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Referral forms and email sending



Access to Advice and Expertise via email












	TEES ESK AND WEAR VALLEY MENTAL HEALTH FOUNDATION TRUST: EMAILS FOR REFERRALS AND ACCESS TO NON- URGENT ADVICE AND EXPERTISE


	NORTH YORKSHIRE
	Speciality
	Email address for referrals and Access to Expertise

	



SCARBOROUGH




	
ADULT
	
tewv.swr-amh@nhs.net  


	
	
MHSOP (all teams)

	
TEWV.MHSOPSCARBOROUGH@nhs.net


	
	
CAMHS
	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	
ADULT LEARNING DISABILITY

	
tewv.NYLDreferrals@nhs.net	


	



RYEDALE
	
ADULT
	
tewv.swr-amh@nhs.net 


	
	
MHSOP 
(all teams) 

	
TEWV.MHSOPRYEDALE@nhs.net


	
	
CAMHS
	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	
ADULT LEARNING DISABILITY

	
tewv.NYLDreferrals@nhs.net	


	
YORK AND SELBY/ YORK VALE







	
ADULT

	
TEWV.yorkaccesspoint@nhs.net


	
	
MHSOP (all teams)

	
TEWV.yorkaccesspoint@nhs.net


	
	
CAMHS
	
tewv.camhsspayorkselby@nhs.net


	
	
ALD
	
tewv.aldyorkandselby@nhs.net


	






HAMBLETON

	
ADULT
	
Tewv.hr-amh@nhs.net


	
	MHSOP

Community team

Memory service

	

TEWV.MHSOPHambRich@nhs.net 


 tewv.hambandrichmemoryclinic@nhs.net

	
	
CAMHS
	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	
ADULT LEARNING DISABILITY
	
tewv.NYLDreferrals@nhs.net	


	







RICHMONDSHIRE
	
ADULT 


	
Tewv.hr-amh@nhs.net


	
	MHSOP

Community 
Teams


Memory service

	

TEWV.MHSOPHambRich@nhs.net 


 
tewv.hambandrichmemoryclinic@nhs.net

	
	
CAMHS
	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	
ADULT LEARNING DISABILITY


	

tewv.NYLDreferrals@nhs.net	

	




WHITBY




	
ADULT
	
tewv.swr-amh@nhs.net  


	
	
MHSOP
(All teams)
	 
TEWV.MHSOPWHITBY@nhs.net



	
	
CAMHS
	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	ADULT LEARNING DISABILITY
	
tewv.NYLDreferrals@nhs.net	

	




HARROGATE AND RIPON
	
ADULT 
	
tewv.hard-amh@nhs.net


	
	
MHSOP 
(all teams)

	
TEWV.MHSOPHARROGATEREFERRALS@nhs.net

	
	
CAMHS

	
TEWV.NorthYorkshireCamhsreferrals@nhs.net


	
	
ADULT LEARNING DISABILITY
	
tewv.NYLDreferrals@nhs.net	




Please note that Crisis team referrals should still follow existing phone referral processes to the Crisis teams. (For such referrals, following the phone call, this form could be sent with an ‘as discussed’ statement in the reason for referral section to provide the imported information to the Crisis Team if desired).

New referral templates
Referral templates have been built for SystmOne and EMIS users and are accessible via Ardens/QMaster (see below). As with other templates much of the information will be automatically imported allowing the referrer to concentrate on their reasons for referral, the patients, and where relevant the carers concerns, hopes and expectations. We would ask the referrer to ensure the risk section is populated and look over the form to see if any other key information is missing. 

PLEASE NOTE regarding to access to and use of templates:

1) Instructions for EMIS practices along with the EMIS templates are attached below.

2) Instructions re access to the sharing group for SystmOne Users are attached below – please note that the view within the screen shot is pertinent to the sharing group practice. You will only have the required referral templates within your view.

3) PLEASE NOTE for ARDENS USERS:  these templates are also available via the usual process and are listed as MENTAL HEALTH TEWV and then the name of the speciality: Adult, Child, MHSOP (mental health services for older people) and Learning Disability.

4) If you need assistance with the templates please log a call on NECS Service Desk portal and they will assist you.

5) These templates should NOT be used CRISIS referrals (please ring the team as per the usual process) OR for referral to IAPT where existing processes should continue OR for Integrated Teams whose details are not provided within the above emails where referrals go through the local authority. 

6) Children for whom there are eating disorders concerns should be referred to the CAMHS single point of access email using the CAMHS form

Referrals should be sent directly from the clinical system or using the practice generic team email address as best suits the practice
Practices will receive an automatic delivery confirmation of receipt message to the first sending to the email address (NHS mail does not allow repeat received receipts to the same sender). Practices may wish to set a delivery receipt for each referral as the receipt system does not allow repeat sending of delivery receipts to the same email address.
PLEASE DO NOT SEND ANY ADDITIONAL ATTACHMENT. 
THE FORM INCLUDES ALL NECESSARY INFORMATION WHEN FULLY COMPLETED.

