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Introduction

How to use EMIS Mobile will be described separately — the purpose of this protocol is to describe the
process surrounding mobile working for Clinical Leads, Team Leads and Admin Leads within teams.

Every team owns a spreadsheet (the Asset List) with the staff names against the iPad numbers that
must be updated in realtime. This will allow the team to keep track of the location of each iPad.

iPads are property of the team and must not be returned to the IT Department.

iPads cannot be given to students and short term agency/ bank staff (Long term Agency are staff
who works routinely with the team rather than on ad hoc basis).

Below is a list of steps to follow in case iPads are either lost or stolen and steps to follow for new
members of the team and leavers.

New Users
e The Supervisor/Manager must contact the EMIStraining department
elft.emistraining @ nhs.net giving details of the new user.
e Ifthereis a spareiPad within the team, the Supervisor/Manager should follow the ‘Leavers
instructions below.

’

e Ifthe teamneed a new iPad, the MH number must be stored in the Asset List.

Leavers

e The Supervisor/Manager must collect iPad devices from staff as part of the leavers’ process.
IPads must be collected from trust/team leaversand maternityleavers.

e The Supervisor/Manager is responsible for notifying the EPCT Administrative Lead who can
then update the asset list to confirm the device has been returned and, when notified, can
update the register with the details of who the device has been reallocatedto.

e The returned iPad must be wiped and re-set to factory settings for the new user to be able
to login. (Instructions below)

e Once the iPad has been restored, it must be switched off and stored.

e The returned iPad must be returned with its box and charger. In case the charger is missing,
the team will need to order a new one for the new user.

e The Supervisor/Manager must contact the EMIStraining department to allow the new
member of the teamaccess to the iPad.

Tore-set the iPad to its factory settings, please follow the following:
Tap on Settings
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In settings, tap on ‘General’ and then on ‘Erase All Contents And Settings’.
EES 857 AM )
Settings < General Reset
Q Ssettings
Reset All Settings
Airplane Mode I Erase All Content and Settings I
B wr
a Bluetooth Off Reset Network Settings
Notifications Reset Keyboard Dictionary
@ Control Center Reset Home Screen Layout
Do Not Disturb Reset Location & Privacy

Display & Brightness
Wallpaper
) Sounds
Touch ID & Passcode
) satery

Lost or stolen

1. IfanallocatedIPAD s lost / stolen the clinician must report this to the police immediately
and obtain a Crime Reference Number.

2. T help desk MUST be informed immediately, so the device can be disabled as it potentially
could give accessto patients’ identifiable information.

3. This should be reported immediately to the General Manager for the service and an incident
form (Datix) is to be completed detailing the sequence of events that led to the device being
lost / stolen.

4. Inthe eventwhere an IPADis lost or stolen there will be an investigation instigatedin line
with appropriate Trust policies.

5. Anew iPad can be requested. Steps to request an iPad are described in the ‘New User’

above.

The EMISTraining Department canbe contacted here: elft.emistraining @ nhs.net

The IT Service Desk, can be contacted here: elft.servicedesk@ nhs.net or tel: 02076554004
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