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INTRODUCTION

This Standard Operating Policy provides clear guidance to staff regarding the collection and
recording of information on next of kin involvement.

SCOPE

All clinical staff are responsible for registering and checking that the patient’s next of kin details are
both recorded and up to date. For inpatients the next of kin details should be confirmed on every
admission. For community and general practitioner patients next of kin details should be confirmed
at least annually.

DUTIES AND RESPONSIBILITIES

The clinical director, divisional clinical leads and divisional mangers will ensure dissemination of
standard operating procedures.

PRINCIPLES

o Next of kin/carer(s), should be engaged appropriately, whilst gathering information to inform
the assessment process, and should be given an opportunity to express and/or discuss any
concerns they may have.

e Next of kin/carer(s) should be involved in the decision-making process and care planning
for their family members.

e Where a patient is accompanied by a relative or carer, a collateral history should be
obtained.

e Parents/carers have a right to respect and should be consulted with and involved in matters
concerning their families.

e Carers and users may have specific communication and information needs e.g. interpreting
and translation.

WHO IS THE NEXT OF KIN?

The simple answer is anyone the patient chooses. Ideally the next kin would be a person who is
readily contactable, and whom the patient is confident will act in a sensible way. The difficulty is
that since the ‘next of kin’ has no legal status, being undefined in English law, there is no legal
guidance. In particular, there is no distinction between blood relatives, family, friends and
acquaintances.

POWERS OF THE NEXT OF KIN

Since the role is not defined in law, the next of kin has no legal powers. However, clinicians must
seek information as to the wishes, feelings and beliefs of an incapacitated patient. It is sensible to
begin this search with the person nominated as next of kin, although this quest may well become
more extensive. It is also the next of kin who would be notified in the event that the patient dies or
suffers serious injury.
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MULTIPLE NEXT OF KINS

There may be the situation where the patient has arrived lacking capacity and there is no recorded
‘next of kin’. If a number of people self-appoint themselves, all those who self-appoint should be
given the same information, bearing in mind the rules on confidentiality.

RECORDING NEXT OF KIN

Next of kin should be recorded as follows (see link to appendix):

e Lorenzo
e SystmOne
e PCMis

DESTINCTION BETWEEN NEXT OF KIN AND LASTING POWER OF ATTORNEY
(LPA).

Lasting Power of Attorney is a legal document enabling a nominated person to make decisions on
an individual's behalf if they lack the mental capacity to do so themselves.

There are two different types of LPA:

a. Health and Welfare LPA is for decisions about both health and personal welfare. A Health
and Welfare attorney can only act and make decisions on the patient’s behalf when the
patient lacks capacity to make those decisions.

b. Property and Finance LPA is for decisions about financial matters. A Property and
Finance attorney can act even if the patient has capacity.

9.1 Legality of the LPA

Staff should ask to see the LPA (if the document is not available, it is possible to telephone the
Office of Public Guardian on 0845 330 2900 between 9am-5pm Monday to Friday to check the
details. Outside these hours the attorney will have to be asked to bring the LPA for verification).
Staff need to check the LPA for authenticity. All pages need to be numbered sequentially. Every
version of a registered LPA will have a perforated stamp at the bottom of the front page, saying
‘Validated'. A stamp or box or both on the front page of the form will also show the date of
registration.

Always makes sure you have the entire document when receiving an LPA and verify the name
of the patient (referred to in the LPA as the “donor”) and of the attorney(s) within the
document. Some LPAs will also state specific power for attorneys or impose certain limits
beyond the general authority that standard LPAs provide.

The patient’s consultant should be informed of the existence of an attorney as soon as
possible and a photocopy of the LPA should be taken immediately and filed in the patient’s
Electronic Patient Record.
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10.

11.

12.

DISTINCTION BETWEEN NEXT OF KIN AND NEAREST RELATIVE

Unlike the next of kin, the Nearest Relative is legally defined and is clearly identified under the
Mental Health Act 1983.

Under Section 26 of the Mental Health Act 1983 the Nearest Relative of a patient has a number of
specific rights and functions designed to act as a safeguard for the patient’s interests and help
ensure that the compulsory powers of the Act are used appropriately.

Patients and their Nearest Relative should be given full details of their rights and responsibilities
when a patient is detained under the Mental Health Act. It is the role of an Approved Mental Health
Professionals (AHMP) to identify the person’s Nearest Relative as defined in Section 26 and can
only be one of the people as defined in the legislation.

