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STB 28: How to Add Special Patient Notes & Palliative Notes

The purpose of this Service-Training Brief is to assist us in the service we provide to our customers.

The Training Team/Co-ordinator is responsible for delivering this brief to staff. Please sign the front
page of the brief, this will then be kept in your training file and the information recorded on Badger
systems. The brief content pages may be kept for reference as required.

The information contained in this brief supersedes all previous communications, manuals or
procedures.
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| fully understand the briefing and will implement this training.

| have discussed any queries.
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STB-028 How to add Special Patient Notes and Palliative Notes

INTRODUCTION

Special patient notes and palliative care forms are sent from other agencies (for example surgeries,
district nurses, nursing homes, ambulance service and hospitals etc) when vital information regarding
patients needs to be added onto the Adastra system. This ensures the clinicians have a clear clinical
picture regarding the patient’s condition. If there are instances that you are unable to read what has

been written on the form, contact the sender to clarify the details. Please follow the process below as
to how to add the notes.

THE PROCESS

- = - Select the drop down button
Mamtenance +-—= next to ‘Patient Maintenance

|3.L Patient Edit

Patient Record
Trace Merge Queue
{1750)

Patient Record
Amalgamation

| ] Note Edit < Select ‘Note Edit

| ,;-1 MNote Review

The screen below then comes up.

[ Note Editor 3¢

Patient note search | Free form note search
Forename

Drag a column header here to aroup by that column

4 4 Record0ofD b W W
New patient...

M 4 Record0of0 ¥ b W
New note...

|| Note Editor X
Patient note search | Free form note search

Forename Surname Phone Date of Birth Enter the date Of b|rth
oio11328  4—— for the patient

Drag a column header here to group by that column
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-] Note Editor

Patient nate search | Free form note search,

Forename Surname Fhone Date of Birth

01-Jul-1978 39 years Search Advanced

Drag = colun header here to graup by that column * f
1

Tab across / select the box adjacent to the date of birth
to enable the search facilitv: then ao onto select

The reason that only the date of birth is selected as the search criteria, is that there is a possibility that
names may have been misspelt where this is the case the mistake can be rectified and all relevant

files amalgamated. If there is more than one file for the same patient, please follow the instructions in
STB 79 How to do Patient Amalgamation

Now go back into ‘Note Editor’ and search for the patient again, there should only be one file for the
same patient.

-] Note Editor X

Patient note search | Free form note search |

Forename Surname Phone Date of Birth

01/01/1899 119 years Search Advanced

|FurEnamE ‘Sumame |SurnamEPrm ‘MaldEnPrEﬁx Maiden Name | Building Bulding Ext... | Street Locality Town County Posteode Home Phone | Mobile Phone | Other Phone | Address DOB

jMEsh&r No-One Cross Stree... Cross Street Burton On ... Staffordshire DE14 1EG

Cross Stree... 01-Jan

M 4 4 Recordlofi » W W 4 [

New patient...,

casteai... | [Lastedited By User ... [Review Date [Obsolete  [canshare  [share when Atched .. | Template name [ can change selection

If there are no matches with
the information available to
you, select ‘New Patient’

M 4 RecordDofD » » W

New nate4

I— Where a patient file already exists; click once
onto the relevant file and select ‘New Note’

In ‘Patient Details’ ensure all the patients demographics that are provided are recorded as you would a

GP or DN call. Depending on the format of the form used, a NHS number may be provided please
record this number, if it has been provided.
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©® Motz Editor X
Note details | Patient detals \ Questions

Initials  Forename Surname Sex Maiden Date of birth

D1Jan-1833 113 years
Contact Home |

Home:

Mobile:

Cther:

Postcode

United Kingdom

Healthcare provider details Language & Ethnicity Patient Check

District Nurse | Doctor Lanquage Spoken:  Start typing to search... @ Insurance Type: [Unknown

Registered [ Patient can speak English Insurance Company:

Area: Start typing to sfrch... Q| || Ethnidty: Start typing to search... % neurance fumber:

Nurse: Start typing to sdrch... ” Nationality: Start typing to search...

NHS Number:
[] Obsolete

DN Team: Start typing to sdrch...

When inputting GP details ensure you select the drop
down menu and select ‘Registered’ and then enter the
patient’'s GP details.

Select ‘Note Details’

J ® Nge Editor % |

Mote details | Patient details | Questions |
MNote details

Review date | 2Hov-18 User can change selection [ | Share with external agendes
Service Initially selected [[] share when attached to a case

[ cbsolete

Questions
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PALLIATIVE CARE FORMS

\:5.

badper

MNotification of Patient Requiring Palliative Care Intervention

dasing approprisisly Wit paiants requining palistvs cara Imarvantion At M2 and of B

datalls of M Wness. Ofian thalr relatvas 00 Nol know Tt dasth ks axpaciad and 35 3

Imareanlions may b2 made, such 35 999 cals or emargancy admizsion. The only way w2 can

Imgrava TS b5 KX MEr GO 3 IR us. I jOU Nave 3 pItam wha raquinas pIIatve Gre manvanion, pa3sa oty us
=03l we can fag Tis on owr syslem. Pieass maks 3 cogy Tis farm for fulwe use.