ACCESSING REFERRAL TEMPLATES
For any problems accessing templates please contact you IT support organisation.
Attached below are the process for uploading SystmOne templates via the DCS provided by NECS with kind permission of DCS team who have supported the process from the beginning and the process for uploading the EMIS templates kindly provided by EMBED who provided IT support to North Yorkshire and York – this will be agreed and updated as necessary with NECS who have supported and lead the information system aspect of the process from the beginning inclusive of the building the templates which are designed in the same way as the 2WW templates.
SystmOne templates are available in both ‘Problem’ and ‘Summary’ versions to suit the different current processes within practices.

    
Please ignore other templates included in the screen shots which are not pertinent to this process     
EMIS Templates

[bookmark: _MON_1617621467] 
TEMPLATES ARE ALSO AVAILABLE FROM ARDENS

Access to Advice and Expertise (A2E)
This process should not be used where there is considered to be significant risk to the patient or others. As with urgent referrals, urgent request for advice should be through discussion with the appropriate crisis team or other relevant team.
This is really very similar to the process used by renal/dermatology units in some areas and will use the same TEWV email addresses as the referral process for receipt of requests. 
Advice can be requested regarding patients currently under the care of TEWV mental health services or patients who are not currently under the care of TEWV mental health services
The request should be sent from a secure NHS email address that is viewed daily e.g. the generic practice team email address.
It is intended for non-urgent requests for advice with a response time of a maximum of  5 days regarding both practice patients currently under TEWVs care and for practice patients not under TEWV care but where the GP/ANP/UCP needs some advice e.g. on a change of medication, some concerns about whether referral is needed etc. 
If urgent advice is required please phone the relevant team or the Crisis team as appropriate.
Requests received will be forwarded to the most appropriate individual. (Whilst in some cases this will be the consultant especially for prescribing issues, depending on the advice needed the lead professional, care co-ordinator or an Allied Health Professional may have the best knowledge of the patient and the expertise required to answer the query.)
The requests could be anything from pre-referral advice, medication/prescribing advice, advice re what the best source of help/support may be for an individual (whether they require secondary care or not), support in considering differential diagnoses, etc. 
These are just a very few examples, essentially the service is there to provide the requester with advice needed concerning the care of a patient with mental health issues.
There is no current template for these requests but TEWV are happy to look at developing a template if this would be valuable.


Please:  
1) Contact teams directly regarding any questions or concerns about specific referrals/concerns about patients.

2) Contact your IT support organisation NECS regarding for any IT support including any issues accessing templates

3) Feedback any comments about the content and functioning of the referral form to my generic team email below to help us make any necessary future improvements. 

The referral from was a result of a Trustwide development with involvement of GPs, LMCs, CCGs and others and underwent a very successful pilot within North Yorkshire but we need to continue to understand what improvements can be made as part of a continuous process. No development should stand still.

Jane Leigh
GP Strategic Advisor
Tees Esk and Wear Valleys NHS Foundation Trust
Personal email: jane.leigh1@nhs.net
My team email: TEWV.GPSTRATEGICADVISORTEAM@nhs.net 
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1. Go to Setup>Users & Policy>Organisation Groups (as shown below):





[image: ]





2. In the Organisation groups screen, from the left hand pane, open the County Durham PCT (Trust Group) folder and select the DCS group.  Then click the Join Group button.



[image: ]







3. A task will automatically be sent to the Group Owner (Leadgate Surgery) and when this is approved, you will receive a task back and have access to the resources in the group.



4. The TEWV letters are contained in the New Word Letter templates under DCS Referral Proformas>Psychiatry, as below:
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image3.png

¥ SystmOne GP: INGRAM, Julie (Information Officer Access Role) at Leadgate Surgery - Word Letter Templates
Patient Apporimerts Reporing Audt Setup Links Cinical Tools Workflow User System Help

Q . ® @ O @ é (]

Search
L O\CIHI‘E-’v'd
eg=®eo

noa@@@no
LEREE %)

New Tempiste.

Copy Tempiate.

Upload Template:

Import Templates || Export Templates.

Refresh

Erter text 0 search Search

Searchon  [/] Descriptions (] Categories

* Wedines Managemert
s
* ReferralProformas
* Unfundedt work
4[] pes Referral roformas
* CD Referral Forms
« Cancer
« Dishetes
* Gastroenterdogy.
* Geritrics
* Uiestye
* Nortumberland and Tyne and
+ Otner
* OxygenReteralForms
+ Safeguarding
* Sleep Stuty
- Hs
4[] DesResearch Letters.
* Cardiovascular

* Diabetes
* Gastroenterology

< >

1t 1t

e oks

2 ¢

Qom0

Tempiate T
Psychiatry Adult TEW (Problem)
Psychiatry Adult TEWV (Summan)
Psychiatry Child TEW (Problem)
Psychiatry Child TEWV (Summary)
Psychiatry LD TEW (Problsm)

Psychiatry LD TEWY (Summary)
Psychiatry MHSOP TEWV.