CONFIDENTIALITY AND CONSENT

The identification of next of kin/carer(s) and significant others, and the level of their involvement
must be guided by the wishes of the patient and should be routinely reviewed.

Refusal of consent by the patient to inform and involve family/carer(s) must be clearly documented
and a multi-disciplinary discussion should take place to consider the appropriateness of the refusal
of consent to share information.

If there is an immediate risk identified by the admitting staff this refusal may be overridden to
protect the safety of the patient or others. For example: concerns for the welfare of a child, a
vulnerable adult or the patient own safety will take precedence over confidentiality. The Trust’s
Information Governance and Safeguarding teams can provide specific advice regarding
disclosures.

CONTACTING NEXT OF KIN WHEN NO NEXT OF KIN RECORDED

As detailed above there are no set laws in place that establish a legal order for next of kin in the
UK. However, there may be occasions when the Trust needs to identify the next of kin, for example
if a patient sadly dies whilst in our care and there is no recorded next of kin.

If there is no next of kin recorded and no one presenting themselves as the patient’s next of kin it is
recommended that the order of priority used in intestacy is followed.

The order of priority is as follows:
1. Spouse or civil partner

Generally, if the deceased person was matrried or in a civil partnership when they passed
away, the spouse or civil partner is usually thought of as their next of kin, which is still the
case if they are separated (but not divorced). In the event of a separation, it is important to
note that the spouse might decide not to claim the responsibility of being next of kin. If the
patient is divorced, the ex-spouse should not be considered as the next of kin.

2. Children

If the deceased person’s spouse or civil partner passed away before them or they are
divorced, their next of kin would be their children, if they had any. If the children are
younger than 18 the patient’s parents can be considered the next of kin.
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13.

14.

3. Parents

If there is no surviving spouse, civil partner or children over the age of 18, the deceased
patient’s parents will then usually be their next to kin.

4. Siblings - brothers and sisters

In the event that the deceased patient passed away with no spouse, civil partner, children
or parents then their siblings can be considered to be the next of kin.

REFERENCES/DEFINITIONS

Department of Health (2008) Refocusing the Care Programme Approach CSIP (2006) Our Choices
in Mental Health: a framework for improving choice for people who use mental health services and
their carers.

Jones. R. (2014) Mental Capacity Act Manual (Sixth Edition) London. Sweet & Maxwell

Green, J. and Green, M. (2006) Dealing with Death: A Handbook of Practices, Procedures and
Law 2nd ed. Jessica Kingsley Publishers: London

RELEVANT POLICIES/PROCEDURES/PROTOCOLS/GUIDELINES

Mental Health Act Policy

National Institute for Clinical Excellence (NICE) (2011) Clinical Guidance 136 — Service user
experience in adult mental health: improving the experience of care for people using adult NHS
mental health services.

Duty of Candour Policy and Procedure

Deceased or Dying Patients — Guidance for staff Responsible for Care after Death (Last Offices)
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Appendix 1: Recording Next of Kin in Lorenzo

* Inthe patient record click onto General Details
* Select Manage Summary from the Task Pane

| [Enter icenfer to search |
B gpr 2 Enquiry

¥ Ppatient lists

» Find record

) Override Dissent

Iég'Enoounter context: (None) | %, EPR filtered by: (None) 7|
ion is only available from your own organisation until Legiti
Insurance | Additional demographics | Identifiers | Contact information |

ip controls are operating.

PAS Number HFT0091511 Previous merge No
» Break seal

Do not merge
} Override sensitive r. 4 nurdien. rg
» Manage PDS consent

Address type
Usual Address
} Expressed consent... Registration date 15-Sep-2021
} Add patient to list
Address 9 Danby Close
) Grant Access v Title Miss Hull
» Convert to full regi... HUS 9L«

United Kingdom
Details Surname TOWNSEND

1
Registration based ...
» Record death
» Void record

» Print patient details

Suffix
Forename Norah

P Create merge requ... Mlicele iaiie

) Create unmerge re...
5 Gender Female

» Review merge

» Manage merge sett...

v ; el 5
N Date of birth 26-Jul-1943 ( Age: 78 yrs )

* Scroll down the page to see the next of kin information area
* Click on the Plus button to add in a new next of kin

Communication language | ¥
Email address [ IS
Interpreter language | v|
Copy Letter 1
Overseas visitor charging category |charging category A: Standard NHS -fund vl
Last updated on 18-May-2021
Accommodation status | v|
Education d
Educational type ‘ v]
Establishment name I | Jﬂ