Thea fodicwing Information e to Do reviewad BN .........oococeeeeecnen e
| patients Detalls {Piease uss Block Capitals)
FulT Hama:

Trats o Birth.

NH S Humibsar:

Distalls of Diagnosl
'Dﬁ: =

Patant awara of dlagnasis Y N
B

Family ! Carar awars of diagnasls ¥ /N

Dstalls of Trastmant / Madication
[Trestmant:

Prafamad place of deai: Rocusciaia: YW Admit YN
Has e Paliam basn piacad an e Goid Standard Framewoark fr Tanminal Cars? W25 | ND (Deiein whee scoicas)
This imionmation may be sharad wilh exdamnal aganckas? Yas [ No

This imfonmalion may b2 sharad wihan afiachad 103 c3527 Yas fNa

Phazsa ratum durng office hours o: -
Duty Taam Leader, BADGER Group, Sadger Housa, | DO SADGER we oy )

121 Giver Swast, Swmangham, 53 LEY CaEadeed WM sysiam O DEE ...
Fax 0121 756 5135 Surgery has carinmead recdipl O Dater ..

For Arthar Infarmaton T 0121 765 2101

Piages check that Bagger hae recatved thi

Enter all the information that has been completed on the form. Where there are blanks on the form
simply disregard this section and do not enter below. Ensure all information is recorded below as it
has been completed on the form itself; the only case where this is generally not followed is when
arrows have been used to indicate an increase or decrease in possibly medication levels. When
recording current medications, the list can be vast at times, in this case simply record the name of the
medication. Where this has been completed please record at the bottom of the note: ‘Please see
Special Notes Folder on Mission Control for full details’.

Please utilise the standard template for each service which can be obtained from your Team Leader.
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STB-028 How to add Special Patient Notes and Palliative Notes
[@nereedior x|

Note details | Patient detaiis | Questions |
Note details
Review date - User can change selection [ Share with external agencies

Service Initizlly selected [ share when attached to a case

[7] Obsolete

Mote text | Questions | Attachments

*** SPECIAL NOTES — 11/11/11 ***

DIAGNOSIS:

PATIENT AWARE OF DIAGNOSIS:

DATE OF DIAGNOSIS:

SECONDARIES:

FAMILY/CARER DETALLS:

FAMILY/CARER. AWARE OF DIAGNOSIS:

OTHER PERSONNEL INVOLVED:

OTHER MEDICAL CONDITIONS:

TREATMENT:

MEDICATIONS: See drugs chart in special notes folder

PROBLEMS [CONCERNS:

PREFERRED PLACE OF DEATH:

PREFERRED PLACE OF CARE:

RESUSCITATION STATUS:

RESUSCITATE:

ADMIT:

HAS THE PATIENT BEEN PLACED ON GSF FOR TERMINAL CARE?
THIS INFORMATION MAY BE SHARED' EXTERNAL AGENCIES?
THIS INFORMATION MAY BE SHARED WHEN ATTACHED TO A CASE?

Signed &Received:

=== See Special Notes Folder **

Cancel

Select update once the
form has been completed

Once the form has been added on Adastra ensure the box in the bottom right hand side of the form
has been filled out.

For BADGER usa anly:
Caaked Whasysiam O Oae.......ilak ...
Srgary Nas comnmad racHm CDae A

For the forms that have a different format to the BADGER forms ensure you record on the top sheet
the following: ‘Added to System [DD/MM/YYT] followed by your initials.

The paperwork must then be filed in the correct folder behind mission control.
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SPECIAL PATIENT NOTE FORMS

badoer

Special Patient Notes

Thix fomm SRl NOT be wsed br patacts Wil & Teminel liness - Fasse w0 e ADSoM0n of Falent Reguidng
Falliave Cans inbervenion fom (et OFS+F-012) avallable fom the Sadger offce on 0121 785 2120,

£ atients Detallc jpleace uce Blook Capitalc
T e

M3 Number
[Fome Addrece

This Infomnation mey D2 shansd win exemal agenciesT Yes | kb
Teis Imdommaton My be shemed when slached i acmeT Yas Mo

This Informnation Shoell e redamed o

Signed ... .. Frint Mame

Sumery... .. Dmm

Flease mmtom during office hows i

ety Teamn Leader. Sedger Howse 121 Govs Svedt, Smingrem S4EY

Fae 0131 7885135 ior forther Indommation Tek 0121 TEE 2120
Flsace imlephons Sadgeria sonfirm necsipt

S BB caa sl

Data acided b0 e ystem [ Dt ks

Sugerny has covtactedte confen moept [0 Date:

Ogerstors Dccter 10

In ‘Note Text’ simply add the note in free form as it has been written on the form.
[@netezatr x|

Note detais | Patient details | Questons |
Note details

Assign to
Review date | 24-Nov-18 H User can change selection [ | Share with external agencies Patient
Service Initially selected [] share when attached to a case

[] Obsalete

Mote text | Questions | Attachments _

EEEE TEEEEE 33 SEIIEE SEIEEE SEEEEEE

Select update once the
form has been completed

Once the form has been added on Adastra ensure the box in the bottom right hand side of the form
has been filled out. For the forms that have a different format to the BADGER forms ensure you
record on the top sheet the following: ‘Added to System [DD/MM/YYT] followed by your initials.

The paperwork must then be filed in the correct folder behind mission control.
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