list of available tabs.

Data ¥iew Pane - Organise Tahs

X
T abs; ¥ tuliiline T abs
Leftmost | Appiaintments Move Up |
Patient Select
Patigtt Detailz tove Down |
HConzultabions
Fdournal =
EFiltered List e |
Tests Summary
BT ests fdd
Therapiy
Ghuidelines
Problems
] 4 |
C I
Rightrnost ﬂl

Data View Pane - Organise Tabs

From the Add - Tab screen, highlight the Guideline View and click OK.

10
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x
Appointments - Qg I
Agzthma Care Summary List

Conzulkations List C [ |
Elderly Care Summany List anee

Filtered Data Grid and Summary
Filtered Journal List

Filtered Jaurmal Lizt with Priarity Caluran
Filkered Surnmary and Data Grid
Filtered Summary List

Guideling Yiew
Jaurnal List
Journal lizt with pricrity column ;I

Adding a Tab

5. You are returned to the Data View Pane - Organise Tabs screen, click OK
to exit.

6. A Consultation Manager refresh message is displayed, click Yes to continue.
5

‘:{‘tj In order that the changes vou have made may be reflected in the view you must close and reopen the Consulkation Framework, Do ywou wish to do
this now?

YEs Mo |

Consultation Manager refresh message

7. The screen is refreshed with a new Guideline tab.

Appointmentsl PatientSeIectI PatientDetaiIsl Consultations ¥ Joumnal | Filkered Listl Test: Summar_l,ll Tests I Therap_l,ll Guidelinesl Problerlsl Guidelinesl
| [ate [ Description

ricrity |

New Guideline tab

8. To rename the Guideline tab, right click and choose View Options.

mz ¥ Guidelines I m

Data View Pane Options

COrganise Tabs. ..

| Viewy Cptions, ..

TN
Data View Pane Options - View Options

9. Complete the Guideline Tab Option by:
e Tab Label - Type ePCS.
¢ Click Show Specific Guideline Initially.
e Type EPCS2 in Guideline Mnemonic.
e Click OK to save and close.

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide 11



Guideline Tab Options x|

Tab Label: IEF'ES

[~ Initial Tab
" Show Guideling Indes [nitially
% Show Specific Guideline [nitialy

Guideling Mnemanic: IEF'ESE Browsze. . . I

(] | Cancel |

Completed Guideline Tab Options

10. A Consultation Manager refresh message is displayed, click Yes to continue.

Consultation Manager ﬂ
\?) In order that the changes wou have made may be reflected in the views vou must close and reopen the Consultation Framework, Do wou wish to do
this naw?
Yes Mo |

Consultation Manager refresh message

11.The new ePCS tab is now available for use.

12 Vision 3



Selecting relevant diagnoses and surgery for inclusion with the
ePCS data

When sending data to ECS for patients on the Palliative Care register, in addition to
the data you can record using the ePCS Guideline, OOH need to know about the
patient’s current relevant diagnoses and/or surgery. For ePCS, this is done by
including the relevant items in a Problem called *GSFS1.

There are two ways to create this Problem:

e For individual patients, the *GSFS1 Problem can be added within
the ePCS Guideline, see ePCS Data Entry Guide.

e Using the instructions below, you can automatically create the
*GSFS1 Problem for all active patients. This step is optional but
may be useful in practices where Problems are not in normal use as
the clinician will not have to add the Problem for individual
patients.

Note - Instructions on how to select the relevant diagnoses and
surgery for inclusion in the *GSFS1 Problem are provided in the ePCS
Data Entry Guide.

Creating the *GSFS1 Problem for all active patients.