Additional details

- NOK d

There are no records to show

LER

* Type in the relevant information, including the blue mandatory fields

Click Finish to add this to the record
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2> Manage NOK

; Ye HEN [[] Same as patient's address
Is registered locally Oyes P40 Use person's address details - (o)
[] Copy from patient’s address & amend
Title | v|
There are no records to show
Forename | |
Gender | vl
Date of birth [ v| < >
Relationship | Next of kin v| Overseas address 0
Relationship role I VI Address type v
From date [ "] To date l V| Premises name l I
r Contact details
[[] Same as patient's contact House number & street name | |
Use person's contact details S
[[] Copy from patient's contact & amend .
Locality I I
There are no records to show City | |
County | |
Country IUnited Kingdom vl
< >
Contact type | v| SRl I |
Contact details | ] PAF key
From date | v/ From date | vl v

* Click Finish again, to leave the recording screen

~

Emad aderess oA
Ietarpeeter Baguege v !
: Cepry Latbar 0
Qverseas vistor charging categary  Charging categary A: Sandard NS -fusd v
Last updated o0 13-May-2021
ACCommedatian st
& detalls
Educabonal type v
Estatishment same b
Addronal detais

- NOK details

XXTestPats... Maxt of kin 1e/07/202L HULLHULD 42D Telephone [mebsle):07 7828535028

4§

Humber Teaching NHS Foundation Trust
Recording Next of Kin SOP
Version 1.1, September 2022 Page 8 of 22



* The next of kin will show in the Related People tab

%Enmunter context: (None) }| 7, EPR filtered by: (None)
nformation is only available from your own isation until Legiti 1 h /! il
Care providers

P

[] Show relationship history

[ Groupbyi. | (tone)

< J

Details ®
- Additional details ‘ Address details \ Contact details [

Is registered locally No Relationship Next of kin

Title Relationship role

Surname XXTESTPATIENTXX

From date 16/07/2021
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Appendix 2: Recording a Relationship (inc. NoK) on SystmOne

* Retrieve the patient’s record.

* Select the correct tree to find Group and Relationships, this can be found in either the
Clinical or Administrative Trees (in MIU and Ward environments this is found in the Clinical
Tree)

* Select Group and Relationships (if this is grey it means that no Groups or relationships
have yet been recorded)

Patient Appointments Reporting Audit Setup Dispensing Clinical Tools Workflow User System Help

QA o B w B O B 8 4 % &

Search  Register Task Discard Save Details Next Acute  NCT Te... Addicti... Appts
oA BoRAannad»
S FC

Start Consultation ~ Next Event  Event Details ~ Pathology  Drawing = Auto-Consultation  Settings

Clinical Groups & Relationships
(@ Patient Details A BEQ 7SR

B Record Sharing Patient Groups / Families

GMS Care History [C] show left groups / families
{2 Address History (1) Joined ¥ Type Name
4 (/D Appointments, Visits & ~

Q} Attendance Counts

[ﬁ:' Appointments

|# vists

[Z) Tasks

(ﬁ Scheduled Tasks

°§° eWorkflows Relationships

&= Waiting Lists
B Amendments (1)
&k LASICCGs (2)
R schools
»R Misc. Flags
ml?:roups & Pelationships-l

> {f Hospital Numbers

Prescription History
@ A&E and Out of Hours £
Sharing Consent Overris
h Deleted tems
KA Safeguarding Informatio
. Identity Verification v

All Family Medical Other [:] Show ended relatio
Recorded ¥ | Additional Information Type Details

Example 1 — Administrative Tree
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Patient Appointments Theatres Reporting Audit Setup Stock Control Clinical Tools Workflow Hospital Overview User

Q2 W HOB &  n 2

Search Task Discard Save Details Next Acute Home  Malton ... Carer ...
O=@t0a@EBshRils>eed & H 29

Register In-Patie... Ward  Admiss...

