HEFT iCare ( EXTRANET ) access Application Form
 ( Please complete electronically and email as an attachment to helpdesk@heartofengland.nhs.uk  with EXTRANET in Subject line )

For ongoing additional support please e-mail ( to the above address ) or telephone  :   0121 424 1082
( Before filling in this form please read Appendix A - iCare access Application Form (Guidance notes )  )
	FULL Practice or Organisation Details here :

	Name
	

	Road/Street
	

	Town
	

	City/County
	

	Post Code
	
	Practice Code
	

	Network Range 
( For NEW Practices or Orgs  only )
	Start                          


	End  
	Subnet Mask 


	Practice or Organisation Main / Key Contacts :        ( Practice Manager, Lead GP or similar )

	First Name
	Last Name
	Job Title / Role
	Telephone number ( full )
 plus a mobile number if  possible
	Email Address

	  
	
	
	
	

	
	
	
	
	


Declaration:

I understand that in signing this application.  I will take personal responsibility for all use of these services by my user account.  I understand that my use of the system will be routinely logged and audited.  I have read and understood Appendix B, which summarises the Trust Policy for Maintaining the Security and Confidentiality of Patient Information.  All applicants will be deemed to have accepted Heart of England Policies and Procedures as a condition of access being granted
A full version of this policy and the Trust ( HEFT ) Information Policy & Procedures is available on request.

	Applicants Details :
	
	
	
	

	       Forename
	         Surname
	         Job Title /  Role
	GP National Code ( GPs )
        begins with a G ….                       
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix A - iCare access Application Form ( Guidance notes )
Please note that in order to handle your application for access to the Heart of England NHS Trust’s (Teaching) clinical systems, this form must be correctly filled in.

Failure to fill this form in correctly may result in a delay to your application.

This application form will have been sent to you (or you will have downloaded it) electronically and must be filled in using a PC (Unfortunately we do  not accept forms filled in by hand).  Once this has been done, applicants must email this document as an attachment to helpdesk@heartofengland.nhs.uk    with the word  EXTRANET as the Subject.
1
Practice Details
Please enter Practice details here.
2
Practice Contacts.  
Please state the contacts within your practice with whom this application can be discussed in the event of a query.  As
            the access to clinical systems and patient details are confidential, the named individuals must be two of the following:
· The Practice Caldicott Guardian

· Lead GP or

· Practice Manager

Please ensure that all the requested details are present and correct, including Email addresses as this will be the prime mode of contact.
3
Applicants Details. This is the details of the staff members for whom access is being requested.  NOTE:  Please include GP National code
            for any GP’s 
4
Network Range IMPORTANT: This will be available either via your Practice IT professional or via your PCT.  Please Note configuration 
            without this information is impossible.  
Polite but Important Note To All Applicants :  All persons accessing Heart Of England Clinical systems will be deemed to have accepted Heart Of England Policies and Procedures as a condition of access being granted.  Central to this condition of access is the notion that each registered user logs on with their own log in credentials.  Patient confidentiality, our duty of care to our patients and the security of our clinical systems are paramount, therefore the sharing of Usernames/Passwords is not acceptable and cannot be condoned by Heart Of England NHS Trust or any of its employees.
 

Regrettably, GPs or other staff members who fail to abide by this condition will have their access revoked. 
Appendix B - Policy for Maintaining the Security and Confidentiality of Patient Information.

This policy sets out how the Trust delivers its duty to keep patient information safe and confidential without compromising its ability to share information where needed for patient care. The policy applies to all who work within the Trust whether Trust employees or not. It covers attributable information i.e. any information that would identify an individual patient, directly or indirectly.  

Patient information is any personal data held about a member of the public by the N.H.S. (See Section 3 of the full policy).

All staff have a duty to keep such information strictly confidential and to use it only for the proper purposes in accordance with the law, essentially the 1998 Data Protection Act, NHS Executive Guidance (the Caldicott principles) and Trust policies (See Section 4 of the full policy). The framework of good practice requires all organisations that have access to patient information to:

· Justify the purpose.

· Only use patient–identifiable information if it is absolutely necessary

· Use only the minimum necessary patient–identifiable information.

· Ensure that patient–identifiable information is accessed only on a strict need-to-know basis for your patients only.

· Ensure that everyone with access to patient-identifiable information is aware of their responsibilities.

· Understand and comply with the law

Sections 5-9 of the full policy cover the collection, recording, storage and transport of information and access to it. In all these processes care must be taken to prevent unauthorised disclosure. This policy covers areas such as conversations, handling of paper and computer records, the use of facsimile transmission and electronic transmission to ensure that information is transmitted in as secure a manner as possible.

The policy for ensuring that patients have appropriate access to their records is covered in Section 10 of the full policy. 

Patient information is required not only for personal health care but also for other permissible purposes such as protection of public health, administration of health care and teaching. Patients must be aware of this and of the other circumstances under which information may be shared. Section 11 of the full policy gives details of these circumstances and how each must be dealt with. There are absolute bans on disclosing some information i.e. for fund-raising or commercial marketing and about sexually transmitted disease, assisted conception, abortion and HIV/AIDS. (See Section 12 of the full policy) (But absolute does not restrict use for medical management).

Media containing patient information must be disposed of in a manner, which prevents unauthorised disclosure (See Section 13 of the full policy).
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