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Virtual Ward Referral Management Crib Sheet

Purpose

NHS!

The document provides guidance on how referrals should be created and discharged on RiO

for the Virtual Wards.
Section 1: Viewing existing client referrals
Go to Client Details and click on Referrals
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Additional Personal Information
5-Flagged Client Demographic Details

Case Record

Caseload

Caseload Patient List {CSV)

Caseload Transfer / Allocation

Client Communications Report

Client Communications -manual entry
Referrals

Figure 1: Client Details icon and drop-down list

Search for the client by completing the relevant boxes.

The screen below shows open (highlighted blue) and closed (highlighted pink) referrals.

Note: Please ensure that the referral does not already exist before creating a new referral.

a8 Referrals
ZZTEST, Dummy Pationt (Mexs . 21 Mar 1995 (17 year(s) old)
Spocialty Care Setting Team HCP Refurred Te Date B time Cantact Te
refurral recelved Discharge
Community Community and Clinic EPCT Central 1 Jan 2012, 00:00 Y 6 Trunsfor
Rehabilitation
C ity [~ ity and Clinle EPCT North East Mipon risghton  § Sep 2011, 10:00 ¥ o Trnster
Rehabilitation
G ity [e ity and Clinic ~ CONS CONT (Long Term)  Joggn= [C006) 26 Jun 2012, 10:00 ] (] Tinnpfes
Children’s Nursing {27 Jun 2012) Sooney
Community Community and Clinic  CCNS CONT (Short Term) 22 Jun 2012, 15:29 " 6 Trnnafer
Children's Nursing
Climieal Community and Clinle CAS « | Health Gastre 13 Apr 2011, 09:57 " (] Trnsfer
Assessment Accepted Box
Service
Discharged Referrals
Allied Health Community and Clinic  Community Stroke Team 16 Jun 2011, 06:29 ] 3Fek
Professional 2012
Epizade
[Conzulzant)
[__—]Currmt Referrals Dohchrgd Referrals
Create Mew Referrd
Figure 2: Open and Closed referrals
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Section 2: Creating new referrals

Click on Create New Referral

Complete details for the referral as shown in the example below and click on Save Referral.
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Referral initiated date - date the referral is made (e.g. date on GP letter)
Specialty Group - must be Community Rehabilitation

Specialty — choose from the following: Admission Avoidance, Palliative Care,
Early Supported Discharge or Community Rehabilitation

Care Setting must be Community and Clinic

Referral Source — choose the original referral source

Referring Organisational Code - ighore

Referral Reason — choose Preventing hospital admission

Other Reason for Referral - ignore

Team Referred To — correct Virtual Ward team

HCP Referred To - alead HCP must be allocated to each patient

Referral Urgency — choose either Routine or Urgent. Routine is 24 hours and
urgent is 4 hours

Administrative Category — choose NHS patient

Date & time referral received — use the date and time the referral was received by
the service (you MUST use calendar to select date and time)

Referral Accepted Date - use the date and time the referral was accepted
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Figure 3: Example for completing a new referral
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Section 3: Transferring referrals (to another Virtual Ward team)

TLTEST. Damony Patisat (Mise) 21 Mar 1995 (17 yeac]s) old)
Spacisity Care Satting Yesm HCP Refarred To Date & time Cantact Te
refereai recetved Utserarge
Clinieal [3 ity and Clinie  CAS + | Mealth Gastre. 13 Apr 2011, 09:57 [ ] Transtar
Serces hecopted Bax
drmissi Co and Clinic  Virtusl Ward North East [ooone (2007 Fenn 13 Aug 2012, L 6 Toangfer
Avosdance 00:00
Discharped Referrals
allied Health Commaunity and Clinic  Community Strohe Team 16 %n 2011, 08:29 W I¥eb
Prefessicral w2
Epizode
(Conziltan)
District Nursing Community and Clinic  District Nursing - South ool (77 1 New 2010, 11.03 [ Fry™
West Accepted Soshiy 011
District fursing Community and Clinlc  District Nuring -Night  Joniilor (L1 1 Nov 2010, 11:08 ¥ 1A
Service Accopted Edetis 2011
District Mursing Community and Clinic [Eactaul FFCT) Abaya 1 Nov 2010, 10:37 ] 31 Aug
201
District Nursing Commenity and Clinic _ District Nursing - North  Jiaqes [Lio . 1 Wov 2010, 10:39 W 31 Aug
East Accepted Quigoma 01t
Health Visiting emmunity and Clinic " B Oct 2009, 17:21 M IFeb
1010
Health Visiting [ ty and Chinle HVDatabigT 3 Feb 2010, 0933 W 5 My
2010
[ current Referrals D'o'mw $ Roferrals
Croats Now Roferrs

Figure 4: Transferring a referral

Click on L815TEC 4o yransfer referral as shown in Figure 4.

Complete details for the Referral Transfer as shown below and click on Save.

Note: Please ensure that you always select a HCP from the drop-down list.

o Pl Temniter

Bef, < Iy Ad Lt

Date B time reforral received: 13 Aug 2011, 00:00

Team Vietual Ward Central
-y ]c-;m.-i EPCT AL

Teanalur Dot |15 Asgest 2007 S8

I
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[CLIEST, Chmrery Putient fhem) 20 Mar 1995 (V7 yewrix) obd)

Figure 5: Referral Transfer screen
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Section 4: Discharging referrals

LLTEST. Cummy Patisat (Mg 21 Mar 1995 (17 year(s) old)
ipacisity Care Sattang Tesm HCP Refarred To Date S time Cantact Te
refarrsi recetved Utsehuarge
Clinieal Azsettment  Community and Clinie CAS « | Mealth Gastre. 13 Apr 2011, 09:57 [ [+] Toanstar
Service Accopted Box
Admirsicn Commuwnity and Clinic  Virtusl Ward North East [ionng (L0001 fann 13 Aug 3012, 1 (3] Townsier
2 00:00
Discharged Referrals
allled Health Commanity and Clinie G ity Strohe Team 16 %n 2011, 08:29 W IFeb
Prefessicral w2
Episode
(Consultant|
District Nursing Community and Clinic  District Nursing - South  Junnilur £3- 11 1 New 2010, 11,03 u FryT™
West Accepted Crishiy 011
oi 3 3 tyand Clinlc  Oistrct Nurzing -Might  Jonnilor (001 1 Nov 2010, 11:08 ¥ 1A
Service Accepted Exlchita 2011
District Wursing Community and Clinic [Eack aa| FFCT) Allaya 1 Nov 2010, 10:37 I 31 Aug
201
District Nursing 3 ity and Clinic  District Nursing - Morth  Liaqus s 1 Mew 2010, 10:39 W 31 Aug
East Accepted Origonia 01t
Health Visiting Community and Clinie SVDataNigT £ Oct 2009, 17:21 " IFeb
1010
Health Visiting Commanity and Clinlc HVDataMigT 3 Feb 2010, 05:33 W 15 May
2010
[ Corvent Referraie [ ]ocharged Aeforais
Croate Now Refermd

Figure 6: Discharging a referral

Click on e to the right of the relevant referral as shown above.

Complete details for the Discharge Referral and click on Save
shown below.

Discharge Details as

Please remember that discharging a referral will close the patient to all members of this
team. If there is a member of staff who is still seeing the patient from your team, leave the

referral open.
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Figure 7: Discharge Referral screen
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If you require further clarification or encounter any problems, please contact:
ElectronicSystems.Help@eastlondon.nhs.uk
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