[11#b

Administrative | Groups & Relationships

2ZLQ[r @ X

# Vaccinations (1) Patient Groups / Families
—* Referrals [ show left groups / families
ﬂ Communications & Letters Joined v Type Name

g Record Attachments
_GES Care History
@ Questionnaires
v Uuu Pathology & Radiology

htt[ Numeric Results

Relationships

I & Relationshi l i
aas Groups & Relationships [ All | Famiy Medical Other [[J show ended relationshit

Patient Details Recorded v | Additional Information| Type Details

A L Appointments, Visits & Tasks
L Attendance Counts
fuc Appointments
15 visits

-
<] Tasks

& Scheduled Tasks
'i' eWorkflows
& Watting Lists

|7\ Theatre Bookings

Example 2 — Clinical Tree on a Ward

Patient Appointments Reporting Audit Setup Clinical Tools Workflow Hospital Overview User System Help

Q w B 8 © ® = % & @8 a o

Search Task Discard Save Record Details A&E Left Pats  Attend... Next Acute Present.. Summary Home
i EBOAs 00
Start Consultation = Next Event = Event Details  Pathology  Drawing | Auto-Consultation = Seftings

Administrative ~ Patient Home
5 Patient Home| D Continue | $5% Configure
B2 Record Sharing
'6:‘45 Care History
2] whitby - Humber MU
b @ Quick Glance
Q Summary Care Record
AZE Attendances
ﬂ Tabbed Journal
LT Read Code Journal (119)
B Senstivities & Allergies (1)
# Vaccinations
E Medication
=P Referrals (5)
@ Communications & Letters (19)
LEI Record Attachments (1)
1] Reminders
> Qi patholo
Q Present J
> E@mu Templates
I,hﬂ Numeric Results
[ Medical Drawings (13)
Clinical Codings (1)
> £47 Appointments, Visits & Tasks

9 Deleted tems (3)

y & Radiology

Example 3 — Clinical Tree on MIU
e Torecord a new relationship, either right click on Groups and Relationships in the tree
and click Record relationship OR select the Record new Relationship icon on the
screen
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Patert Apportmerts Reporting AU Setup Dmpersng Cincal Tools Workflow  User System Hep

QA & B w B ©0 & & A »x» W ¥
Sewch Meguter Tosk  Dacwd  Save Detals  Ned  Acse NCTTe  Addctl  Appts  Dlary
o8 bRBoEADDO&

28 #C

St Consutation  NextEvert  EvertDetals  Pathology  Orawing Auto-Conmuttation Semngs

Clirical /  Groups & Relationship
@ Pasect Detats ~ BRQ B
®a Record Sharng Patient Groups 1T amilies

35 Care Hstory [ show left groups / tamiies
3 Aosess Hstory (1) e T | Type Neme
# (D Apportments Viets 3.1
€0 anendance Couts
IS Apportments
B Vists
m Tasks
) Schedued Tosts
o ovorkfows Retationships
G5 Watng Lsts A Faendy Messcal Omer ] Show endedrelstionships
[ Amendments (1)
Recorded ¥ Addtional Information | Type Detais

< >

Example 1.2 — Administrative Tree

Patiert  Appointments  Theatres FRgporing Audf Setup Stock Cortrol  Cinical Tools  Workflow  Hosplal Ogerview

Q E W H(& g & i © 2

Search Tosk Discard  Save Next Acute Home  Maton Carer

Om@yt0aBohfilisced O

ad -~
Administrative Groups & Relationships

Register  In-Patie. Wad A
o o
- - X

# Vcorstons (1) Patient Groups | Famikes

— Referrols [ show it grocps / famiies
#) Communications & Letters Joned v [Type Name
@ Record Amachments
54 Care Hstory
(D Cusstornares
v [l eathelogy 8 Radology

hﬂ Numeric Results

Relasonships
Relationships.
- o | B |

T & AddToPaert Grop | [ 'show encedre
Paticrt Octolls Stional Information | T Detads

- New Patient Group Ly

AN A Vists & Tg

& Atendance Courts I ;" Record Relationship I
B Apportmerts
[ vists

,. Tree Configuration
,’ Customise Tree
2 Tosks |
& Schedued Tasks
4 evioriflows

-

£§] wating Lists

r‘. Theatre Soolings

Example 2.2 — Clinical Tree
» After this point the process is the same

* Select the relevant options in each of the 3 columns depending on what type of relationship
you wish to record

Humber Teaching NHS Foundation Trust
Recording Next of Kin SOP

Version 1.1, September 2022 Page 12 of 22



V" Select Relationship Type X |

to searct Search  Clear

Primary Filter Secondary Filter Relationship Types

Favourites A Al ~ Adopted Father A

All Children Adopted Mother

Family Extended Family Father

Medical Female Father-in-law

Unclassified Friends Foster Father
Grand Relations Foster Mother
Immediate Family Foster Parent
In-laws Grandfather
Male Grandmother
Parents Guardian
Partners [Mother
Siblings Mother-in-law
Step Parent
Unclassified Step-father