1. From Search and Reports - New Ad-hoc Search, create a search for all
active patients with a Group Output.

@ SEARCH: New Search
File Edit Maintenance Help

Search Input ol Report Output)court |
Group [nput: 258 Group Output:
| |GSFS Out OF Hours Summary Problem Generate Group
Search Details || Selections | Add Entity | Report Details Add Entity
Search Details eport D etailz |
Patient Detailz | Patient Details (Al
Reqistration status Addreszz [All]

|2 Equal To Applied
|2 Equal To Permanent

Address
Do you wish to include patients if a Bun | Mew | |
match iz found on any entity, or anly if — —
matches are found on all zelected - ol | Hel | g & |
entities. il FD HE AS

Example of an OOH Summary Problem Generate search

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide 13
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e Search details - set to Active patients and address.

e Group Output - choose a suitable name and description as shown
above.

e Save As - so this can be run as a regular task (this could be
automated using the scheduler).

2. Exit the search.

Note - The following step may be better to be run when no other
users are logged in as it won't be able to create the Problem for a
patient if their record is already Open and thus locked for data entry.

From the Vision main menu, select Utilities and then Populate Problems.
From the Populate Problems screen, click Select.

Select the group created earlier.

Click OK.

Remove the tick from Currently Relevant.

Click Define.

Populate Problems x|

— Source Group

M arme: GSFS Select |

@ N O v koW

Descrption: Out OF Hourz Summary Problem Generate Group View

— Problem to Create

[T Currently Fielevant

¥ take Problem Cumently Felewarnt

Ewvent D ate:
Clinician;
Fead Code:
Short Mame:
Dezcnption:
End D ate:

— D ptionz
{+ Dvenarite Existing Problem if Fresent or create if not Present

" #dd To Existing Problem or create if not Present

[Create Cloze Help

Populate Problems with Define highlighted
9. On the Problem screen complete the following:
e Enter Read code #9e.
e Enter Short Name *GSFS1.
e Enter Description OOH Summary Information.
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10. Click OK.

x

Start Date: Cliriciar:
|22 February 2011 | |

£ Consultation date
= Event date
) Today's date

Fead Code:
|E|e...IIII:I P out of hours service administration

Short Mame; End [ ate: _IEIK
|"GSFS1 I Cancel |
Dezcription:

|EIEIH Summary |nformation] ﬂl

Completed Problem screen

11.You are returned to the Populate Problem screen; select Add to Existing
Problem or Create if not present.

12.Click Create.

Populate Problems x|

— Source Group

MName: GSFS Select
Dezcrptior: Out Of Hours Summary Problem Generate Group iew

— Prabler ta Create

[T Currently Belewant Defing |

¥ take Problem Curently Fielewvant

Event Date: 2240242011

Clinician;

Read Code:  GP out of hours service adminiztration
Short Hame:  ®GE5F51

Dezcnptiorn:  O0H Summary [nformation

End Date:

— Ophionsz
" DOwenwribe Existing Problem if Present or create if nok Present

¥ Add To Existing Problem or create if not Present

Create Cloze Help

Completed Populate Problems for *GSFS1 problem, Create highlighted

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide



13. A Creating Problems screen is displayed during the creating process.

Group:  *GSFST1 0O0H Summary Information

Patient:  Dawid Fyan

Creating Problems screen

14. A Vision Populate Problems screen is displayed when the process has finished,
click OK.

¥ision Populate Problems

Help

'E Frablern “G5F51 has been updated Motes >
-

succezsfully.

Vision Populate Problems

15. A *GSFS1 Problem is now available for use on every patient if required.

Note - For information on using the *GSFS1 Problem please refer to
the ePCS - Data Entry Guide.

16
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ePCS FAQs

How is the information sent?

message (ECS); the information required for OOH services is extracted from this
message.

How is the information entered?

Palliative care information is entered in Consultation Manager with the aid of the
ePCS -Palliative Care Summary - Scotland guideline. In practical use, data may be
entered by different members of the Primary Care Team at different stages of a
patient’s care. See ePCS Data Entry Guide for details.

