Better informed
means better care

Dorset Care Record brings all your health details together so medical
and social care staff can give you the best possible care

ﬂ 'My record is available to share...
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How to add, edit, remove and reinstate a Care Team
member to a patient’s Circle of Care in the DCR

Dorset Care Record

For more information please visit:
news.dorsetcouncil.gov.uk/dcr-staff-area



How to add, edit, remove and reinstate a Care Team member to a &f‘
patient’s Circle of Care in the DCR {

This user guide will show you how to manage a Care Team member in a patient’s Circle of Care.

= The Care Team member doesn’t need to have access to the DCR for them to be added to the patient’s Circle of Care.
» For a Care Team member with access to the DCR, their mobile and work phone numbers will be available to view to patients
in their myDCR accounts.
» The Care Team member cannot select which patients can see their telephone numbers.
» |nthe Circle of Care user guide for patients, patients have been directed to not use the Care Team staff contact details
unless they’'ve been advised to do so.
» The Care Team member can amend update or remove their contact details from the Practitioner area
under User Settings in the DCR. | oRION®
= The patient cannot make any changes to the Care Team category from myDCR.
= |tis important to note that the Circle of Care is an UNMONITORED service i.e. there will be no notifications to you or your
patient of any changes or updates made to the patient’s Circle of Care.
= A Care Team member listed under a patient’s Circle of Care can receive notifications for the Shared Files uploaded by the
patient. In order to receive these notifications, they will need to: o
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@A L0 | & LauraBONNER ¥ | LOGOUT

& User Settings
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(1) Have access to the DCR Pf“““’f,;
(2) be added to the patient’s Care Team, and :
(3) select to receive these natifications in Notifications/My Subscriptions in the left hand DCR menu. greeres




How to add, edit, remove and reinstate a Care Team member to a &f‘
patient’s Circle of Care in the DCR {

User Guide Content:

1. How to find the Circle of Care from the Summary tab or my Dorset Care Record tab
How the citizen sees the Circle of Care in myDCR under My Support Network
3. How Care Team members with DCR access can amend their contact details from the Practitioner area under User
Settings
4. How to add a Care Team member to the patient’s Circle of Care
4.1 How to add a Care Team member who already has DCR access
4.2 How to manually add a Care Team member who does not have DCR access
5. How to edit the details for a Care Team member listed in the Circle of Care
How to remove/deactivate a Care Team member from the Circle of Care
7. How to re-activate/reinstate a Care Team member who has previously been deactivated

N

o

There are additional User Guides at https://news.dorsetcouncil.gov.uk/dcr-staff-area/how-to-quides/ to help you with how to
log in to the DCR and how to record a Discussion to View, amongst many others.



https://news.dorsetcouncil.gov.uk/dcr-staff-area/how-to-guides/

Dorset Care Record

1. Finding the Circle of Care from the Summary tab in the DCR /
Access the citizen’s DCR record either via single sign-on from the DCR tab/link within your current organisational system,
or login via the DCR browser https://prof.dorsetcarerecord.nhs.uk/concerto/Login.htm and search for the patient. The
patient record opens on the Summary tab.

e Click on the Circle of Care.
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Please chedk the Summary tab for Primary Care (GP) and Community
folders
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You can also access the Circle of Care from my Dorset Care Record tab. They both show the same information.


https://prof.dorsetcarerecord.nhs.uk/concerto/Login.htm

Dorset Care Record

Finding the Circle of Care from my Dorset Care Record tab

Click on my Dorset Care Record tab, and then click on the Circle of Care.

CHAMPION, Trevor (Mr)
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2. The Circle of Care in the DCR is mirrored in myDCR, under the
patient’s My Support Network

The patient is not able to make any changes to the Care Team category but will be able to see the Care Team
members’ contact details.

my Dorset Care Record O HiTrevor v

—

Health Record Circle of Care
Add Show Inactive (22)
Trevor Champion
04 May 1967
I Friends & Family I
Name Relationship Role Consent to Share Contact Details
a My Appointments @ Fred Champion Cousin Financial Representative O No L 07983 111111
&  Jessica Rabbit Daughter Next Of Kin @ VYes
D My Health Record ? @ Sam Bel Neighbour Key Holder @ Yes
D IVIy Links > @ Susie Champion Wife Cares Far Person © No
2 My Support Network I Care Team I
Name Role Organisations Contact Details
fc%).‘ My Account @ Barbara Zurek Attending Provider
@ Georgina Hulbert Attending Provider L 07983 111111
@ Pelin Yilbat Primary Care Provider
@ Sam Belhomme Attending Provider
@ Theresa Barton Midwife

m IOrganisations I

(Dorgt Care Record l Name Type Contact Details

B  Active Dorset Other

ORIONF

HEALTH

Qrion Health ©2023



3. Care Team members with DCR access can amend their contact detalls
from the Practitioner area under User Settings.

From the Person Search
page or from within a oo n & oo
patient’s DCR record, clicK e * 1 pecais