Step-mother
Step-parent

Ok Cancel

* Click OK
* Select “someone else (record a textual relationship)”

¥ New Relationship X

Record a relationship with  (0) a SystmOne user or organisation
O a patient elsewhere (NHS number required)
O a patient cared for at this organisation

(O a person fram the address book

Ok Cancel

* Click OK
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¥ New Relationship X
Relationship
Sele_Ct an¥ Of the /‘lType Mother v | (@ Personal Relationship (O Guardian (O Proxy Il:ontact order 1| = k——
relationship types rr—
as appropriate?
Next of kin [] cares for this patient ] Principal carer for this patient

If recording Next
of Kin (NOK)
make sure this
box is checked.

If the person lives
at the same
address as the
patient, click the
Same  Address
as Patient link,
otherwise input
the Postcode in
the postcode field
and click find.

—>

|:| Power of Attorney assigned by this patient [:] Key holder

E] Has parental responsibility (Children Act 1939)

To record contact
order, select the
number here. 1 is
for the first
priority contact, 2
is to contact

| contact method f Telephone -
Contact times
Letter
Communication format | . .
Visit
Email address Telephone
Telephone E-mail
Minicom
Work telephone

Mobile telephone

Fax number

Sign Language

Telephone Contact Via Proxy

No Telephone Contact

*Choose your Contact
Method. Not everyone
would want to be
contacted by
telephone.

A

|:| Financial representative |:| Nearest relative I:\ Main visitor SeCOI’ld and SO
|:| Advocate
i : : on.
Reciprocal Relationship
Create reciprocal relationship in other patient record
Person Details
Name Title First name Middle names Surname In pUt the
Mrs v | |Janet Barnard contacts name
Former surname Known as Jan here_
Sex O Male (@ Female Person ID
Language D l:] Interpreter required  Date of birth >
Contact
Organisation I Contact method Telephone v I‘— Choose your
Hotiss Neme Contactmes Contact Method
Road 24 Lincoln Green Communication format i %
Locality Email address ( see beIOW) and
s T Telephone 01482 999999 make sure you
Eoii EastYorkehiie Work telephone <« capture as much
Postcode  |HU4 7SY Map |~ [[Mobile telephone 07999 999999 relevant contact
Fax number i i
I Same Address as Patient |nf0rmat|0n .
[[] call centre call-back consent [ Copy correspondence Tel eph one
ok Ok & Another Cancel numbers are

most important.

* Contact Order — we need this completing for when more than one contact has been
recorded as this is the priority order of contact and there have been issues when the wrong
person has been contacted before the main contact should have.

* Please ensure that telephone numbers are recorded for contact details as although
address is correct, the phone numbers are more important and contacting NOK or other
contacts is difficult with no telephone numbers recorded.

* Ensure that everything is correct and click OK.

* The new contact will now show in Groups & Relationships on the

Administrative or Clinical Tree (you can clearly see who is Next of Kin and who is the
chosen to be contacted first on this screen in Order.)
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B Amendments (1)
e LASICCOs (2)

iption History
€3 AcE and Out of Hours ¢
Sharing Consent Overris

B :
@ Online Services
‘) Record Restrictions
>

v

Relationships

All (2) Medical Other

Recorded ¥ _ Additional Information Type

30 Jul 2021 Next OfKin Mother

Family (2)

30 Jul 2021 Brother

2 Relationships

|:| Show ended relationships

Details

Mrs Janet Barnard “Jan™

24 Lincoln Green, Hull HU4 7SY
Telephone: 01482999999
Mobile Telephone: 07999999999
Mr Michael Barnard "Mike"

24 Lincoln Green, Hull HU4 78Y
Telephone: 01482999939

Mobile Telephone: 07999999999

D Show child health relationships

Orde
Q-

To amend a relationship, either right click on the contact in Relationships and click Amend
Relationship or select the Amend Relationship icon on top bar.