Psychiatry Older People TEWV (Problsm)
Psychiatry Older People TEWV (Summary)

1| category

= DCS Referral Proformas { Psychiaty
= DCS Referral Proformas / Psychiaty
= DCS Referral Proformas / Psychiaty
= DCS Referral Proformas / Psychiaty
= DCS Referral Proformas / Psychiaty
= DCS Referral Proformas { Psychiaty
{2 DCs Referral Proformas | Psychiatry
= DCS Referral Proformas { Psychiaty
= DCS Referral Proformas { Psychiatry.

JbataSares
None
None
None
None
None
None
None
None
None

vty

ocs @
ocs

ocs

ocs

ocs

ocs

Organisaton Specic

ocs

oes

Search features

o s o006 [Boo/@oad@Eo oo B4 o







image1.png

| SystmOne Trust Reporting: Mr Scott Greenwood (Trainer) at Derwent

Patert Apportments Reportng Audt [S6p) Dispensing Ciica Toos Workfow_User_System Help

Q Users & Polcy » (% Staff 8 Organisation Setup

o o Prescribing o & statrLeave
s \| Publc olcays & CoseaDays. .
it }| organsaton et
Conture Home Screen £ | Orgaiaton reerences
Data ity .
- Contur Caseioads
et Ot ,
B (E] = Orgarisstion Groups
Appts Visits Temptts [Reforrats 2 Lot Configured Lists. LG
Mobile Working & Integration ¥ Notification, Task & Pathology / Radiology Redirection
p— hosts
Q Buk Operations I
2 0® o — " RoAC Businoss Functions
earct Begister Import/Export Staff Local Access Rights.
@ URL & Pogram artenance
» Sategc Reportng Dowioad Confuratons
Report

(® vaccinations

TP are considering removing the old childhood
vaceinations gid. Currenly SysimOne supports
o versions of the gri; ons thatwas in
SystmOne fom the startand one that was

Read More

a e

LR=R 29/08/2014






image2.png

QU 9 &

Search  Discad Save

New Growp || Join Group | Leave Group || Amend Group | Transfer Ownership | Invie Organisations || Delete Group || Refresh

iy show aroups s organisation has jained | Summary | Membership | Shared Content]

+ agw16 * || orou name ocs
« nasB1a Parent organisaton growp | @ ||County Durham Pet (Trust Group)
« nasB1a Function | speciaity [ceneral Practics -
« nese2
- Generalcescripton Tests
+ Asao07
+ Cedars MedicalGroup
SIS Memberstip terms Other organsations can feely o his grous
b L DCS New Word Letters. © Membership must be approved
> Booesceo ] Alow reporting across entie group - makes patient dertifiabe data viewable

* DDHF Federated Worling
 DDHF Group

 DDHF Reporting

* Derwentside Heatthcare

] Restrict group-wide reporting to group owner

[ strategic reporting group.

rly group owner can publsh templates, reports etc to group
+ Derwentside Heatthcare Reporting [ Copy share preferences between units

+ EasingtonlPCH [ Enable federated working
b [ itrabeaitn Practices Nortn East
* IntraHeatth TPP Practices

] Atways share all patient data between group members

* Joint Federation Group

 Jupher I Shinwell / Carodoc Group type. [standara 2
* Leadgate Test

Group owner Leadgate Surgery

Rl —— v

Tree Legend

Black  Group you have joined
Bold: ‘Group you own
Grey Group you have notjoined

You have been a member since 22 Apr 2016

Search features -








image3.emf
Short Guide to  Importing a Letter Template V6 20190403.docx


Short Guide to Importing a Letter Template V6 20190403.docx
[image: eMBED Health Consortium]

[bookmark: _GoBack][image: Image result for embed health consortium]IMPORTING LETTER TEMPLATES

[image: Image result for embed health consortium]EMIS WEB - Importing a Letter Template instructions





Before you try to import the letter templates in Emis, you must have saved the letters into a folder on your computer ready for importing. If the documents arrived with you by email, you can use File > Save Attachments to place the documents into a folder. (You will not be able to open the files – they are in a format only openable in Emis).



1. Within Emis navigate to the Template section via;  

· [image: ] EMIS menu 

· Configuration

· Template Manager (the Template Manager screen will display – the ‘Templates & Protocols’ Tab will appear first by default).
 

2. In the navigation pane on the left, click the Document Templates tab

[image: ]














3. Select the folder on the left where you want to save the imported template and then, on the ribbon, click Import > Document.





4. On the Open screen, navigate to and select the required template (the file will have .ewdt as a file extension), make sure that the option after the File name is Emis Web Document Template (see below) and then click Open. 

[image: ]

















The template is imported to the selected folder.

If there is an existing clinical template with the same name as the template you are importing a message will appear asking if you wish to ‘Overwrite existing Template?’:
 
Do one of the following: 

· To import the clinical template and overwrite the existing template, click Yes.

· To cancel the import, click No

Document templates are assigned a version number if there is an existing template with the same name rather than replacing the stored version.

5. The template is then Active and ready to be used in the normal way.
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