.: Palliative Care Summary for Scotland
February 2011 - v2.0

This guideline was written to support the ePCS programme, an extension to ECS.
It assists the user in capturing Palliative Care data which, for consenting patients, can be shared with OOH.

Patient Details

Iva Elizabeth Smith 2000941914 Female MHS: 459 063 7200
15 Sunningdale Close Leeds 799977

Mo data recorded.

Mo data recorded.

Carer/Next of Kin Details

There are 3 steps required to send palliative care information to OOH
Step 1 - Add the patient to the Palliative Care Register...
Step 2 - Add a Palliative Care Plan with a Review Date ...
Step 3 - Record Patient Consent...

Relevant Diagnoses and Surge

Key Professionals

Access Information

Palliative Care Issues, Awareness and Understanding
Terminal Phase

Preferred Place of Care

Treatment

OOH Information

Care At Home

Palliative Care Reporis

Palliative Care Guideline

Vision 3 Electronic Palliative Care Summary (ePCS) Guideline —Administration Guide 17
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What do | have to do before ePCS data is sent to ECS?

There are three steps required to send palliative care information to OOH:

e The patient must be on the Palliative Care register. This is done by
adding a Read code from the list contained in the ePCS Guideline.

e The patient must have a Palliative Care Plan with a Review date.
See section whatever

¢ The patient must have given consent and this has been recorded in
Registration, Consent.

Note - Information can only be sent to ECS for Permanently registered
patients, who have a CHI number recorded.

Where can | run areport of patient information recorded for Out
of Hours?

An Out of Hours Summary report can be produced for an individual or group of
patients and is available from Vision - Reporting - Palliative care Reports.

Note - The Out of Hours summary report can be produced for any
patient who has a Palliative Care Plan even if they have not consented
to share the data.

The Out of Hours Summary Report includes a section Main
Diagnosis, how is this populated?

This section will include any relevant diagnoses which have been selected for
inclusion in the *GSFS1 Problem. See the ePCS - Data Entry Guide.

How do | know whether a patient’s data has been sent?

Once a Palliative record has been uploaded to ECS, the date uploaded will be written
back to the patient’s record:

e You can view this on the Palliative Care Plan - the date uploaded to
ECS will be present on this form if it has been sent.

e You can run an Out of Hours Summary Report, the date last
uploaded will be shown at the top of the form

e You can run an Ad Hoc search on the Palliative Care Plan SDA
which includes the ECS Upload Date

18 Vision 3
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I Criteria Select |:|@@

Full TREViEﬂ ]

R emowve Al k. | Cancel | Help |

Palliative Care Plan

Falliative Care Flan ECS Upload D ate
- Authoriser
—: Clinician " Equals  © MotEqual: ¢ Range

—i: Date of agreement

-@ Date of establizhing care plan * Before (7 fter Nl
=(# ECS Upload Date Before:

Lis Before T NG | s R
[ End date i V nclusive

—i GP to sign death certificate
- GSFS Review Due
-@ In practice
-@ Input Dperator
-@ Private treatment
Head code

-@ Read dezcription Add Mew | Delete

Criteria Select — Palliative Care Plan — ECS Upload Date

Authorised staff can check the ECS record to check that a Palliative Care Summary
now exists and view the information uploaded, however this is subject to access
control.

What other Reports are available?

In the Reporting section of Vision there are Palliative Care Reports. In addition to
the Out of Hours Report, there is a MDT Meeting Report which lists all the
palliative care patients and reports on their carer details, diagnosis, referral to
Macmillan nurse, preferred place of care and consent details.

A Palliative Care Review report is also available which finds patients near to or
overdue their palliative care review.

Details on all the available reports are available in the Palliative Care Reports section
of the ePCS - Data Entry Guide.

How do | search for patients due for review?

The Palliative Care Review report (see above) can be used. You can also create an
Ad Hoc search - the GSFS Review Date is entered via the Palliative Care Plan SDA
and you can search the details there.
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