Patient Appointments Reporting Audit Setup Dispensing Clinical Tools Workflow User System Help

E

Task

QAU o

Search  Register

Discard

]

Save Details Next

gLl BoEAsoE&9

28 ZC

O & 8

Acute

Start Consultation =~ MNext Event | Event Details  Pathology == Drawing
Clinical Administrative Groups & Relationships
N
GMS Care History B & 7 3
;‘3 Address History (1) Patient Groups / Families
4 Q) Appointments, Visits & D Show left groups / families
@ Attendance Counts Joined v Type Name
E—? Appointments
[ vistts
l:_!j Tasks
&) Scheduled Tasks
@f’ eWorkflows
&=l Watting Lists
[&] Amendments (1) Relationships
&l LASICCS (2) Al2) Famiy (2) | Medical
B/ schools = .
w R Recorded ¥ | Additional Information | Type
3 visc Flags 30Jul 2021 Next OfKin Mother
Groups & Relationships
cription History
@A&E and Out of Hours 7 30 Jul 2021 Brother
Sharing Consent Overrit

@ Deleted tems
. Identity Verification
@ Online Services

%) Record Restrictions v

arding Informatio

2 Relationships

4

NCT Te...

Auto-Consultation

Other

* ¥

e o & B

Addicti...  Appts Diary Monthly  Caselo... Visits
Settings
D Show ended relationships D Show child health relationshi
Details
Mrs Janet Bai

24 Lincoln Gre

Telephone: 01 [

Mobile Telep!
Mr Michael B4
24 Lincoln Grg
Telephone: 01
Mobile Teleph

7" Record Relationship \

ve this Record

& Amend Relationship
Create Reciprocal Relationship
$8  Endthis Relationship

View Amendments

ﬂ Show Journal Entry...
W Problems >

| W Mark in Error

B Table > |

* It will bring you to the Amend Relationship screen, where you can change/add any details

and then click OK to change.

* Remember Contacts should be regular reviewed on a regular basis to check that they are

current and correct.
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I ¥ Amend Relationship X
elationship

Type Mother v | (@ Personal Relationship (O Guardian (O Proxy Contact order |1
Comments

Next of kin [ cares for this patient [[] Principal carer for this patient

E] Power of Attorney assigned by this patient [:l Key holder [:l Has parental responsibility (Children Act 1989)
[] Financial representative [ Nearest relative ] Main visitor

[:] Advocate

Recipracal Relationship

Create reciprocal relationship in other patient record

Person Details

Name Title First name Middle names Surname

Mrs v | |Janet Barnard

Former surname Known as Jan
Sex O Male (@ Female Person ID
Language N E] Interpreter required  Date of birth e
Contact
Organisation Contact method Telephone ad
House Name Contact times
Road 24 Lincoln Green Communication format -
Locality Email address
Town Hull Telephone 01482 999999
County East Yorkshire | Worktelephone
Postcode  |HU4 7SY Find Map  Mobie telephone 07999 999999

Fax number

Same Address as Patient
I:I Call centre call-back consent D Copy correspondence

Cancel

* To end/remove a relationship, either right click on the contact in relationships and click End
This Relationship OR select the End This Relationship icon on top bar. — (In children’s
services health visitors and school nurses add themselves as a contact, these should
always be ended on discharge and not left open.)
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Patient Appointments Reporting Audit Setup Dispensing Clinical Tools Workflow User System Help

QAU ®

Search  Register

Task

HRIQLARBYHAD DS &S

28 8C

Start Consultation = Next Event

Clinical Administrative
GME Care History o]
{} Address History (1)
a Q) Appointments, Visits &
Q) Attendance Counts
@ Appointments
L'-t Visits
@ Tasks
&] Scheduled Tasks
¢§P eWorkflows
QE\ Waiting Lists
B Amendments (1)
e LASICCOS (2)
Schools
R Misc. Flags
b {f Hospital Numbers
Prescription History
0 A&E and Out of Hours £
Sharing Consent Overriv

w Deleted tems
EA Safeguarding Informatio
. Identity Verification
@ Online Services
) Record Restrictions v
< >

2 Relationships

24 Lincoln Gre
Telephone: OJ
Mobile Telep!

T v =™
L O B & 4 % W ® o 4 (@
Discard Save Details Next Acute NCT Te... Addicti.. Appts Diary Monthly Caselo...  Visits
Event Details =~ Pathology = Drawing = Auto-Consultation = Seftings
Groups & Relationships
R
o3 N
Patient Groups / Families
I:l Show left groups / families
Joined ¥ Type Name
Relationships
All (2) Family (2) Medical Other DShow ended relationships DShow child health relationshi
Recorded © | Additional Information | Type Details
30Jul 2021 Next Of Kin Mother Mrs Janet Bai _a e
Record Relationship
24 Lincoln Gre "
Tele_phone: 01 Q Retrieve this Record
Mobhile Teleph 2 ;
30 Jul 2021 Brother Mr Michael Bz & Amend Relationship

Create Reciprocal Relationship

9 Endthis Relationship

View Amendments

@ Show Journal Entry...