Dorset Care Record

© Help

Per.
O n yo u r U S er n al I I e y an d a. Ecently ACCessec SN 1 ome laura.bonner.test Inactivity Logout  Your maximum timeout is currently 15 minutes. ORLQLﬂ*
. IAGTEETHTTEEE Change Password Important (O Show alert until dismissed
drop-down box will expand. e Nemese:  @Snowsertor | Tssconds <
() Do not show alert
* FORMS Start Screen hd
» TASK LIST R N
oles | perform  Care Professiona Groups | belong  MedMan - Update Medication Record, Problem List Users
I

» NOTIFICATIONS

- . PI:E\::E:;SETEARE Discard Cranges
a Click on User Settings.

» LINKS

Users
In the Practitioner area, ™ et oo
update your Mobile and " o oo
Work Phone numbers as
needed. B S

Mobile

CI'Ck On Update Practitioner
The information in this section relates to Circle of Care.
P r ef e r e n C eS It will be visible to Citizen Portal users. Tera;n lzation

Click on Person Search or B

Recently Accessed to Provider Homepage

return to the Person Search a The contact details listed here will be visible to all patients to

homepage or Recently o ORION — Q whose (_Zircle of Care the Carg Team me_:mber IS Qdded to.

Accessed, respectively. In the Circle of Care user guide for patients, patients have
been directed to not use the Care Team staff contact details

unless they’'ve been advised to do so.

Email




4. How to add a Care Team member to the patient’s Circle of Care

e To add a member to the Circle of Care, click on Add.
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4.1 Adding a member to the Care Team —the Care Team member already  poaes
has a DCR account/access

a Select the Care Team radio button. Circeof Care

Show Inactive (8)

. Add Member to Circle of Care
Type in the Full Name of the Care Team 6

member you would like to add to the patient's | B

Circle of Care
" Can't find who you're looking for? Refine your search, or enter manually. Add Manual Entry e

(1) If the Care Team member has a DCR st
account/access to the DCR, they will show

i &  Edward Scissorhands Ex-Family Member Other Representative @ Yes

under Search Results.

(2) If the Care Team member does not have a DCR
account/access, they will need to be added
manually via the Add Manual Entry link.

Circle of Care

Show Inactive (8)

e Click on them in the Search Results list.

Friends &Family @ Care Team Organisation

Attending Provider
Consulting Provider

In the additional box that opens following your |~ R
selection, complete the following mandatory it
. . Can't find who you're looking for? Refine your search, or enter manually. Add Manual Entry Health Visitor
information: esin

Care Coordinator
[ ]

10-May-20203

Showing 1 result

« the Role they play in the patient’s care,

* the Start Date for that role.
Click on Add.

Friends & Famil



When selecting a Role for the Care Team member, please note that the w
following Roles can receive notifications for shared files {

Receiving shared files notifications NOT Receiving shared files notifications
Admitting Provider ACO

Attending Provider Consulting Provider
Admitting Physician Care Coordinator
Attending Physician Midwife

Citizen Portal Provider Ordering Provider
Clinical Provider Ordering Physician
Health Visitor Primary Care Provider
Notification Recipient REF MD

Patient Referring Provider
Patient Representative Transition Care Manager

(July 2023)




The newly added Care Team member with DCR access will be displayin

an ® icon to the left of their name.
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BORN 04-May-1967 (56y)  GENDER Male
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&7 Summary
£2 Additional Details
[™] my Dorset Care Record Invitation
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(- Send Citizen Feedback
¥ Community (30 / 30)
» Correspondence (33 / 44)
* Discussion to View (9/12)
» Primary Care (20 / 20)

& Problem List
o Qg

% Patient Task List

Care Team

Name

(nhs-sds)

Anna Green

‘@ Medications Viewer

Role

Attending Provider

Consulting Provider

NHS Number 491 1677333 ¥
PDS 4911677333

GP PRACTICE. CANFORD HEATH GROUP PRACT

my Dorset Care Record 83 Social Care

Organisations Contact Details

L +441234567890

Barbara Zurek

Attending Provider

CHCNCONCONONONCHNCE O | 32

Emma Walton
Georgina Hulbert
Jayne Catley
Jayne Catley
Laura Bonner
Pelin Yilbat

Sam Belhomme

Theresa Barton

Attending Provider
Attending Provider
Attending Provider
Ordering Provider

Consulting Provider

Primary Care Provider

Attending Provider

Midwife

L 07983 111111

v" The entry when you click on their name/line also shows that
they have Clinical Portal Access.

=> @& Lo

& laura BONNER ¥ LOGOUT
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Dorset Care Record

» The newly added Care Team member will also show on the
patient’'s myDCR account.

my Dorset Care Record S, HiTrevor v

@ samBel

Health Record

o)

Je

@ Barbara Zurek

Clinician Details

Attending Provider

Role Attending Provider
Start Date 23-May-2022
Deactivate (O Now () On date
IA(CESS Clinical Portal I
Email barbara.zurek@dorsetcouncil.gov.uk

Organisation Details
There are no organisations associated with this participant.

&  Sammy Bel

Trevor Champion @ susie Champion
04 May 1967

&  TabbyMcTat

Meighbour
Carer
Wiife

Daughter

Role

Consulting Provider

Key Holder

Emergency

Cares For Person

Emergency

Organisatians

© No
@ ves
Q No
@ ves

Contact Details.

. +4412345678590

Attending Provider

Care Team
My Appointments e
My Health Record > A (nhssds)
& Anna Green
My Links » @ Barbara Zurek
@ Emmawaion
My Support Network
@ GeorgnaHuler
My Account @ Jayne Caviey
@ Joyne Caey
@ Laurs Bonner
@ peinvibat

@ sam Belnomme

@ Theresa Baron

ml_-] Organisations
' Dorset Care Record
Name

W Actve Dorset
B Ben TESTOCR

orion®

B james Norton
Qrion Health ©2023

Artending Provider
Astending Provider
Amending Provider
Ordering Provider
Consulting Provider
Primary Care Provider
Atending Provider

Midvafe

Type
Cther
Haspital Department

Religious Instution

Contact Details

07983 111111

It is possible to add in a member to the Care Team who doesn’t have a DCR account, by adding them manually.



4.2 Manually adding a member to the Care Team — the Care Team
member does not have DCR access

It is possible to add a Care Team member who
does not have access to the DCR, by adding
them manually.

In this case, the patient will be able to find
them in their myDCR but the Care Team
member won’t be able to see the patient’s
record as they don’t have access to the DCR.

Click on Add Manual Entry.

Fill in at least the mandatory fields of first
name, surname, role and start date. You can
add their telephone number and/or their email
address under Contact Detalils.

Click on Add, and they will be added to the
Care Team.

They will not show a circle around the icon as
they do not have DCR access.

Circle of Care

Show Inactive (8)

Dorset Care Record

Add Member to Circle of Care

Friends & Family ~ @ Care Team Organisation

Full Name *

L ]

Search Results

Can't find who you're looking for? Refine your search, or enter manual

Add Member to Circle of Care

Friends & Family @ Care Team

(e Title

Role *

Specialty
Start Date * 234un-2023 3]
End Date @
Contact Details -

Add Contact Detail:
Address
City
County
Post Code
Country

NPI Number

Organisation

Given Name(s) || Family Name

NUMBER/ADDRESS

C
Add el

NOTE

are Team

Name

Organisation Details
Add Qrganisation

Role Organisations

Contact Details

& Anna Green

Consulting Provider

. +441234567890

@ Barbara Zurek

@ Georgina Hulbert

@ Jayne Catley

Attending Provider
Attending Provider

Ordering Provider

L 07983 111111



The newly added Care Team member without DCR access does not have
the circle around the person icon

l CHAMPION, Trevor (Mr)

BORN 04-May-1967 (56y)  GENDER Male

ADDRESS (3) Dorset County Hospital, WILLIA... HOME -

= &1 Summary

Documents

& Problem List

% Patient Task List

o Qg
) Care Team
Showing All Mark All As Read
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&7 Summary
£2 Additional Details

Name

(nhs-sds)

‘@ Medications Viewer

Role

Attending Provider

NHS Number 491 167 7333 % => a4 Qo

my Dorset Care Record

Organisations

Dorset Care Record

& laura BONNER ¥ LOGOUT
PDs 4911677333

GP PRACTICE. CANFORD HEATH GROUP PRACT (v]