Q Problems >
@ Mark in Error
B Table >

* It will then ask you to record the date the relationship ended.

End Relationship

End date of relationship

Ok

X

300072021 ~

Cancel

* Click OK — And the contact will have been removed from relationships.
* Make sure to Save the record to keep the changes.
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Appendix 3: SystmOne Help Guidance — Next of Kin/Carer Details (Primary Care)

Next of Kin/Carer details are recorded in the Groups and Relationships node on the clinical tree.
This may reside in the Clinical tab or the Admin tab of your clinical tree.
N.B. If you cannot view this function in your clinical tree then please go to the end of this
document for guidance on how to find it.
Please see instructions below on how to record this information.
Recording NOK

e Find and click on the Groups and Relationships node on your clinical tree

e Torecord a new Relationship click on the symbol of a person with an arrow coming out of their

head!!

Clinical Administrative

—PATENT ADMIN BEAQ 778

roups & Relationships Patient Groups | Families

@ Patient Details L] show Ieft groups | families
[5] 6P Regisration Detas doined T | Type Name Members | AllMembers
11 Address History (1)
G:MSCare Histary
—MED3
3 MED3 Statements (2)
— APPTS TASKS AND VISITS —
' @ Appoirtments, Visits & Tasks
— SYSTMONE ONLINE
ﬁ) Onling Services
E Identity Verification
—SCR
E Summary Care Record
—SHARNG
B Record Sharing
At the next screen shown below. You need to select each type in the 3 filter screens shown below and
press OK once option chosen:-
e Click on the main type of relationship type (Family)
o Click on the second type (Group the person belongs to)
e Click on the 3" type (Relationship Type)

Relatianships

Al Family Medical Cther D Show ended relationships D Show child heatth relationships
Recorded ¥ | Addtional Information | Type Details

1 ¥ Select Relaticnship Type =
i Segarch | Clear
3 Primary Filter Secondary Filter Relationship Types
Favourites "~ All "~ Adopted Mother "~
All Childran Aunt
Family Extended Family Daughter
Medical Femalea Daughter-in-law
Lnclassified Friends Ex-wife
Grand Relations Girlfriend
Immediate Family Grandmother
In-laws Half Sister
Male Mother
f Parents Mother-in-law
Partners Miece
Siblings Sister
1 Step Sister-in-law
Lnclassified Step-daughter
Step-mother
Step-sister
prvife |

The example above shows how to record a patient’s wife as a relationship (Family, Female, Wife)
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At the next screen you need to choose what type of relationship the person is:-

T Mlew Relationship s

Recaoard a relationship with l:::l = SystmOns user or arganisstion

I l:::l a patiernt elsewherse (MHMHS number reguired)
l:::l a patiert cared for at thi=s organisation

l:::l saomeaoans =lse (record a textual relaticonship)

(:} a paerson from the address boaok

e Systmone user or organisation - This is used to add a clinician usually when using the Primary
Filter of Medical to record someones clinician or medic.

e A patient elsewhere — this could be used for a daughter who is the next of kin for a mother but is
registered at another practice. Adding the NHS number will update their details automatically from
the spine which also ensures if their details change Systmone will be updated immediately when the
record is retrieved.

e A patient cared for at this organisation — This is used when the person the relationship being
recorded is also a patient at your practice.

e Someone else — This is for a relationship where the person is not registered with your practice.
Where possible it is advised to always record this information using the 2" option Patients
Elsewhere using the NHS number to ensure changes to address or telephone numbers are
automatically updated as NOK details could be outdated.

e A Person from the address book — This is used to add a clinician usually when using the Primary
Filter of Medical to record someone’s clinician or medic.

When choosing any of the above options the screen you are presented with will differ depending on
which option is chosen. | have only given examples below of the non-clinical relationship’s options.
See examples below:-

Patient Elsewhere — Recording an NHS Number
Type in the NHS number of the patient. This must be 10 digits in line with NHS number standard

¥ Mew Relationzhip e

MHS number

Ok I Cancel

A Patient cared for at this organisation
Type in the name of the patient to find them on your Systmone
* MNew Relationship

Mame search | Search

|:| Include deducted patients |:| Include males Include females

Someone Else (Textural Option)
This option does not give you the patient search screens above but takes the user to the next screen which
all options take you too.

This is an example of the next screen which will be displayed.
Iltems to note are:
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¢ If you have entered an NHS number then the Person Details and the Contact details will be
updated with all information on the spine for that person with that NHS number.

e |If the person is registered as a patient at your practice and you haye searched for the patient, then
the same applies as above.

e If you have chosen the Textural option (not récommended) thept most of this part of the screen will
be blank for you to enter the details manualy.

Recording Relationship type
e Tick the appropriate box for the type of relationship

e If you need to record more than ong relationshi
order

gy contacts, then you can add the contact

e Tick the appropriate box for the felationship n.or Carer
(5= Do P TS Cpen/ Print_£7 -
; ¥ Mew Relaticnship =
1 Relationship
g Type Wife ~ | (@) Persgnal Relationship () Guardian () Proxy Contact order =
t| Comments
"
1 ] raest of kin [ A Cares for this patient [ 1 Principal carer for this patient
|:| Power of Attorney assigned by this patient || Key haolder |:| Has parental responsibility {(Children Act 1953)
|:| Financial representaive |:| Mearest relative |:| Main visitor
|:| Advocate
Feciprocal Relatjonship
Create recipracal relationship in othey patient record
! Person Detafls
L Mame itle irst name Middle names Surname
12 -
Former surname Known as
Sex O Male @ emale Person ID
Language - |:| Interpreter reguired  Date of birth -
Contact
Organisation Cortact method 7
House Name Contact times
Road Communication format &7
Locality Email address
Town Telephone
County Waork telephone
Postoade Find Map Mokile telephone
Fax numkber
Same Address as Patient
|:| Call centre call-back consent |:| Copy correspondence

Complete the entry of the information and click OK if no other relationship to record or OK & Another if

further relationships need to be recorded. The details will now be displayed on the groups and relationships

screen.
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l :-
Search | Discard | Save | Task | Nete M| Fepeat | Acute |CareM.. | Remote
* ]
v Flalpie g2 8o
Appts | Vists |Cohabi..| Address | Telt | Defals | Docs | EPSTr... | Summary | Open..

Start Consutation | Next Evert | Evert Detals | Patholagy | Drawing

Clinical Administrative

—PATENT ADMIN
R Groups & Reaionships (1)

0 et et
[ RegitationDes
{3 s istory (1)
EMS Care History
—JiED3

o M Stgements 1)
— AFPTS TASKS ANDVISTS —

@ Qnling Services
E Idertity Verification

— iR

@ Summary Care Record

— SHARING
B Record Sharing

—3PNE

£} Spne Detls

5 £ Dets
— ey

"% GP26P Deraed s

ﬂ New Joumnl

— SUBJECT ACCESS
@ Subject Access Requzsts

@ Appoiniments, Vists & Tasks
— SYSTMONE ONLINE

| —

E Special Notes
— SAFEGUARDING
— DELETED ITEMS

ﬁ Deleted tems

Auto-Consutation | Settings

Groups & Relationships
BHQ 7/8

Patient Groups /Familes

D Shaw left groups | families

Joined ©

Tye

Relafionsfips

AN(t)

Famiy (1)

Namg

Medical

Recorded T | Aditonal Infarmation Type
(7 5ep 2021 Next OfKin

Nife

(ther

Members Al Members

D Shaw enced relationships D Show child heatih relationshins

Details

Mrs Maisie Mouse

Duck Cotiage, Newfield Lane, South Cave, Brough HUTS 20
Telephone: 0123456785

Mobile Telephane; 07000111222

Email Address: maisizmause@disneymailco.uk

How to locate the Relationship functions if this is not on your Clinical Tree
Whilst you have a patient retrieved, (search function won’t work If patient not retrieve)
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e At the bottom of the Systmone screen start typing in the word relationship
o On acceptance a menu will appear

e Click on the option Record Relationship
¢ Follow the guidance at the start of the document to record a relatighship

Fetient Appaniments Reporing Audt Setup Links Dispensing Cliical Tooks Workflow User Systeny” Help
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i PIT gives permigsion for clinical staff to discuss information with Minnie Mouse daughter - telephone 01430 565854, SR -2007/2021  Cance! Iore

i W Al Problems (22) - (] Recalls

P i i f : ; i o 1o
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Eﬁepemempmsm) = {1y Paient Status Alerts
A edcaion 5 End of Life & Pallative Carg/# Acton Mare
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— PATHOLOGY
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Action More

B mitlh

. 28 & Allergies
M e
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