83 Social Care

Contact Details

[™] my Dorset Care Record Invitation I

Anna Green

Consulting Provider

A\ Circle of Care
7 Collaborative Worklists
Goals and Actions

Barbara Zurek

Emma Walton

(=2 Send Citizen Feedback

¥ Community (30 / 30)

» Correspondence (33 / 44)
* Discussion to View (9/12)
» Primary Care (20 / 20)

Georgina Hulbert
Jayne Catley
Jayne Catley
Laura Bonner
Pelin Yilbat

Sam Belhomme

Theresa Barton
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v" The entry when you click on their name/line also shows that
they don’t have Clinical Portal Access.

Attending Provider
Attending Provider
Attending Provider
Attending Provider
Ordering Provider
Consulting Provider
Primary Care Provider
Attending Provider

Midwife

vazers | 3 The newly added Care Team member will also show on the
patient’'s myDCR account.

L 07983 111111

my Dorset Care Record S, HiTrevor v

&  Anna Green Consulting Provider

Anna Green
Role Consulting Provider
Start Date 23Jun-2023

I Access No Access I
Phone +441234567890

Edit Close

@ samBel Meighbour Key Holder O No =
Health Record
&  Sammy Bel Carer Emergency @ ves
Trevor Champion @ susie Champion wife Cares For Person 9 No
# May 1967 & TabbyMcTat Daughrer Emergency @ ves
Care Team
E My Appaintments Name Role Organisations. ‘Contact Details.
[ My Health Record > B s sds) g o
I & Anna Green Consulting Provider . +441234567890 I
0O Mylinks > @ Barbara zures Atiending Provider
o @ Emmawalon Artending Provider
~n My Support Network
@ GeorgnaHulbert Atrending Provider 07983111171
2 My Account @ Jayne Catey Anending Provider
@ jeyne Catey Ordering Prowider
@  Laurs Bonner Consulting Provider
@  Pelin vilbat Primary Care Provider
@ sam Belnomme Attending Provider
L. +441234567850 @ Theresa Baron Midvife
my Organisations
Dorset Care Record
Name: Type Contact Details
B Active Dorser Other

ORION" B BenTESTOCR
B james Norton
Orion Health 2023

Haspital Department

Religious Institution




Dorset Care Record

5. Editing the details for a member of the Care Team, with or without
DCR access

Care Team
Name Role Organisations Contact Details
CIICk on thelr nam e/“ne' & Anna Green Consulting Provder e L +441234567890
@ Barbara Zurek Attendlng PrOVider\ & AnnaGreen Consulting Provider . +441234567890
CIICk on Edlt @ Georgina Hulbert Attending Provider :Zfﬁree" R
@ Jayne Catley Ordering Provider Starc Date 23Jun2023
To make changes to a Care Team member without DCR o
access, you can update all their details. s e - T
Neme= [ritle || Anna Green Organisation Details
Underneath the Start Date, there is the option to - L -
Deactivate. e e
) Phone M +441234567890 i}
The End Date shown when adding a Care Team member
has been replaced with Deactivate.
County
@ To make changes to a Care Team member with DCR access, you can -
only provide an update for when to Deactivate them.
You can select Now or On date and then input the date in the box that @ Bervorszures

Clinician Details

appears when you select the radio button On date.

Role Attending Provider
Start Date 23-May-2022
Deactivate Now () On date ® On date @ =

. Access Clinical Portal
CI ICk O n U p d a.t e . Email barbara.zurek@dorsetcouncil.gov.uk



Dorset Care Record

Deactivate 6. Removing a member from the Care Team

CIiCk On the Care Team member’s Iine Care Team &  AnnaGreen Consulting Provider

Name Role

and in the expanded box that opens & e

Role *

click on Edit. MOMELERD TR

& AnnaGreen Consulting Provider

Consulting Provider w

Start Date 28-Jul-2023
s

Deactivate Now On datel

In the new box that opens, choose consung proncer
when you would like to deactivate the

TYPE NUMBER/ADDRESS NOTE
Start Date 28-Jul-2023

Access No Access Phone A +441234567890 o

role they play in the patient’s care from, | ™
whether now or from a certain date, by
clicking on the respective Deactivate

City

County
Post Code

radio button.

NPI Number

e Click on Update. 22 [ o |

On the date when the Care Team Organisations e
. . Name Type
member is no longer active, they _
B Active Dorset Other | INACTIVE |

will display an Inactive label nextto g s reoroe Hospital Department
thelr rOIe B James Norton Religious Institution

l CHAMPION, Trevor (Mr)
BORN 04-May-1967 (56y) GENDER Male

~DDRESS (3) Dorset County Hospital, WILLIAMS AVEN... | HOME -

Click on Hide Inactive to only show active = smmay§ Potlnlst (7 PaienTakLst @ Med
Documents Qg

Organisations in the patient’s Circle of Care. snoung A1 workiasreas - Clrcle of Care

Group By Category SortBy Date Add Hide Inactive (19)



Aclvat®  Toam members

I CHAMPION, Trevor (Mr)

BORN 04-May-1967 (56y)  GENDER Male

ADDRESS 3) Dorset County Hospital, WILLIAMS AVENUI

Click on Show Inactive to see all
Care Team members, both
inactive/deactivated and active
members.

= 2 Summary 4§ Problem List

o Qg

[ PatientT

Documents
Showing Al Mark All As Read
Group By Category SortBy Date

Circle of Care

& Summary

£8 Addit | Detail . .
pone e Friends & Family

™ my Dorset Care Record Invitation

A\ Circle of Care|

Add Show Inactive (21)

l CHAMPION, Trevor (Mr)

BORN 04-May-1967 (56y)

=] &1 Summary £ Problel

Documents o Qg
Showing All Mark All As Read

Group By Category SortB te

&7 Summary
£3 Additional Details

Showing  All Mark All As Read
Group By Category SortBy Date

Name ™) my Dorset Care R
.
e Click on their name/line. ol torks
(2 Send Citizen Feedback
* Community (30 / 30)
a Click on Edit. b Discaston tavisw (9712
* Primary Care (20 / 20)
@ When a member is deactivated, the
Deactivate box is relabelled as Activate.
Under Activate, select Now or On date.
The Deactivate box will appear right under
Activate for you to select a date for - o E )
deactivation.
Activate Now (@ On date @ =
Deactivate @ =
@ Click on Update.
l CHAMPION, Trevor (Mr)
BORN 04-May-1967 (56y) GENDER Male
@ Click on Hide Inactive to only show active Friends = " ™= S
& Family members in the patient’s Circle of Care. s 0ae

ADDRESS (3) Dorset County Hospital, WILLIAMS AVEN...

GENDER Male

‘@ Medi

HOME -

7. A deactivated member can be re-activated: Reinstating Care

Dorset Care Record

List 7 Patient Task List ‘@ Medications Viewer my Dorset Care R
Care Team
Name Role
A (nhs-sds) Attending Provider
.
@ Alex Snow Midwife | INACTIVE | I @ Alex Snow Midwife | INACTIVE
.
Alex Snow Clinician Details
Role Midwife Role Midwife
Start Date 06-May-2021 Start Date 06-May-2021
End Date 08-Mar-2022 End Date 08-Mar-2022 |
Activate
Access Clinical Portal ‘ Now () Ondate
.
Email alexandras@orionhealth.com Access Clinical Portal
Email alexandras@orionhealth.com

& AnnaGreen

Consulting Provider | INACTIVE _\I

Anna Green
Role

Start Date
End Date
Access

Phone

close

Consulting Provider

23-Jun-2023 »I & AnnaGreen Consulting Provider | INACTIVE I
28-Jul-2023 *
No Access Role *

s Consulting Provider v
+441234567890

Specialty -

Start Date 23-Jun-2023

End Date 28-Jul-2023

Activate Now () Ondate I

Contact Detalls _ _ i _

TYPE NUMBER/ADDRESS NOTE
Phone ~ +44123456789C

Add Contact Details
Address
City
County
Post Code
Country

NP1 Number

I Update I

Cancel



Access further support and information from
https://news.dorsetcouncil.gov.uk/dcr-staff-area/learning-resources/

| Disclaimer

The screenshots in this training guide are taken from
a test system and as such may vary slightly to the live
DCR system.

Screenshots in this training guide do not contain any
real patient data.

Data provided by source systems is read-only in
DCR. There are various level of restrictions and
sensitivities being applied within the Partner's
systems, and the DCR respects and displays the data
as provided by the Partners.

The information contained within the NHS Dorset
system (the Spine) is the overriding system for
updating demographics.

i Dorset Care Record


https://news.dorsetcouncil.gov.uk/dcr-staff-area/learning-resources/
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